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7 Steps to Work Placement...

Do your research (October 2018)

Ask family and friends for contacts
in @ business or vocational field you
are interested in.

' READ THE HANDBOOK!

If you need inspiration, log into the
NYBEP work experience website to
access the data base of past
employers

&  weicome
Search for Q
Placements
\'r,—w ;\‘v- placements available fight now in

www.nybep.work-experience.co.uk
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7 Steps to Work Placement

Make Contact (October - November 2018)

Call or email the business or organisation to
check you have the correct contact.

Ask to speak to them and then explain your
interest and why you are calling; to request a
1 week placement, giving your preferred dates.

If they are not available, or you feel more
comfortable, ask for their email address (see
example ‘Introductory Email’ in the Work
Experience handbook

Repeat Steps 1, 2 and 3 if they cannot help you.

If you do not receive a reply within 10 working
days, follow up with a second phone call or
email.



7 Steps to Work Placement...

Check the details (November - December 2018)

WORK EXPERIENCE PLACEMENT FORM (Deadline for completion 19" December 2018)

1 1 STUDENT DETAILS
1l OUU 4 e detalls on STUDENTNAME . iy
[l )
h P | m n F r m DATE OF BIRTH $ OENGERW./ F YEAR ... TUTOROROUP . oun
n agree 10 paiopate In the work experience schame and confirm that | have read and understocd the form. | wil not dscicee any
nfomMmaton confidental 10 the emeioyer, mhich | oban Ax g s peno perence. | wil adey & SeCUity and ofher
fsiructons gven by the emeioye
MiQral 3 0 y Y -] NO NO

Visit the employer to e ]
introduce yourself and ——
thank them for the

opportunity. Confirm et
hours/dress code/lunch etc | == o —

Ask them to sign the form
and complete their

Employers Liability =
Insurance Pol |Cy details i A K O i B S SO 4R RS




7 Steps to Work Placement...

Return the Form to Careers (December 2018)

Work Experience Placement
Form (with all 3 signatures AND
the correct, confirmed dates of
your placement) to Mrs Farrar in
Careers who will register your
placement with NYBEP

Relax and wait....for NYBEP carry

. Return your FULLY completed

. Happy
out the Risk Assessment for your Christmas!

specific placement




7 Steps to Work Placement... [WORI{
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Check your Contract (April 2019 — June 2019

Receive your Placement Contract - via your register
and also sent by email to your parents. Check through
all the details with your parents and ask them to reply
' to the email giving their final confirmation for the

placement to go ahead.

2 o T . W
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Key Dates

e Friday 19th October 2018 — Deadline for return of
sighed Work Experience Consent slips

o Wednesday 19t December 2018 - Deadline to
confirm a placement with an employer and return
the Placement Form to the Careers Department

o 1st— 19t July 2018 - work experience takes place
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Don’t forget......

o Ardeche trip 1: 4th - 12t July
e Ardeche trip 2: 11t — 19th July

Please keep these dates in mind when organising
your week of work experience!
O o

O/, Z(/g
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