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5 days during school time to work with/for an employer – an 
experience of the world of work. 

It is not necessarily training for a particular job or career.

But….

It can lead to and support with some many pathways you 
choose to go down.

You can demonstrate skills, responsibility, aptitude, 
knowledge, communication, working with others etc … 

So useful for any application for college, apprenticeships, 6th 
form and/or University. 

You can get a useful reference.

WHAT IS WORK EXPERIENCE? 
NO RIGHT OR WRONG!



Benefits

• Experience of work & work practice

• Discover skills and preferences

• Transitional skills

• Encourage independence

• Boost confidence – identify your strengths

• Demonstrate interests, skills, and aptitude

• Your CV will start filling up

• Preparation for work

• Stand out from the crowd

• Find out what you don’t like as well as what you do

• You’ll build upon your own personal network

• You can gain personal satisfaction



Work Experience…

Every student here has an entitlement to work experience

Your work experience is week commencing 9th June 2025 for 1 week  

You need to source your own placement– NOW! 

Ideas where to look -

1. Google

2. Family and Friends

3. Proactive Young People CIC directory – www.pypcic.co.uk 
(Username and Passwords will be emailed to you in the next couple of weeks)

Forms completed and returned to trigger appropriate checks

Placements will be visited by the Proactive team on a scheduled basis

Forms should ideally be returned by 14th February 2025 or sooner

http://www.pypcic.co.uk/


DO!

• Research the company

• Call them first to find a point of 

contact

• Write them a proper letter / 

formal email

Dear Sir / Madam

Who you are, why you are 

writing

What you offer

Why you want to work for 

them

Sign off politely

Spell and grammar check

• Follow up with a phone call, 

show you are keen!

• Be friendly, interactive, 

engaging!

DON’T!!

• Send blanket generic emails

• Wait until the last minute – all 

the places may be taken (other 

schools do WEX too)

• Phone and forget to leave your 

details i.e. name, telephone 

number, reason for calling

• Use negative terms like “I 

don’t know what I want to do 

so thought I’d contact you”

• Be monosyllabic – one word 

answers

Do’s & Don’t’s



Work Experience Letter/Email Template

Date:

Employers Name:
Employers Full address
Postcode

Dear Sir/Madam

I am a (Year group) student from (school name), studying (list of subjects).

I’d like to enquire about a potential work experience placement at (company name), 
which I will be available to carry out for (amount of time) from (start date) to (end date).

I’m keen on gaining some practical work experience in (chosen field of work), because 
(reasoning for pursuing a placement in a specific company and field).

In my spare time, I like to (list relevant hobbies and interests), I have also had experience 
in/am a member of (list any groups/clubs/other work experience).
 
As an enthusiastic student with a keen interest in what your organization does, as well as a 
passion to progress within this industry, I would be very grateful to be considered for an 
opportunity at (company name)

I look forward to hearing from you soon.

Yours (sincerely/faithfully)

(Your name)



Proactive Young People CIC will:

• Enable access to the potential placements

• Visit all new placement providers

• Visit all placement providers requiring a 

scheduled visit

• Take a copy of every providers insurance 

certificate

• Every provider has a logon to our system

• Every provider has appropriate information

NB: face to face visits

 

AND THERE’S MORE……



Students receive:

• Full detailed contract

• On-line 40 page work experience booklet

• Downloadable version

• On-line feedback

• On-line help regarding the system

• Online copies of our policies & procedure

• A printable certificate 



Work Experience, the Process… You find a placement….

You think of placement 

you’d like to go to 
Research the company

Once you know where 

you are going and 

have confirmed 

placement

Please complete WEX 

form or email to 

employer

Return the form to your 

tutor as soon as 

possible

If you need support 

finding a placement 

Login to the WEX 

System and look 

through the directory

NO GUARANTEES 

You ensure you have a 

contract (email) 

Two weeks before you 

go out

Ensure you can 

access the online diary

Have a positive time 
Send for feedback, via 

the Proactive database

Email a note of thanks 

to the placement















2 x £25 vouchers

Names in a draw to all 

students whose forms 

are handed into school 

before 

14th February 2025



www.proactiveyoungpeoplecic.co.uk

ANY QUESTIONS PLEASE GO TO THE WEBSITE AND LEAVE A 

MESSAGE FOR FRED
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