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WEX Information Evening

2023-24

Welcome
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Housekeeping and Introductions

• No planned fire alarm, assembly point in the car 
park

• Mr Whitney-AP for Curriculum and Careers

• Mr Laurie-Progress Leader for Year 10

• Mrs Lonsdale-Office Manager and admin support for WEX

• Sam Fitzgerald-Pro-Active
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Aims for Tonight

• Knowledge of:

– Why we do work experience

– What it includes

– Key dates

– Steps to success
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Why WEX?

• To gain firsthand experience of the world of work

• To see how knowledge and skills from school are 
applied in the workplace

• To develop employability skills

• To gain relevant work experience for potential 
career paths or help with decisions on which path 
to follow
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What is the Process

• Students will need to research and contact multiple 
companies

• Forms with key information will need to be completed 
and returned to Student Services

• Proactive will check and ensure that the company 
meets all legal health and safety and safeguarding 
requirements

• Placement is approved
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Key Dates

• Completed form returned to student services 
by 29th January 2024

• WEX takes place week beginning 3rd June 2024



C
H

A
R

A
C

TE
R

  C
O

N
FI

D
EN

C
E 

 C
R

EA
TI

V
IT

Y 
 C

O
N

TR
IB

U
TI

N
G

  C
O

M
M

U
N

IT
Y

In School Programme

• Researching Possible Placements
• How to contact employers
• Preparing for interviews
• How to behave in the workplace
• Health and Safety in the workplace
• Preparing to go on work experience



Year 10

Work Experience 

2024



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

• Demonstrate interests, skills, and aptitude

• Enhance CV

• Preparation for work

• Stand out from the crowd

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



Work Experience…

Every student here has an entitlement to work experience

Your work experience is week commencing  3rd June 2024 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 Monday 29th January 2024 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



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 the 

WEX form

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 

Monday 29th January 

2024 
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Tracking Applications

Name Status Registration form(s) this academic year
Bugs Bunny 10CA1

Daffy Duck 10CA1

Harry Potter 10CA1

Homer Simpson 10CA1

Mickey Mouse 10CA1

Pegga Pig 10CA1

Postman Pat 10CA1

• In January students will be given an update each week via their form tutor. 
• Red – No Form has been received
• Amber – Form has been received and is waiting for sign off by proactive
• Green – Contract is in place – they should log on to proactive to review
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When Contract is in Place

• If they are happy with it, they don’t need to do anything 

• Check if the employer requires them to go in for informal interview 
or complete paperwork. 

• Two/Three weeks before they should call the employers to check if 
they would like them to pop in or if there is anything they need to 
know. 
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Support in school

• Form Tutor
• Mrs Lonsdale-Office Manager and admin support for 

WEX (go to student services)
• Mr Whitney-AP for Curriculum and Careers
• Mr Laurie-Progress Leader for Year 10
• Any questions please contact via enquiries@haz5d.com

mailto:enquiries@haz5d.com
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