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September 2019 

 
 
Dear Parents 
 
WORK EXPERIENCE 2020 
 
Those pupils in Year 11, who wish to do so, will be participating in a one-week work placement from Monday 22nd 
June. Each pupil will take responsibility for arranging the placement. This is an essential part of the experience; 
however, pupils can of course receive support from home and will receive support in school during their PSHE 
lessons to help this process. It would be very useful if you could start to discuss with your son/daughter the type 
of placement that they would like as soon as possible. If you feel your son/ daughter needs extra guidance in 
school or you are struggling to find a suitable place then please ask them to make an appointment with me or Mrs 
Watson via the school librarian.  We do have access to a number of placements. Often students are placed out of 
the local area which makes it more difficult for the school to fulfil their duty of care. Unless the placement is 
unique and cannot be offered locally this should be avoided. 

 
All pupils have also received as a whole year group, an introduction to the process. When placements have been 
agreed with the school, please complete the enclosed form and return it to me. I will confirm details with 
employers and also outline the sort of activities that the school would like the pupils to experience. During the 
placement pupils will complete a log book that will help them to identify the skills that they are using and 
improved, and at the conclusion of the placement, each student will be required to produce a written report about 
his or her experience. Pupils will also be visited and supported by a member of school staff during their 
placement. 
 
Your son/daughter is expected to make their own travel arrangements to their work experience placement.  If you 
have any concerns regarding independent travel then please contact me to discuss this further.  In the unlikely 
event the placement is terminated and the employer does not want the student to remain on the premises, school 
will inform you with immediate effect so clear instructions can be given to the employer about collection of the 
student and method of travel back to school. It is likely your son/daughter will not be supervised during lunchtimes 
whilst on their work placement; therefore, they may choose to leave the employer’s premises.  If this poses a 
problem, please ensure you contact school to discuss possible alternative arrangements. Your son/ daughter 
should also be aware of their use of social media during their visit. It is essential that they remain professional at 
all times and do not make inappropriate comments about their employer or any other employee during or after the 
placement has taken place. 
 
The school is working in partnership with the Bradford Education and Business Partnership(Xperience) to ensure 
placements meet not only the legislative needs but also to ensure a quality experience.  In order for the school to 
arrange contact with all the companies and receive certain commitments regarding Health and Safety procedures, 
insurance, working hours and nature of activities, we would ask that placements be confirmed to the School as 
soon as possible – preferably before the Christmas holidays and definitely before February half term. Please see 
the attached document outlining the key dates. Following successful health, safety, and employer checks, 
pupils will be issued with an agreement that will require employer, student and parental signatures. Placements 
cannot go ahead unless these are completed and returned to school. Where placements are arranged outside of 
a Leeds, Bradford or Wakefield post code then an “own placement” form has to be completed and a health and 
safety check arranged with another local authority. As this is a much lengthier process then I would be obliged if 
these forms could be received prior to the Christmas holidays. There is a charge attached to the work that 
Xperience undertake. School will cover the charge in respect of one placement per student. If your son/ daughter 
undertakes a second placement then this additional charge will be added to the school bill. If you arrange the 
placement outside of the local area then any charges over and above the Xperience fee will be charged to you 
and, again, added to the school bill. 
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Often problems are caused when parents believe their son/ daughter have passed on details of the placements to 
me and they have not. I will therefore assume that if I have not heard from you prior to the Easter holidays then 
your son/ daughter will not be going on their placement. I do not chase students as a matter of course so the onus 
will be on parents to make sure that I have had the final details. I am unable to request the necessary health and 
safety requests without the full details of the placement, including specific dates, contact names and addresses. 
 
If you require further information about work experience or simply want to discuss your son/daughter’s options 
then please contact me at school. 
  
Yours sincerely 

 
Mrs C Spencer 
Work Experience Coordinator 
spencer.c@woodhousegrove.co.uk 
 

 

 

 

 

 

 

 

mailto:spencer.c@woodhousegrove.co.uk

