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Dear Parent,

As your child is now in year 10, it is important to note he/she will be undertaking Work Experience early in 2011.  The provisional dates for Work Experience are from 17th January 2011 to 28th January 2011 (two working weeks).  Pupils will return to school as normal from 31st January 2011. 
We encourage all our students to find their own placements for work experience.  Last year we had over 60% of our pupils find their own placements, and hope to encourage more of our students to do so this year and beat a previous school record of over 80%.  If your child wishes to find their own placement they must approach their prospective employer although, this must not be where they work part time and, can only be relatives if there is no alternative.  
The deadline for receiving self placements will be the 8th November.  Any self placements received after this date will not be accepted and pupils will have to choose a job from the computer system provided by the Lancashire Education Business Partnership (LEBP) that provides work experience jobs to BRGS.  With all self placements we need a copy of the Employer’s Liability Insurance certificate.  Placements without this will not be accepted.

If your child cannot find a suitable self placement LEBP provide us with a job database that pupils will have access to in the Autumn term after providing the necessary paperwork.  The database has a limited number of jobs in limited areas in and around Rossendale (another reason for encouraging self placements).  The computer system that is provided to us by the LEBP gives information such as job descriptions, address of employer, contact name and number.  Pupils who access the system look at jobs that are in a suitable area for them to get to and rank up to six jobs in order of preference.  The jobs are then allocated electronically to pupils after they have all accessed the system (not including students who have Self Placements).  Pupils will be informed of what job they have been allocated on the system once the deadline has passed.  Details of these deadlines will be given out in September.
Once pupils have their jobs allocated to them and have received confirmation they are required to contact their employers and arrange an interview with 
them. Interviews are NOT optional, contact must be made with the employer by the pupil before the placement starts, this applies to self-placements and those who choose jobs from the database.  This is to give them a taste of what it is like to go for a job interview but also find out health and safety information, hours of work, what they should wear, and what they will be required to do.  The employer has the right to refuse to take on a pupil if they have not made contact prior to the start of Work Experience.  

N.B. Interviews must only be arranged after pupils have been allocated a job or the employer has agreed to the pupils undertaking work experience (for self placements).  For those pupils using the database provided by LEBP, they must not contact any employer until they have their allocated job confirmed through school.
Those students who arrange Self Placements must get the required Self Placement form filled in by their employers and a copy of the company’s Employer’s Liability Insurance.  We cannot accept Self placement forms without a copy of the insurance.
Work experience should be regarded as a learning experience and aims to achieve in five curriculum areas: employability and key skills, careers education and guidance, vocational subject understanding, personal and social development and to enhance pupils’ understanding of general subjects.

All forms and letters can be found on the school website on the careers advice page.  It includes interview tips from last year and a checklist of what needs to be done before Work Experience commences.  

Pupils will also be given additional information and assemblies will be held in the run up to work experience.  If any pupil has a problem they should come and see me as soon as possible.  I realise that there is a lot of information to take in so should you have any queries please do not hesitate to contact me.
Yours sincerely

Miss S. Robinson

Pastoral Manager

