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Introduction 


Although summer 2027 may seem a long way off at the moment, if you do not begin your search for a work placement promptly, you could find yourself short of time or losing out on your desired placement because peers from QES/QEStudio or another school have made contact before you.   

You are encouraged to organise your own placement so that you are choosing to work within an area that is of interest to you and not one that has been chosen for you. 

Your tutors and learning coaches are on hand during form time to give you advice and ideas to help you make those first decisions. 

We hope that you will gain a valuable experience of both general and specific work skills, helping you to make the right decisions about your future education and career plans.
Placement flexibility     



If you wish to split the 5 days between two placements (e.g. 2 days followed by 3 days) this would be suitable so long as the organisations involved are also in full agreement. In fact, in previous years we have found that professions such as law, health etc. are more inclined to accept a student for a couple of days instead of the full working week.
 

[image: See the source image]

If you are ever unsure or need extra support or guidance organising your work placement, please speak to…

· Your Form Tutor/Learning Coach
· Mrs Shannahan – Strategic Lead of Careers  
· Mrs Watson - Head of Year
· Mrs Rainford & Mrs Ludlam – Year Managers 



     [image: Image result for calendar icon]Key Dates   


	Launch of Work Experience

	November 2026

	Work Experience Deadline
	Friday 12 February 2027


	Work Ready Day

	Tuesday 22 June 2027

	Mock Interviews

	Thursday 24 June 2027

	Work Experience Week
	Monday 5 July – Friday 9 July 2027






Aims of Work Experience    





· learning about the skills needed for work: basic skills and advanced skills
· building confidence and inspiring personal growth
· trying out/experiencing career opportunities
· making links with learning in the classroom
· finding opportunities for learning in the workplace
· building up CV material
· professional learning (acquiring skills for learning at work)

Employability Skills     



	Basic Skills 
	Advanced Skills 

	Punctuality and attendance
Personal presentation
Politeness
Listening and concentration
Reliability and trustworthiness
Communication with adults
Ability to learn skills needed

	Communication with wide range of colleagues and clients
Team working 
Problem solving
Creativity
Risk taking 
Ability to acquire advanced work-related skills 
Self-directed work



                                        Work Experience Expectations        



	You are encouraged to:

	


	
Behave as an employee while on placement, conforming to all the workplace rules and instructions from their supervisor. 
	
Remember while on work experience you are representing school, therefore core values should apply at all times.


	
Complete your work experience logbook during your placement.

	
Understand that the placement may involve confidential and sensitive information which must be kept private.


	
Understand that all equipment, use of telephones, internet, photocopying etc. are for work purposes only.
	
Wear appropriate footwear, personal and protective equipment (PPE) and uniform as requested by the employer.



	
Find your own placement, wherever possible. Help is available in the Careers Office during lunchtime.
	
Seek feedback from the employer at the end of the placement and thank them.





Placement vetting      
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Description automatically generated]When organising Year 10 work experience, we need to ensure that the chosen placement is going to be within a safe environment and there are risk management arrangements in place. 

South Lakes and Furness Work Experience liaise with and visit placement providers on behalf of the school in accordance with DfE’s advice and HSE’s guidance.

A placement vetting form will be issued to you prior to your work experience, containing information about the placement with a copy of the risk assessment.

                                                   [image: See the source image] Getting started       


Choosing your work placement
Although it is great when a student knows what kind of career they would like to pursue, don’t worry if you don’t know, you may change your mind several times before choosing your eventual career path. The placement does not have to be within the area of work you think you may like to establish a career. However, do try and personalise your placement so that you get a feel as to whether a certain career path is the correct one for you. 


Research the companies/organisations you are contacting so you are aware of the type of
work you may be doing whilst on placement. This will also be useful if you are invited to go for an interview.


Your chosen work experience should not be within your comfort zone, for example:
· Your old primary school
· Somewhere you already work part-time outside school
· Working with family or friends, unless it’s a profession you are seriously considering



These choices will not give you the new experience that you will encounter when stepping out into the world of work. 

There are a number of things to think about when choosing your placement, consider the following:

· Is the workplace going to be easily accessible for you? 
How will you get there…public transport, car, cycle or walk?
· Are you really interested in the type of work you have chosen?
· Are you choosing the placement just because your friend is going there or you know someone who works there?
· Are you choosing an easy option? Easy options can lead to boredom and a counter-productive learning experience.
· Will you have an enjoyable learning experience within the world of work?
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Online
[image: See the source image]Visit careers fairs
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Look for local businesses  






How to find Work Experience
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Big companies often have sections on their websites  







QENetwork




  
                                                   
                                            
                              www.southlakesworkexperience.co.uk















South Lakes and Furness Work Experience Step by step database guide1) To access the website, use this link: www.southlakesworkexperience.co.uk

2) Click ‘login’ 

Add your login details:

Username: 
Your student email.
Password:
QESStudent27
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[image: ]The student dashboard will upload and look like this.


















 
How to search companies 
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1) Click on ‘Search companies’



[image: ]Search ‘location’ in the first instance and read through the companies in the area you wish to travel to.   
For example, the search below is ‘Kirkby Lonsdale’, currently has 58 options.  

In the search box you can search by ‘location’, ‘industry’ or ‘company name’.  
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Then click on the 
‘Find Out More’ button, which will give you an overview of the placement and contact details.
You are now ready to contact the workplace yourself by sending an email.
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Description automatically generated][image: ]How to write work experience request email:

Create a work experience folder in ‘My Documents’ to save any key documents e.g. work experience requests and email.

The work experience request email template can be found on the school website or by clicking https://qes.org.uk/qes-careers-students/
[bookmark: _Hlk181870314]Write a work experience request email and save it so that you can then change the relevant details and use again if necessary. If you are unsure what to write download the example/template from the QES/QEStudio website or see your form tutor/learning coach.










Email your letter to your chosen employers/organisations. Or if appropriate call the organisation.

Don’t forget
· to check you have the correct email address
· double-check your email before sending
· arrange an interview if you are requested to do so. 


Confirmed placement, next steps
Once you have confirmation of your work experience placement follow these steps.
[image: ]


A) Click create placement[image: ]



Fill in as much information as you can. If your work experience dates are not in the drop-down box leave as ‘other’.  
Both student and parent/carers details must be completed. See the back page of this booklet for required details.

Once all the details are entered ‘click next’.
B) Inputting Work Experience placement details 
If the company is on the system the details will autofill. 
Please ensure the placement name and details are correct then click ‘next’.
[image: A screenshot of a computer
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C) Student Declaration 

The last job is to sign the student declaration and click ‘send’.
Once this has been completed, the placement will be sent to South Lakes and Furness Work Experience to carry out the risk assessments.  
An email will automatically be sent to a parent/carer informing them of your placement details including a risk assessment. You will be available to view all placement details on the student dashboard.
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If you have any questions or problems, please do not hesitate to contact Lyndsey Jenkins at South Lakes and Furness Work Experience  ljenkins76@outlook.com. 


[image: A close-up of a questionnaire

AI-generated content may be incorrect.]Monday 5th July – Friday 9th July 2027
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INFORMATION REQUIRED
TO COMPLETE WORK EXPERIENCE
PLACEMENT

Placement date: Monday 6- Friday 10 July 2026

[[]  School inormation
School name - QES
School telephone number - 015242 71275

[[]  studentinformation
First Name
Last Name
Date of Birth
Age at Placement
Form / Tutor Group
Do you have any Medical or Other Conditions that may effect
placement?
Home Address and Postcode

[[]  parent/carer Information
Name
Relation
Address
Email Address
Phone Number

[]  Placementinformation
Company Organisation Name
Company contact name
Company address including postcode
Business Type e.g. Construction / Sport / Retail / Animal
care
Point of Contact at Company that Confirmed Placement
Contact Email
Contact Company Phone Number
Description of Placement and Weekly Tasks: (Minimum 25
Words)

[[]  studentDeclaration
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