5 December 2011 

Dear Parent / Carer

Student: 

I am writing to inform you that your child will be taking part in Work Experience from Thursday 19 April until Friday 27 April 2012.  Work Experience is an essential part of Year 10 and forms an element of work related learning that students undertake at key stage 4.  Work Experience is regarded as a key vehicle for developing students’ employability skills and therefore preparing them for the world of work.

In order to support us with our Work Experience Programme, we have selected HCS Careers Limited to ensure that students are provided with a placement.  All students’ selections regarding placements are made on-line and we therefore urge you to please support your child by insisting that you spend time going through the HCS website with him/her.  We are very aware that parents are often able to give students very sound advice and encouragement as to the suitability of the placement on offer to them.

Your child will receive a unique PIN number in order to log onto www.hcs.co.uk and all Year 10 students will attend an assembly which will explain the process and further information concerning Work Experience before the end of term.  

Your child may opt to find his own Work Experience placement, sometimes friends or family members may offer students Work Experience at their place of work.  These placements are usually successful as students are keen to attend.  In order for your child to find his/her own placement he/she will need to complete the enclosed Work Experience Referral Request form.  The deadline for the paperwork to be returned to me is Thursday 19 January 2012.  Students will not be able to find their own placements after this date.  The employer will need to have Employer Liability Insurance and meet required health and safety standards.  No student will be placed within a company where a health and safety visit has not been completed, or where a health and safety visit has failed. 

During the period of Work Experience there will be no timetabled Year 10 lessons at the Academy.  Any parental non-compliance with the programme resulting in an inability to place a student, or extended non-attendance at the work placement, without a valid doctor’s certificate, will be recorded as unauthorised absence and will be reported directly to the Education Welfare Service.

Enclosed is a medical consent and emergency consent form – it is imperative that this form is completed in full and returned to me as soon as possible.











Cont/…

To date, the events / deadlines that have been planned are as follows:

	w/c 5 December 2011
	Letter sent to parents/carers

	8 December 2011
	Work Experience assembly

	9 December 2011
	Selection commences for placements

	19 January 2012
	Return of own placements form for students who have found their own placements.

	6 February 2012
	Selection deadline of work placements for all students.

	TBC
	Parents / student agreement must be completed, signed and returned at the latest.

	TBC
	Issue of Work Experience agreement forms.

	TBC
	Health and safety briefing

	19 April 2012
	Work Experience starts

	27 April 2012
	Work Experience ends


This is a very exciting and important time for our Year 10 students and as a result of completing their placements students may be offered extended placements, apprenticeships, part-time work and even offers of a full time job upon leaving school.  We understand that for some students going out to work for the first time can be a daunting prospect and we would like all students to be aware that staff will be on hand to offer support and guidance.  I will be writing to you again, closer to the time that your child will be due to go out on Work Experience, providing you with final details and some advice for him/her.  In the meantime should you wish to discuss any points concerning Work Experience please do not hesitate to contact me.  Alternatively you can contact Mrs Boutwell either by phone, on the number shown above, or by email on cboutwell@newrickstonesacademy.org and she will be happy to help you.

Yours sincerely
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Mr M Slatter

Director of Examinations

