Work Experience
18 – 22 March 2019

NOTICE TO PARENTS OF YEAR 9 STUDENTS

WORK EXPERIENCE DATES
18 – 22 March 2018
I am writing to inform you that Holmfirth High School has taken the decision to
continue to allow students in Key Stage 4 to undertake a weeks work experience
placement. The feedback from students is always very positive and is seen as a
worthwhile part of their curriculum.
As a school, we work in partnership with Calderdale and Kirklees Careers Service
who complete the paperwork to enable all our students to gain experience of the
workplace. For those of you who have older sons and daughters who have
completed work experience previously, please note there are now significant
changes to the process. A letter from C&K Careers with details has been sent to you.
Students need to start thinking and researching about where they would like to go on
placement. The expectation is that they will write/contact an employer and confirm a
placement for themselves. The emphasis is very much on the student being involved
in the process and they will be guided by school to do this.
To help with this process, placements which have been previously used will be listed
on our website: www.holmfirthhigh.co.uk > Parents > General Information > Work
Experience > Placements
Your child will have received an application form during registration that will need to
be completed. The front page must be signed and returned to school by Friday 13
July. The back page must be completed when a placement has been confirmed (the
application form will be returned to the student so they can complete it). Full details
must be given as a representative from C&K Careers will be using this information to
contact the employer, complete the necessary health and safety check and set up
the placement. Placements must have employers’ liability insurance.
Placements are not permitted abroad nor to any isles off the mainland of Britain, due
to health and safety legislation. Any placement outside Kirklees may incur an
additional health and safety visit charge which will be passed onto parents.
Work experience will be discussed with students in assemblies and with parents at
the ‘Introduction to Key Stage 4’ evening in September. Further information is
available on the work experience web-site.
Mrs W Burrell

APPLICATION FORMS
All students take these forms home for consent by Friday 13 July 2018.
Students complete personal details on the front and their employer details on the
back once they have found a placement.
Duplicate forms can be printed from the school website if required.
Completed application forms to be handed in to Form Tutors.
Students are requested to return all placement details as soon as they have them.
Deadline for:
out of area placements is w/c 5 November
local placements is w/c 12 November.

PLACEMENTS
All students are expected to find a placement and should look for a 1 week
placement in the Kirklees area.
Previously used placements are listed in the Parents section under ‘Year 10 Work
Experience’ on our website to help with ideas.
All placements are Health and Safety checked by C&K Careers.
School pays the costs for these Health & Safety checks along with the necessary
paperwork for the placements but, any change of placement or, for any out of area
placements an extra charge will be incurred to be paid by the parent/carer (variable
from £20 - £80).
Students must work a minimum of 25 hours.
Due to Health & Safety legislation/Safeguarding, students cannot go abroad for their
work experience.

PLACEMENT ALLOCATION
We do not expect to receive any details until February.
Students are given a job description with all details of start/finish times etc. Parental
consent is required on the job description form.

DE-BRIEF
Students are seen in small groups, on returning to school, to reflect on their
placements alongside a facilitator with career-related knowledge.

COMMON ERRORS






No insurance cover at the placement - usually when self employed
Students not contacting employers immediately
Prior to placement – may need to attend an interview
Wrong contact details given for the placement
Choosing a placement where safety footwear is required & not realising you
have to provide it

WORK EXPERIENCE PREPARATION
The following information and more is available via the Holmfirth High School
website.
www.holmfirthhigh.co.uk/parents/general-information/work-experience
WORK EXPERIENCE TIMELINE
AUTUMN TERM 2018
w/c 24 September
Names of students requiring assistance to find a placement
to submit name to Form Tutor


w/c 24 September
Deadline for local school applications


w/c 22 October
HALF TERM


w/c 5 November
Details of all out of area placements (section 6) to Form Tutors


w/c 12 November
All employer details to Form Tutors

SCHOOLS
Students wanting to go to local schools must send a handwritten letter and CV to the
school in which they would like a placement. This must be done by 4 OCOTBER
2018. Not all schools will accept students who have previously attended the school
and it is not advised if they have siblings who currently attend there. Local Schools
who participate are:
Hade Edge
Kirkroyds Infant
Wooldale

Hepworth
Netherthong
Meltham Cof E

Hinchliffe Mill
Scholes
Brockholes

Holmfirth J & I
Upperthong
Holme

Scissett Middle and Kirkburton Middle Schools offer specific placements linked to
their sports departments. Students need to make this clear on their letter.

Please note that large companies often have a standard procedure.

CUMMINS
Students need to complete a C&K Careers Application form along with a Company
Application Form that can be found on our school website. Students must choose 3
departments that they may prefer to work in for this period.
Applications must only be sent in to Cummins between 1 October & 5 November.
Applications sent before or after this application window will not be accepted.
Telephone interviews will commence mid November. PLACES ARE LIMITED.

LOCALA
Students will have to complete a standard C&K Careers application form along with
a specific application form from Locala that can be found on our school website.
Applications must be made at least 8 weeks before the placement as all applications
will go to a panel that meets once a month. A form tutor reference must also be
included in support of the application.

KIRKLEES COUNCIL
Google: Kirklees Council Work Experience. workplacements@kirklees.gov.uk
Individual applications to the work placement email address. In addition
an application form must be completed which is available on-line. This includes
libraries, museums, environmental health, building services and finance.

YOUR ROUTE TO WORK EXPERIENCE

Health & Safety Certificate and
Purple Dog Introduction to First Aid
completed during Year 9 ACE days
Students complete a CV
using the template on FROG
(with preparation done during
Year 9 ACE days) to send to
employers

Letter sent home with
blank application form (July)
with information.
Assemblies in school
Process discussed in tutor
time during June/July.
Students to be shown
website in tutor time

Work Experience process
discussed with parents at
Introduction to Key Stage 4
Evening (September)

Assembly in school for
students (September)

APPLICATION PROCESS
Application forms sent home in July 2018 for parental permission to be completed
by Friday 13 July 2018
CV’s to be completed on FROG by Friday 20 July 2018


Students use information given in school to help look for a placement.


Placement found

No

Yes

Students with no suitable
placement and needing assistance
complete personal details only
and return to Form Tutors.

Students are seen in school
regarding their placement choice.
At this stage students will be given
some assistance but their first
choice of placement is not
guaranteed. A CV will be needed.
Students complete the form when
they have made contact with an
employer and this is returned
to the form tutor.

Details of placement completed on the back of the form.

Form is sent to C&K Careers to set up placement.
Completed application form with employer details must
be returned to form tutors on or before w/c 12 November 2018.

Form is sent to C&K Careers to set up placement.

EXAMPLES OF EMPLOYERS’ COMMENTS
“Richard has worked really hard and has been a great to help us in the last 2 weeks
with the admin tasks he has been helping with. He has kept us entertained and
made cups of tea. He has been polite and courteous to everyone he has come into
contact with and shows a confidence for his age. We wish him all the success in the
future and is welcome back here anytime”
St James’s Wealth Management
Eddie was an absolute pleasure to have on board. Very intelligent, engaging young
man and I am very thankful for all the work that he did.
3 Band Audio
Matthew is clearly very interested in design and developing his computer skills. He
has produced a number of good pieces of work over the week, fitted in very well with
the teams and has also learned how to use an Apple PC and Adobe ‘In design’
which he has not used prior to this placement. Well done Matthew!
PPG Architectural Coatings
“Lewis fitted in from the word go and was very interested and enthusiastic throughout
his two week stay with us. I am sure he will do well in whatever career path he
chooses if he shows the same amount of enthusiasm he showed with us.”
I.K. Classics & Racing
Further to the basics, on day one with Harvey we discussed his interests and what
he would like to do. As we are a digital agency we work across many sectors so
there is a lot of variety. It became apparent that Harvey had good English skills and
has a great creative streak too. We set him some tasks around a product we are
developing at the moment and involved him in part of this process. This was more to
make him aware of the many skill sets that are required within this kind of
environment. Harvey had a particular interest in games and as we make games we
decided to give him a longer brief to work on that he could get really into. This has
taken up all of his time with us from working with a game design document (literacy,
analytics, research, design and planning). He has shown a real passion for this and
has moved onto prototype his idea. This has been a good process as he has needed
to learn new skills (code) and work with problem solving. He has also produced art
research and game assets to support his prototype.
Harvey has shown great commitment to his work and has been great to have around
and a testament to all involved.
Flamindelux Ltd
Adam has been a great help all week always asking if there is something that
needed doing if he wasn’t already busy. Adam has impressd all my staff by going
above and beyond, even on the smallest tasks. Adam would do great in this industry
as he’s fast and learns new things instantly. In the future If Adam studied a degree I
would be more than happy to offer him a placement with us.
Showtec Systems

WHAT THE CHILDREN SAY……
“It has made me more focused on my future goals so I will work a lot harder to
achieve what I want to do”
“I have more confidence”
“I know I do not want to work with very young children, teaching 8-10 year olds is
more appealing”
“Work Experience has made me realise the amount of hard work adults put into their
careers and how tiring it is!”
“It has shown me that work is not as easy as it seems”
“I am looking to do a Chemistry degree in the future and look to do something similar
or in the same field of work”
“I will definitely not be going into banking……”
“I have more respect for people in difficult careers”

“Students who have been on a work experience
placement, taster courses or vocational study were
more likely to make good progress as apprentices”
......according to a best practice report by Ofsted
“Young people who have been on work
experience demonstrate an appropriate
work ethic and basic employment skills”
......(cypn 11.4.12)

“Work experience opportunities are crucial to school leavers.
Those who miss out on this vital opportunity really do feel it
later in life – a high percentage of young people starting their
working lives do not feel they have the appropriate skills, citing
work experience as being their main weakness”.
(CBI/Pearson Education & Skills Survey).

