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                                                                                                    10 January, 2017 
 
Dear Parent(s) and Student  
 
Year 11 Work Experience 2017: Monday, 3rd July – Saturday, 15th July 2017 
 
During Year 11 your daughter will have the opportunity to undertake a two week work 
experience programme.  At the end of the Autumn Term students were asked to 
consider possibilities for securing a placement for the period between Monday 3rd July 
and Saturday 15th July. 
 
Taking the first steps into the world of work can be daunting. Our experience shows that 
parental support is key to the success of this venture and I am sure that you will support 
your daughter in preparing for her Work Experience exercise. 
 
Your daughter will be provided with a good degree of written material to help her 
prepare for her work experience and some of this will be reinforced with her at further 
meetings.  Your support and involvement throughout the entire process will be greatly 
appreciated and will improve the likelihood of a successful outcome for her. 
 
Please note the following documents which are enclosed in your envelope: 
 
1. Letter to the employer 
 
This is a standard letter which your daughter should send to an employer in order to 
secure her own placement.  Please make further copies of this before sending off the 
original in case you need to approach several different employers. 
 
This letter confirms that the Work Experience is a recognised scheme supported by 
Coloma School.  ‘Own placements’ can be found in a variety of ways.  Contacts within 
the student’s own family and friends may prove useful although it is recommended that 
students do not work directly with someone they know personally.  They are likely 
to develop more self-confidence and achieve more from the placement if their direct 
supervisor is not known to them. 
 
Several of our students from previous years have secured a placement by: 
 

 Researching potential employers via local newspapers, libraries and the 
internet. 

 Drawing up a short list. 

 Telephoning the placement to identify the name of the person responsible for 
Work Experience (Human Resources/Personnel Departments are common to 
larger companies).  Without a named person, it is unlikely that any 
correspondence will reach the intended person. 

 Posting a CV, letter of application and the school’s letter to the chosen 
employers – the earlier the better. Some companies may not be able to make a 
decision until nearer the time of Work Experience but unfortunately, if this is the 
case, the student must be aware that she cannot exceed the deadline date of 
20th February 2017.  (A stamped addressed envelope for the company’s reply 
is a good idea.)  It is essential that this deadline is met to avoid problems 
securing a placement. 
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• It is important for the student to be realistic about the roles and 
responsibilities that certain organisations will be prepared to offer.  For 
example, hairdressing and beauty or leisure centres are often perceived as 
'glamorous jobs' but the tasks assigned are often of a routine nature, reflecting 
the student's own experience.  For this reason, when pursuing such 
applications, it is important that a student is prepared for this or negotiates in 
advance with the prospective employer the tasks she would like to experience. 

• Many students in the past have chosen placements with their old primary 
schools.  If your daughter is interested in teaching or would simply like to 
experience this kind of work,  I  would  strongly  advise  her  to  approach  a  
different  school  in  order  to experience a truly new experience for the 
programme. 

 
2. A copy of the placement confirmation form 

 
Once a company has agreed a placement, the placement confirmation form must be 
completed by both your daughter and the company.   Your signature confirming 
parental consent is also required.  A copy is enclosed for your convenience.  This 
must be completed by  the  prospective  employer  and  returned,  via  your  daughter,  
to  Mrs  Ingram  (Main Reception) by 20th February 2017.   Before handing it to 
Mrs Ingram, please ensure you have taken a copy for your own records.  Please 
note that the letter to your employer gives an earlier deadline of 15th February 2017 
so that the student has time to meet the school's internal deadlines. 

 
We would like to thank you for your support in the above and we look forward to 
working with your daughter in the coming year.  If you have any questions through 
the year about any matters raised, please do not hesitate to contact me. 

 
Yours sincerely 

 
 
 

 
 
 
 
Michael Bollan 
Work Experience Co-Ordinator 

 


