
Work Experience Information 

for Parent/Carers of

Year 10 & 12  



Year 10
Work Experience 

 29th June - 3rd July 2026



Year 12
Work Experience 

 15th - 19th June 2026



WEX - Why should you do it?

Build your confidence

Working with a variety of 
people and doing tasks well 

helps you build your confidence.

Develop essential skills

Work experience helps you build core 
transferable skills like communication, 

teamwork and problem-solving.

90% of employers thought that work 
experience was essential for anyone 

applying for jobs 



Who can I do WEX with?



DO YOUR  
RESEARCH

https://www.youtube.com/watch?v=o2F4bZX2yUg&safe=active


● If your child gets rejections encourage them to ask the 
employer why and they might be able to give some 
tips that will help future applications. 

● Don’t give up! This is what getting a job can be like, 
students will have to keep trying. 

● Stay positive and persevere.
● Be resilient, it may take up to 10 rejections 

before students secure a place! 
Call…Call…Call!!

● Effort equals reward. 



What students need to do……….

Stage 1

• Decide on the type of placement you would be interested in doing, is it suitable?
• Talk to your parents, friends, family – how could they help you? What ideas do they have? 
• Look at the WEX Employer database to search for businesses in this sector/local area 
• Research other local businesses/companies/organisations in this sector and draw up a list of 10 possible options.
• Compose an email to send to prospective employers. 

Stage 2

• Contact your first choice of companies with an email or phone call – can they offer you a placement? 
If you do not get a positive response re-think and contact your second/third/fourth choices. 

• Bear in mind that larger organisations might have a formal application process to follow/a HR 
department you may need to contact, this information is likely to be on their website.

Stage 3

• Once a placement is agreed, you must request confirmation of your work experience placement and 
full details.

• Complete the Student Initial Form on Unifrog - accessed via the ‘add placement tool’ 

ALL YEAR 10 STUDENTS ARE EXPECTED TO COMPLETE WORK EXPERIENCE



Form 
completed by 
student with 

all details

Form sent to 
employer to 

complete with 
insurance / health 

& safety 
information

Form sent to 
Parent/Carer to 

sign to give 
parental 

permission

Form signed by 
Mrs Fey to give 

permission for the 
placement to go 

ahead

Unifrog process

3 Points to remember
● Select ‘In person’ on the 1st question
● Placement Coordinator is Mrs Fey
● Ensure ALL email addresses are correct



How do students add a placement on Unifrog?

▶ Sign into Unifrog using your school email address. This will take you to the 
‘Welcome page’

▶ Scroll down until you see these colourful boxes. 
▶ Click on the lilac ‘Placements’ box and follow the instructions to add your 

placement.
▶ Give yourself a pat on the back!



ALL PLACEMENTS SHOULD BE FINALISED AND YOUR COMPLETED WEX 
FORMS SUBMITTED BY 

Monday 23rd February 2026 
If you miss this deadline your placement may not be authorised



St Katherine’s Support for 
WEX

Where could you go to get help?



Everything students need to know about WEX is in the Digital Handbook in the 
Work Experience Google Classroom

https://drive.google.com/file/d/1uJdpf4EBNfDX-iAUMQjG-tl1WLGOPOqr/view?usp=sharing


Work Experience Google Classroom



All WEX support 
documents are 
available here!



DATABASE OF 
EMPLOYERS

Employers DatabaseEmployers Database
Found in the Work Experience Google Classroom



Mrs A Fey - CST WEX Coordinator

▶ Post updates of any opportunities
▶ Organise WEX workshops
▶ Talk through ideas and options
▶ Support you find a placement through meetings
▶ Support with all the relevant forms
▶ Continue to expand the employers database

How can you find me?
▶ Futures office every Wednesday
▶ Email: skworkexperience@skdrive.org

I can provide support and advice on how to get a placement but it’s your responsibility to find a 
placement.

How can I help you?

mailto:skworkexperience@skdrive.org


● Make sure you sign up to the WEX Google Classroom (email sent out with information to 
join)

● You have until Monday 23rd February to secure and upload your placement onto 
Unifrog.

● Research and apply soon to increase your chances of getting the 
placement you want. 

● Put together a template email to send to employers to request a 
work experience placement (example on Google Classroom).

● If you need support check the Google Classroom Resources 
or speak with Mrs Fey (in the Careers Office every Wednesday)

● DON’T GIVE UP, you’ve got this. 

Key points for students to take away…



What can you do as a parent/guardian?…

Searching for a work experience placement can be a valuable learning experience for your child and help build their 
confidence. There are different ways you can support your child in finding work experience.

You can:

► Make a Game Plan

► Talk to them about subjects they like and dislike and formulate ideas of different career paths

► Use Google to search for organisations/companies in their chosen field

► Use the Employers Database

► Generate a list of companies to contact

► Ask your family, friends, neighbours,colleagues if they know of anyone that could help

► Encourage them to start their search for a placement early (Ideally before January)

► Ensure they find a placement by the deadline

► Make sure they try to arrange their own work experience



What can you do as a parent/guardian?…

► Think about the location of placement and how they will get there

► Spend time visiting local businesses at weekends/evenings

► Rehearse telephone calls they may need to make to an employer

► Proofread emails they send to employers.  Is it professional and polite?

► Advise the school of any factors that might affect their work placement

► Help them to understand the goodwill, time and effort that their employer is contributing

► Complete your Unifrog form promptly



What can you do as a parent/guardian?…

It is completely normal for your child not to know what they want to do as a career, especially in Year 10.  This is a great 
opportunity to sit down and introduce them to all kinds of surprising opportunities that may spark an interest in a 
particular job. 

You could ask:
● What do they find most interesting in school, what are your favourite classes?
● What kinds of jobs have you heard of that sound interesting?
● What hobbies do you have that you could make a living off?

You could:
● Find out what kinds of jobs other family members and educators think they would excel in by asking for their input. 
● Those in need of further motivation are encouraged to take the quizzes on Unifrog or Careerpilot, to see if this will give any ideas.

At the end of the day……
Experience is the primary goal of any work experience. Just because they sign up for a particular placement does not imply your child has to pursue a 
career in that field. 

Thus, don’t let your child stress if they haven’t decided what they want to do just yet. As long as you go into a job with a want to learn and an open 
mind, you’ll get a lot out of it. At this point, it’s most crucial to have experience of any working environment. 



Further Information & FAQ’s
 



WEX Launch Research 
companies

Approach 
employers for a 

placement

Go on Work 
Experience

Contact Employer 
1 week before to 

finalise placement

Add your 
CONFIRMED 
placement to 

Unifrog

Thank employer 
by email or letter

WEX Process…

Complete WEX 
Journal and 

Review. Upload 
skills to Unifrog



What happens before the placement?

► Students will receive an assembly on how to make the most of the experience.  Expected behaviour and other key 
information will also be highlighted in this session/

 ►    At least one week before the placement, students should contact their employers.  They will need to find out details,           
such  as:

● What is the dress code?
● Do they need to bring anything?
● What are the start and finishing times?
● Who to ask for when they get there?
● Who to contact if they are unwell, going to be late or any have any other concerns?
● What are the arrangements for lunch? Is there a canteen or do they need to bring in a packed lunch?
● Any other questions they may have

►   Students will also need to plan their journey and ensure they know where they are going on their first day.

Before the placement…



What happens during the placement?

► All Students will receive a journal, for which they are to complete throughout the week.  This will allow them to 
recall the tasks and skills they have learnt.

► Encourage Students to make the most of this experience. This can be achieved by asking them to show 
interest, talking to members of staff across a variety of roles, asking questions, challenging themselves and 
completing the different tasks and activities provided. 

► We try to contact the employer or yourself during the course of the week to check in on how everyone is getting 
on.  Please do not hesitate to contact us if you have any concerns before this.

► Please also report any absences to the school following the usual procedure.  The Employers will also need to 
be informed.

During the Placement…



What happens after the placement?

► Students will also be asked to complete a ‘Student Reflection’ form on Unifrog.  (Both this and the Journal must be submitted 
one week after the placement.)

► Students will be given time to upload their new skills onto Unifrog.

► The Employer will be encouraged to complete a review form, detailing how well they felt the student participated.

► Students to email a thank you letter to the employer.

► A celebration assembly will be held after the Work Experience Week to highlight all of their successes.

After the placement…



My Child has been offered a placement outside of the allocated week. Can we accept it?

We recognise that some organisations offer work experience programmes during different weeks throughout the year.  
Some of these opportunities could be very beneficial to certain students.  Therefore, in this instance, each case would 
be looked at separately and authorisation will need to be obtained by their Head of Year.  However, if they have been 
given permission to attend, a placement will still need to be found for their WEX week as no lessons will be running.  
All placements during term time will need to be added to their Unifrog account.

We can't find a place in our child’s chosen area, what shall we do?

In the first instance, you can encourage students to think ‘outside the box’.  All skills are transferable.  For example, the NHS 
will see working within a busy Customer Service Role as relevant experience for dealing with patients and their families in 
A&E.  Bigger organisations, like Bristol Water,  will have many departments including Law, HR, Accounts, Engineering and 
Scientific Research to name a few. Please also bear in mind that any work experience is better than none. Even if its is not 
in their chosen field,  it will be beneficial.  Secondly, you can contact myself to make sure I do not have any other suggestions. 

FAQ’s…



My Child has not been able to find a placement. What will happen during the week?

The contingency plan for students that do not have a placement will be communicated nearer the time.  As we 
expect most students to be out on work experience, there will be no lessons running that week.  In previous 
years, the few students that have been unable to find anything have stayed in school where they have been 
asked to complete a timetable of employability skills and virtual work experience.  We strongly 
recommended that finding any work experience would be much more beneficial to the student than the 
later.

I am concerned about my child’s welfare whilst on placement, what should I do?

If at any time during a placement you or your son/daughter have any concerns about their well-being, it is of 
utmost importance that this is reported immediately.  We recommend that parents/carers are contacted in the 
first instance.  Where students are not able to reach parents/carers they should contact the school.  
Parents/carers should then report all concerns to the school.

FAQ’s…



My Child has additional needs, how can I support them to find a placement?

As part of the CST ethos, we encourage all students to access this valuable opportunity.  If you have any 
concerns regarding sourcing an appropriate WEX placement that will be able to meet your son/daughter's 
needs or would like further advice or support, please do get in touch.  We aim to work in partnership with 
yourself, the Learning Support team and employers to ensure that your son/daughter has an experience which 
is tailored and beneficial to them.

We have found a place outside of Bristol, can my child still attend?

Yes!  As long as we are able to satisfy that any work-related risks to a student are managed by the employer, 
which includes completing a relevant Risk Assessment Form for young people and have provided details of 
their Employers Liability Insurance, they are able to travel within the UK and abroad.  Last year we had 
students attend placements in Wales, London, Scotland, France, Prague and Dubai. Please note that the 
school will not take any responsibility for the travel and accommodation arrangements and costs.

FAQ’s…



The placement we have found does not have Employers Liability Insurance (ELI), does this 
matter?

Unfortunately, yes.  All Employers are legally obliged to have  ELI, unless they are a sole trader.  If this is the 
case, the school will not be able to authorise the Health and Safety aspect of the placement.  Please contact 
myself if you would like more information regarding this. 

FAQ’s…

How many hours will my child work? 

This normally depends on the usual working hours of the industry where they are placed. It is recommended 
that students should not be asked to work more than a standard eight-hour day and be between the hours of 
7am - 7pm.


