Step by Step Procedure for

Work Experience 2026

Finding a placement. Check your child’s school emails.
You will find an email from Mr Hallam titled Work Experi-
ence. On here you will find a spreadsheet list of previous
placements where students have been in 2025 and previ-
ous years. These are split into job categories and then
locations. One tab at the bottom also has all jobs that
were based in a BH23 postcode. List a number of jobs
you are interested in and then ring (experience shows us
that phone calls get the best results, and emails the worst
response), write a letter, or call in person, asking if you
are able to do work experience there. Alternatively, if
you find an employer (i.e. family friend or relative) which
is NOT on the database, please check they have EM-
PLOYERS LIABILITY INSURANCE (ELI)

REMEMBER:

All placements MUST HAVE
Employers Liability Insurance (ELI)

The placement must be CONFIRMED before reg-
istering on the Connected—Changing Education
App, Once this is done please make your payment
made on Arbor,

Useful letter templates can be found
on Year |0 MyHighcliffe.

FAQs
+
When is work experience? |3th—I7th July 2026

How much will it cost? £20 PER PLACEMENT —
Paid via the school Arbor system. If you choose to
travel to your placement, you will need to check how
much the transport costs will be.

Can | do more than one placement? We
strongly advise students to just do one week block
placement. If you choose to do two separate place-
ments, one will need to be in the Summer holidays

When do we need to find a placement? Due to
high demand, students need to be looking for their
placements now. lIdeally we would like all placements

confirmed by Christmas 2025 or as soon as possible.

What if a placement has been paid for and then
my child changes their mind? Refunds will only be

made when an Employer has cancelled the placement.

What do they need to wear? Smart, presentable
appropriate clothing is expected at all times. Students
must avoid wearing any tight-fitting clothing, too much
jewellery or make-up, or any offensive slogan t-shirts.
Trainers and hoodies would not be appropriate in

most workplaces. School uniform is always an option.
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School Contact Details:
Mr Hallam
Careers and Work Experience
or
Mrs Alison Bower
Work Experience Administrator
Phone: 01425 282322

Email: shallam@highcliffeschool.com/
abower@highcliffeschool.com



What is work experience?

Work experience at Highcliffe School is a one
week programme available to every Year 10
student. The student spends this time with an
employer of their choice and carries out a range
of jobs as directed by the employer. It is

essentially like having a real job for this period.
The aims of work experience

Work Experience prepares the students for life
after full time education. Work experience at

Highcliffe School aims to:-

° Broaden the student’s understanding of
being in regular employment including
punctuality, acting responsibly and doing
routine tasks.

° Develop skills such as dealing with

customers, carrying out instructions,
and using their initiative to deal with

different situations.

] Demonstrate that the subjects studied
at school have relevance and use in the
work place

o Give students a chance to gain an
understanding of a career path in which

they have an interest and first hand

experience.

Employers

Highcliffe School has an excellent relationship with local
employers. Employers are required to have Employer’s
Liability Insurance and an up to date health and safety
check (provided by Changing Education).

Pre-Placement Interview

Some employers require a pre-placement interview.
Students need to look smart, be on time, and preferably
have found out some information about the company.
Please advise your child to be alert and keep themselves
safe at all times.

Health and Safety

The Careers Enterprise Company carry out Health and
Safety checks on behalf of the School. Risks are assessed
specifically for minors in the workplace. A database of all
placements is also made available. We ask parents to pay
a £20 contribution per placement towards the registra-
tion fee asked for by the Changing Education . The School

covers all other costs for running the programme.
Work Experience/Paid Employment

No payment is expected from an employer. If an
employer wants to offer the student paid work above
and beyond the agreed work experience hours, they are
advised to check the Child Employment laws and obtain a
work permit for the student.

Travel

When finding a work experience placement please be aware
of travelling expenses and timetables. The School is unable

to pay for or arrange transport.

Mobile Phones

Please inform your child that mobile phones are not appro-
priate in many workplace situations, particularly secure sites,
but also schools and nursery schools do not allow staff to
have their mobile phones in their pockets whilst in the care
of children. Students are asked to keep phones in their bags
which are locked away. It is not appropriate for
students to take photos on their mobile phones if they are
working with children.

Clothing

Students are not expected to wear school uniform when
attending work experience. The choice of clothing depends
on the placement provider’s rules and expectations. Our
advice to students, if they are unsure, is to dress smart for
the first day and see what their fellow employees are wearing
and then dress for the second day accordingly. PLEASE
NOTE: If an employer requires specific clothing such as hard
hats or steel capped boots, you will need to provide these

yourselves.

Social Media

Please remind your child that confidentiality is of paramount
importance whilst on work experience. Facebook, X and
other social media sites are not to be used to post photos or

comments.



