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Letter 43 
5th December 2022 

 
Dear Parent/Carer 

Year 10 Work Experience July 2023 
 
We are planning to run a work experience week for Year 10 student’s week commencing 10th July 
2023.  Although this does seem a long time ahead, work experience placements can take some time to 
arrange and we want all students to participate in this exciting new part of the Hemel Hempstead Experience. 
   
Work experience is an important part of learning about the transition into working life and enhancing 
employability skills.  During their work experience week students will go to a place of employment for five 
days, learning what employers look for and what it is like to be in the workplace.  
 
This allows students to build some experience that they will be able to show on a future CV and talk about in 
interviews for a potential job in the future.  Students also gain an understanding of employability skills and 
how our school character values, the 5Rs, transfer into the wider world.  There will be guidance given to you 
about employer expectations and what you can expect from your experience.  You will be given a work 
experience journal to record your observations and keep as a record of what you did. 
 
All Year 10 students are expected to participate and attendance and punctuality expectations are the same 
as we have at school.   All placements must undergo a Health, Safety and Insurance check before the student 
can participate.  The checks are completed by specialists, qualified assessors and parents/carers will receive 
a copy of the risk assessment for their child’s placement. 
 
From mid-January, students will have access to an online database of placements in the local area, from 
which they can select up to six placement choices.  Students will be allocated one of these choices.  
 
Alternatively, we would encourage parents/carers to find a placement for their child independently 
especially if there is an area of work they are particularly interested in.  If yourselves or relatives, 
friends or colleagues are able to offer a place to a young person, that would be a great help, although 
these placements must also go through the checks beforehand.  Requests to arrange your own 
placements, with all the details, must be sent in by 26th January 2023. 
 
Finding the placements, managing the online database, organising the checks and writing the risk 
assessments is a specialist job and we use YC Hertfordshire to manage this.  We ask parents/carers to 
contribute to this cost which this year will be £30 per student if the placement is in Hertfordshire.  If a private 
placement is found and is out of county, the cost will be £41.  The school will subsidise the remainder of the 
cost.  If your child receives pupil premium or has special educational needs, the school will pay the full cost. 
A question and answer sheet is attached to this letter which hopefully will answer any questions you have 
along with a work experience consent and medical form which I would be grateful if you could sign and return 
to the school by 15th December.  I have also attached guidance on choosing an employer and the form that 
needs to be submitted if you are able to find a private placement. 
 
If you have any queries about the work experience week, please get in touch with me via Parent Mail. 
 
Yours faithfully 

SKeane 

 
Miss S Keane 
Careers Coordinator  

http://www.hemelhempsteadschool.co.uk/
mailto:admin@hhs.herts.sch.uk
mailto:parentmail@hemelschool.com


 

Year 10 Work Experience FAQs 

1. When is work experience taking place? 

Between 10th – 14th July 2023 

2.  Who can take part? 

All Year 10 students are expected to attend five days of work experience 

3. Where can students do work experience? 

Students can do work experience in a variety of industries provided the placement has had the relevant safety 
checks and has adequate insurance in place 

5. Why is there a cost attached to this activity? 

In order to arrange work experience effectively, the county provider for work experience, YC Hertfordshire, 
will be providing this service to the school.  This involves various administrative costs including maintaining 
the employer database, sourcing placements, visiting and checking employers and preparing relevant 
paperwork 

4. What is the cost? 

The cost is a voluntary contribution of £30 per student if the placement is in county. If it is out of county, the 
cost will be £41 per student.  This is because YC Hertfordshire has to pass this work to an external 
organisation thus incurring additional costs. The school is subsidising the remainder of the cost.  Any student 
with special educational needs or receives pupil premium does not have to pay this charge. 

6. How do I pay this? 

Please pay online in the usual way at Pay 360 under the Subs and Fees section.  Please can this be paid by 
15th February 2023. 

7. How do students find placements? 

There are two ways that a student can find a placement. Firstly by using the LINK2 + database.  Students are 
able to login to the YC Hertfordshire on-line booking system both in school and at home with an individual 
Pin to view employers that have offered a placement. There is a ‘journey planner’ facility which allows them 
to explore employers in neighbouring towns as well as those very local to them.   Please note there is also a 
student and parent/carer guide available under ‘Work Experience Literature’ on the database. 

In most cases students will be expected to attend a meeting/interview 2 – 3 weeks prior to their work 
experience placement with the employer.   
 
Please note that on the rare occasion an employer may have to withdraw their work experience offer. 
Sometimes this is due to the fact that since offering, circumstances have changed within their 
organisation.  Under these circumstances there are always additional employers on the database to choose 
from. 
 
The other way is by finding an employer themselves.  It is good to encourage students to find their own 
placements as this provides a valuable insight into the job search process and develops confidence.  If you 
are able to support them by helping find a suitable placement please see details below: 

 Own Placement within Hertfordshire – can be arranged with family, friends or someone you 
know.  Please see attached sheet for guidance ‘Choosing an Employer’.  An own placement form 
must be completed and signed by the employer.   Forms are available from Miss Keane.  Only 
requests for an own placement submitted on the official form will be processed.  The completed form 
must be returned to the school by the learning provider by the deadline date shown below. Any 
requests after this date will incur a late fee of £85. 
 

 
 
 



 

 
 Own Placement outside of Hertfordshire - if you request a work placement with an employer ‘Out of 

County’ there will be an additional charge. This is because YC Hertfordshire has to pass this work to 
an external organisation thus incurring additional costs. 
 

8. What happens between now and January? 

Please return the work experience consent and medical form to the school by 15th December as well as 
making the voluntary contribution online by 15th February. 

If possible, look for a private placement for your child to attend and complete the private placement form 
attached with this letter.  This must be returned to the school by 26th January 2023. 

9. When and how will students make their choices? 

Students will be provided with a student guide and PIN in order to access LINK2+. This will be in mid-January 
when there should be sufficient placements on the database for students to choose from.  The first session 
for them to logon will be during their Pace lesson. They will then be able to logon at home and discuss 
placements with parents before submitting their choice.  This must be done by 9th March. 

10. How are placements on the database allocated? 

Once all students who want to use a placement from the Link2+ database have made their choices, their 
computer will auto allocate placements and students will get one of their choices.  It is done like this so the 
allocation method is totally fair to all students who use a placement supplied by YC Hertfordshire 

11. When will my child know which placement they have been allocated? 

Students will know which placement they have been allocated on 23rd March. 

12. What preparation will my child have for the work experience week? 

As well as writing a CV in Pace lessons, there will be an employability session where students can learn 
about interview skills and what employers are looking for when recruiting.  There will also be sessions in tutor 
time and assembly so students are fully aware of what to expect and what employers will want from them.  
All students will need to contact their work placement two to three weeks before the start date to introduce 
themselves and find out details such as start time, dress, duties and so on. 

13. What forms do I need to complete and return to the school? 

The Work Experience Consent Form and Medical form needs to be returned for all students by 16th 
December.  A private/own placement request form if required by 26th January 2023. 

14. Dates to remember: 

Consent & Medical Forms - 15.12.22 
Out of county applications - 26.01.23 
Payment Deadline - 15.02.23 
Choices by 10.03.23 
Allocations - 23.03.2023 
Work Experience - 10-14th July 23 

 
15. What if I have any other questions about work experience? 

Please contact Miss Keane, the school Careers Coordinator, if you have any questions relating to the work 
experience week via Parent Mail. 

 
 

 
 


