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29th September 2025

Dear Parents/Carers

Year 10 Work Experience Week – Monday 29th June – Friday 3rd July 2026

This week we are launching work experience with Year 10. The aim of Work Experience is to enable students to develop their employability skills and help with formulating plans for post-16 and future careers.

All Year 10 students will be provided with information and guidance on the procedures and preparation for Work Experience. 
  
Arrangements:
We would encourage students to find their own work experience placements and would recommend they contact companies in order to secure a placement in an area they are really interested in and one that reflects their ability and aptitude. It is vital that students consider this carefully to find the most beneficial placement. Students should make such contact under the guidance of an adult, either at home or in school. We recommend students use their school email address, rather than contact individuals via social media. Ideally, students will find a placement within the wider community in the Southampton area.

Duration
 Work experience lasts 5 days from Monday 29th June 2026 to Friday 3rd July 2026. 

Payment 
Students on Work Experience must not be paid, nor can the Education Authority or school accept any payment. If an employer wishes to reimburse students for the cost of travel, or provide free transport or canteen facilities, this is allowed.

Hours of work 
These will be normal hours worked by young employees of the organisation concerned and no more than 8 hours in a day and 40 hours in a week. Starting and finishing times may vary depending on the type of work involved. Placements should not start before 7.00am or finish after 7.00pm depending on the availability of transport. When placements involve on-site work, travelling time is not included in the normal working hours.

Health and Safety 
Each employer must complete a risk assessment for each Work Experience placement. In addition, all employers are checked for health and safety and general suitability by Hampshire Futures. This applies to all placements. If these checks are not completed before the start date your child will not be allowed to go to this placement. 



Keeping to the deadline is important as each potential placement needs to be confirmed and risk assessed, which takes considerable time for the whole year group. A placement cannot go ahead without going through this process and receiving approval from school. You will receive this at the beginning of the summer term. 

Please encourage your child to respect the deadline, as late forms will not be processed until all other placements are organised. 

Students have been advised that if they are having difficulty in deciding what to do or where to start, to seek advice from their form tutor in the first instance. Please encourage your child to speak to their form tutor or the school’s careers co-ordinator, Miss Lombard, if they are in any doubt about what to do or how to go about it. 

Please see below a timeline, with deadlines, which has been shared with students:

29th June – 3rd July 2026: Work Experience week
Monday 1st December: deadline for returning all paperwork to Miss Lombardo via tutor
Week beginning 29th September
Work Experience launch and paperwork issued













Please sign the attached forms and return them to your child’s form tutor or directly to Miss Lombardo by 1st December. If you have any questions or queries about Work Experience, please do not hesitate to talk to your tutor or Miss Lombardo.


Yours faithfully
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Miss G Lombardo
Careers Coordinator
gloria.lombardo@woodlands.southampton.sch.uk 

















WEX Own Placement Form: Monday 29th June – Friday 3rd 	July 2026
PLEASE USE CAPITAL LETTERS TO FILL IN THIS FORM

	Student Details

	First Name:

	Surname:


	Postcode:

	Tutor Group:



	Employer Details

	Company Name: 

	Main Contact: 

	Type of Business: 

	Position:

	Address:



	Telephone:


	
	Mobile:


	Postcode:
	Email:


	Employers Liability Insurance (E.L.I)

	Insurer:

	Policy Number:

	Expiry Date: 






	Placement Details (please be clear if doing one or two weeks of work experience)

	Start Date: 
	End Date: 
	Working Hours:



	Brief Job Description:


	Dress Code and any other special requirements:













	Employer Agreement

	I confirm that this placement is agreed, subject to a health & safety visit and the student attending an interview/meeting nearer the date of the placement. I also confirm that the E.L.I will be in place at the time of the placement.

Employer Signature …………………………………………………………………                Date ……………………………

Would you be able to offer another student a placement on the same date? Yes / No

If yes, for how many students?    _____






	Student Agreement

	I agree to accept the placement arranged by ………………………… using the information provided on this form.
I confirm that I have personally contacted the employer and arranged the placement.

Student Signature …………………………………………………………………                    Date ……………………………



	Parent Agreement

	1. I agree with the placement choice made on this form and understand that there is no financial assistance available
2. I am aware that in order to arrange an appropriate placement, Woodlands Community College will need to pass on relevant information already held by the school, eg. Name, telephone number, age, special educational needs
3. I can confirm that my child does not suffer from any medical condition that could result in unnecessary risk to themselves or to others 
OR
That they do suffer from a medical condition of which the employer should be aware (please note here)

_____________________________________________________________________________


Parent Signature …………………………………………………………………                    Date ………………………………




Work Experience Disclaimer

I fully understand that Woodlands Community College will accept no responsibility or liability for any incidents that may occur during the period of the work experience. I understand that by arranging my child’s work experience placement, I am taking full responsibility for the safeguarding and well-being of my child. 
Furthermore, I take full responsibility for my child during work experience week. 


Any medical condition that the school is not aware of


___________________________________________________________________________________________


Parent/Carer Signature ________________________

Print Name ____________________________

Date________________________________________ 
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