Planning My Work Placement 


My Name




_________________________________

For my work placement I would like to work at/in

_____________________________________________________________________

_____________________________________________________________________

I would like to work at this job because

· _______________________________________________________________

· _______________________________________________________________

· _______________________________________________________________

To get work experience in this area I have decided to contact

Name 

_____________________
Name

_____________________

Address: 
_____________________
Address
_____________________

_____________________


_____________________
_____________________


_____________________

Tel No:
_____________________
Tel No:
_____________________

I will 

Telephone him/her (

Call in person to him/her (
(You must contact the employer yourself – you can ask your parent/friend to ask the employer first if you like – but then you must contact them yourself either by phone or in person)

When I contact him/her I will

· Introduce myself  - I will say _______________________________________

Hello, my name is _________________. I would like to speak with someone with regard to Work Experience please!!!
· Tell them the course I am doing and in what school – I will say ____________

I am a Transition Year student in Ramsgrange CS 
· I will explain that as part of this course I am given the opportunity to go on work experience – I will say ________________________________________

As part of TY I must do one week of work experience from ____________ date to ________________ date.
· Ask if I could do my work experience with them – I will say __________

I would be really grateful if you could provide me with the chance of doing my work exp with you
I would love the opportunity of doing my work exp with you in __________
· Be able to give 3 reasons why I wish to do my experience with them  - I would say ______________________________________________________

· Because I would love to learn what it is like to be a _______________to work in a busy __________________
· Because I want to develop ____________________ skills

· Because I want to improve my ___________________ skills

· Because I am very hardworking and would like to show you this because you might be a future employer for me or act as a referee.

If they agree to accept me: 

· I will explain when the experience starts and ends and that  I must attend each day – I will say ________________________________________

My experience will be from Monday the ____________ until Friday the _________________ from 9am – 3.40pm, school hours
· I will find out whether I need special clothes/equipment/safety gear – I will say ____________________________________________________________

Are there any special clothes/safety gear or equipment I need
What is your dress code?
· I will explain that I am covered for most things by the schools Insurance policy – I will say _______________________________________________

I am covered by the schools insurance policy for most duties but not for
· Riding horses

· Operation of unguarded or dangerous machinery

· Working on a boat
(If I am asked more about the schools insurance policy I will ask the employer to telephone the school and speak with Ms L Walsh or Ms O’Connor  at 051 389211)

· I will explain that TY students usually work school hours – 9am – 4pm but that I would be flexible if needed – I would say ________________________

TY students usually work 9am – 4pm but if needed I could be flexible?????
· I will explain that it is not necessary for employers to pay work experience students  - I will say _____________________________________________

It is not necessary for employers to pay work experience
· I will say that as part of my TY course I must formally apply for this work experience job and so I will tell them that I will send them my CV and a formal letter of application. I will also send them a consent form to be completed by them and I will ask them to fill it out and return it to me or to the school. 

· I will find out the contact name to whom I will send the form _____________

· I will find out the address _________________________________________

· I will find out the telephone number _________________________________
· Finally I will thank them for their time and for agreeing to accept me and I will say that I will be in touch before I start my placement – I will say

Thank you very much for your time and for accepting me on my work placement – I’ll be in touch with the forms for you to fill out for the school.
If they do not agree to accept me I will

· Thank them for their time – I will say ________________________________

Thank you very much for your time. I don’t suppose you know of anyone else in this line of work that would be willing to take on a work experience student?
Could I have their contact details please?

Thank you so much
Then I will contact someone else.
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Student Name _______________

Name of Workplace



_________________________________

Address of Workplace



_________________________________







_________________________________







_________________________________







_________________________________

Telephone Number of Workplace

_________________________________

Contact Person at Workplace


_________________________________

Position of Contact Person


_________________________________

Telephone Number of Contact Person
_________________________________

Type of Work




_________________________________

The hours I will be working will be

From
___________
To__________



To be at work on time I will leave home at
_________ am/pm

Travel Arrangements to/from Work

_________________________________







_________________________________







_________________________________

Lunch Arrangements



_________________________________







_________________________________

Dress Requirements/Presentation

_________________________________







_________________________________







_________________________________

Health and Safety Issues


_________________________________







_________________________________

What I expect from this placement
_______________________________________

_____________________________________________________________________

__________________________________________________________________________________________________________________________________________

What I hope to learn from this placement ____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

