	Year 10 Student Work Experience - Timeline 2022 to 2023

	Date
	Action
	Notes

	Following October Half-term / Early November 2022 = Student Launch Assembly 
	Yr 10 Tutors, Students and Pastoral Team ‘Briefed’ about Work Experience. ‘Introduction’ to Work Experience – via Assembly, Roles Explained, Tutor Input and Parent Information Letter/ Work Ex. Forms / Process Explained 
	Tutors and parents to encourage students to find placements in good time. Further discussions in form groups and links to PSHCE topics. Copies of Letters & Forms to be distributed following the launch assembly. 

	November 2022
onwards – Letters and relevant ‘forms’ issued 
	Copies of letter, timeline, medical form and employer placement forms issued to students via form groups. PSHCE sessions to focus on Work Experience Topics during Half-term 2.
	All documents placed on website for direct access. i.e. Careers Education Tab, Yr 10 Work Experience Forms

	Friday  9thDecember 2022
	Tutor Review of Progress – Initial Check on Self-Placements. All students to ‘indicate’ if they can self-place &/or return completed forms accordingly.  (Return forms to Tutors or Main Reception). Tutors to top up the shared one drive spreadsheet Yr 10 Form Group ‘tracker’.
	Checks carried out by Careers Leader on the numbers and types of placements arranged so far. Placement forms returned back a.s.a.p. Careers Leader to report back to SLT with update and projected numbers

	Friday 24th March 2023
	Final Deadline for Self-Placement Forms –                                                                                All placements confirmed and self- placement and medical forms logged.  Forms returned to Tutor, Year Head or directly to main reception 
	Final deadline for all forms and placements confirmed

	April to June 2023
	Pastoral – Further Work Ex. Support sessions for targeted students e.g. PP, SEND and Hard to Reach    
	Support offered as appropriate by Careers Leader, Year Team, SEND and Support Staff

	Friday May 19th 2023
	Staff Review and Check of Placement Details Re: Health and Safety Review   
	Final Paperwork checks in place.

	June 23rd - 2023
Work Ex. ‘Info Packs’ Issued to Students / Medical Updates Communicated  
	Employer and Student Guidance ‘Info Packs’ Issued and explained for taking out on placement. 
Final Medical checks and admin checks.  Generic Employer Email Sent Out or Employers contacted accordingly. 
	Work Experience ‘Info Packs’ given to students. Employer Email Message sent out with Student Feedback Form re: Health and Safety briefings and contact details etc. 

	July 17th to July 21st 2023
	Work Experience Week
	Students to carry out a review of work ex. / feedback first week back in September. 



