
Work Experience Process Flowchart 

 

 

Letter home to Year 9 parents/student in June/July to advise about forthcoming work 
experience in Year 10 and to encourage search for placement. 

Letter home in September when student is in Year 10 to keep parents/students informed 
about the work experience process and the yellow information reply sheet to be 

completed by parents/students and returned to school 

Student does NOT 
have a placement. 

Student HAS a placement 

Student consults relatives/friends, 
newspaper, Yellow pages, Internet, tutors, 

teachers, Careers Centre etc for ideas.   

Student provides the school’s Careers 
Co-ordinator with the employer’s details 
and to obtain the necessary form for 
completion. 

Student takes form to employer for completion.  Student also signs form and 
gets parent’s/carer’s signature. 

Student returns completed form to the school’s Careers Co-ordinator as soon as 

possible or by the deadline – 30 January. 

The Careers Co-ordinator sends completed form off for Health & Safety Check. 

School is advised that Health 
& Safety check is 

UNSUCCESSFUL. 

School is advised that 
Health & Safety check is 

SUCCESSFUL. 

The Placement will NOT proceed and 
the Careers Co-ordinator will advise 

student/parent. 

The placement will proceed. 

During the placement, student will complete the work experience logbook 
issued by the school and should be monitored by a member of the school staff 

either by a visit or phone call. 

On the first day back at school after work experience, student will attend a 
debriefing session where the logbook should be completed, share their experiences 

with fellow tutees/tutors and write a ‘thank you’ letter to employer. 


