Year 10 Work Experience

Monday 2 March - Friday 6 March 2026

Gildredge
House




A full week away from school

» Work Experience is
compulsory

e |t’s part of your education
because it prepares you for
the world of work
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What can work experience do for you?

 Builds the all-important ‘soft skills’
* Builds communication skills IMPROVE.

* Builds confidence YOUR QK!LLS
* Builds new skills

* Builds networking links ‘ ¢
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What can work experience

do for students?
Build students’ Curriculum Vitae (resume)
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What can work experience
do for students?

Help students to get a part-time job




V¥ Gildredge

* Help students to think about

what kind of job students want CAREER
to do fu-
» Help students to find an
apprenticeship or get some
training NETWORK
* Help to continue to build a CV DEVELOP
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Gildredge

H °
AAAAAA ORSE How does it work?

» Ask family and friends or ask around in shops, businesses
and start the process of looking for work experience

* Read the work experience guide on the GH website
under student careers/work experience

* Complete the form link in the Work Experience
Programme Guide

* Add the placement onto Careers East Sussex
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How Does The Programme Work?

*Students are expected to
find their own placement
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Why we DON’T match students with
placements

* The aim of work experience

* Building resilience and
encouraging students to
persevere
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m Looking For A Placement
EMPLOYAQLE « Support at home from parents

* Networking with friends, family
and neighbours

* Support during Personal
Development lessons and during
Tutor time
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Looking Elsewhere For a Placement

*Eastbourne Chamber of T
Commerce
easroourne
*Google [HAMBER OF COMMERCE

*Walking into the 9
community and cold e e
calling into shops -
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Looking Elsewhere For a Placement

* Ensure that correspondence s WAL R
(emails/phone calls etc) come from — GATWORK —
the student and not from the parent SEPERIKNCS

* Draft a CV and take it into shops, cafes
restuarants and local businesses

* Walking into the community and cold
calling into shops
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Gildredge House Careers
Business Partnership

 Careers talks to large/small classes
* Lunch time career talks

* CV writing and recruitment advice
 Employability sessions

* Mock interviews

* Mentoring

inall thatwe do.
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Sectors For Placements
* Accountancy Firm
* Local Government
* Electrician

» Working in Laboratories
(not much in Eastbourne)

* Engineering
« Care Homes

» Sports Venues * Vets

. Media * Mechanic
journalism/newspapers * Product Design
/magazines o |IT
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Sectors For Placements

» Childcare: Teaching/nursery * Building and Construction:
: Architecture
L eisure, hotels, restaurants, . .
cafes and sports centers * Education, Teaching
« Adventure Parks; * Entertainment, Local
Zoo’s/activity Centre Theatre/dance/drama company
» Plumbing / electrical etc * Manufacturing
* Retail
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» East Sussex County Council

* Schools Supportive Employers
 Restaurants and Cafes

* Lei C d Sport
pf::,l:g: rSentres and Sports c A R E E R S
* Local charities c[RIE|A[T[0|R

 Local Hotels
Childrens Nurseries
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Keep it Simple

e Restrictions on work

experience NHS

* Remember the aims of the
programme and understand its
limitations
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How Does The Programme Work?

* East Sussex County Council
East Sussex .
County Council Work Experience Team

Careers
YEastSussex
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RSAC

S An Employer Will Have to...

Policy No RTT254757/RSACLO00566
Reference No SCOTAERO

Pel\cuik @ DICTRICT
MODEL FING Associiion]

2. Date of commencement
- —obnewaacepolicy . — Ol daouey2010 — .

1. Name of palicy holder.

3. Date of expiry of
insurance policy. 01 January 2011

We hereby certify that subject to paragraph 2:-
1. the policy to which this thy i ofthe

s «Employers Liability Insurance

Signed on behalf of Royal & Sun Alllance Insurance pic (Authorised Insurer)

AP!Z/

Royal & Sun Altance Insurance plc

Notes

v e :é'&""‘. e ey coven o g Sompany e s bebe
ot ok o th kg Coma 820 35 e Srcet 07 SoncHCaly SRR Y
e o ik (43 oy covers T 08 1 COmaany 310 Gy e £4med 3.0

Vihere b} sppiadie.
paragraph 2(2) does nol azply and s Geeted.

THIS IS YOUR CERTIFICATE OF EMPLOYERS' LIABILITY INSURANCE

A op of the certificate must be displayed at all places where you employ persons coversd by the .

'mE Ell m uuaurv (oouwwou INSU unce; (mEnDuErm REGULATms uu

permits the display of this certificate In an slectronic vided persons covared by this policy .

 pspdisniorcopboker oy
The smployer is strongly ancouraged to retain all records related to this insurance.

o toore ‘ocTosER 2008
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What is Employers Liability
Insurance?

* Health and safety checks
(pre-placement check)

@ @ @ @ ° gg-énnigtllgseTeeting with
Q006

* Informal chat about
keeﬁmg a child safe at
wor
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What is Employers Liability
Insurance?

* What if my employer is a sole-
trader (self-employed) and
doesn’t employ others?
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V¥ Gildredge

* ESCC visit every placement
* Cost of a local placement is £18.00
* Placements outside of East Sussex will vary

* Please contact s.bray@gildredgehoue.org.uk for
outside of area costs

*Some LAS do not offer pre-placement checks
* All costs will go on ParentPay
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Find your own placement
Pupil Premium with own

placement find

Pupil Premium without a
placement find
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How We Will Support You

» Support with creating a CV and covering letter/email in Personal
Development lessons

* Work Experience schemes of work during Personal Development
and Tutor lessons

» Support with matching a placement

» Advice and guidance from your tutor | (e
 Health and safety guidance %

* Preparing for wex
 Completing the wex diary

 De-Brief when back at schog :
ildredge
ouse
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" Gildredge House

Work
Experience Log

GCet ready for the future you want

Work Experience Log-Book

We need eight essential skills to
succeed in education, work and life

olololololelc

Download the Skills Bullder Universal
Framework at ' ilder.or

Skills Buillder
? ¢ i #skillsweneed
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nrocessing of information or ideas

e

The receiving, retaining and

This skill is all about being able to effectively receive information -

Initially, the skill steps concentrate on being able to listen
effectively to others - including remembering short instructions,
understanding why others are communicating and recording
important information.

Individuals then focus on how they demonstrate that they are
listening effectively, thinking about body language, open

gquestioning and summarising and rephrasing.

Beyond that, the focus is on being aware of how they might be
being influenced by a speaker, through tone and language.
The final steps are about critical listening - comparing
perspectives, identifying biases, evaluating ideas and being
objective. See if you can find three key points below:

1. Listening to instructions

Based on 8

Employability
Skills

 Listening

» Speaking

« Teamwork

* Aiming High

* Creativity

 Staying
Positive

* Problem

Creativity is the

complement to Problem Solving, and is about generating innovations
ar ideas which can then be honed through the problem-solving
process,

The first few steps focus on the individual's confidence in imagining
different situations and sharing their ideas.

The focus is then on generating ideas - using a clear brief, making
improvements to something that already exists and combining
concepts.

Individuals then apply creativity in the context of their work and their
wider life. They can build off this to develop ideas using tools like
mind mapping, questioning, and considering different perspectives.

The most advanced steps focus on building effective innovation in
group settings and by seeking out varied experiences and stimuli.
Finally, individuals support others to innovate, by sharing tools,

identifying the right tools for the situation and through coaching.

1. Share your ideas

- Solving -
|  Leadership

-]
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Year 10 work experience
2-6 March 2026
Prog_ amme Guide 2025 2026

Programme Guide 2025-2026

Gildredge
House

An Ofsted

GOOD

School

HFK,
Ofsted
Cood
Provider

Welcome

Welcome to the Gildredge House, Work Experience Programme. This document provides parents
and students with the necessary information about cur Work Experience Programme which is dues
to take place from Monday 2nd March - Friday 6 March 2026. Parents and students should read
the enclosed information carefully before completing the form.

If you are able to offer a student a work experience placement, or if you know of an employer
who may be able of offer a placement, please contact Mrs Sara Bray via email on
s.bray@gildredgehouse_org.uk or telephone 01323 400650 ext. 2037.

Once a choice has been made, please click Work Experience Form 2025-2026 and complete
the Work Experience Options Form.

If you are able to offer a student a work experience placement, or if you know of an employer
who may be able of offer a placement, please contact Mrs Sara Bray via email on
s.bray@gildredgehouse_org. uk or telephone 01323 400650 ext. 2037.

Contents
Page
Why is the Work Experience Programme so important? 3
What can the Work Experience Programme offer my son / daughter? 3
What does this mean for my son / daughter’s future? 3
The process for selecting options 3

Option 1: Finding your own placement using ESCC Work Experience Health 6-9
and Safety checks

Option 2: Pupil Premium students with a placement g
Option 3: Pupil Premium students without a placement 9
Adding a placement to Careers East Sussex 11-16
Advice for students 17
Writing a Covering Letter/email/making calls 18-21
Work Experience opportunities available locally 21
Frequently Asked Questions 23-26
Support and Next Steps 27
Key Diary Dates, links and documents supporting work experience 28-29



Managing the administration

« Gildredge House works in conjunction on Careers East Sussex (CES)

with the East Sussex Work Experience SCAREERS
EAST SUSSEX
Team

« ESCC WEX team conducts all the health
and safety checks and liaises with the Walcs s

employers Careers East Susse

Helping you to make the right . f ' Yg
Career Choices - :

« ESCC manage the checks on a system =

i acourse] [Ap,,e%_]
called Careers East Sussex A
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Login to CES

JCAREERS

EAST SUSSEX
............ : # 1. Students will receive their

3 | Username and Password via
| their Outlook Email NOT
[ e their Edulink account
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YCAREERS
EAST SUSSEX

Your Account

Welcome back, Sayid

L Tewining Acodery

Apply

Your profile Your next step Your Applications

Tools

Wy 00/
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Add Parents Details

¥l Students will be expected to add their
own personal email to their profile

» Before we start adding our work

o experience placement, first we need to

— add a personal email for the student then
add parental details to the student
profile

 This will be needed later down the line
when parents/carers needs to do their
bit.
j‘iperseverance (@ Integrity (ﬁa—léﬁ, Reflection E%)} Empathy
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YCAREERS
EAST SUSSEX

¢ Buch 30 yorar ace o [ ]
This is all about you, Sayid. a re I I tS e a] S

Personal Details Address Heatth Parental

Informatio
[ =wwess L seeveees J -_— T T D
Q1o ge1ody
Your qualifications Work Experi Your persona | Equality and
tement Diversit

R - - * Now click Update Details in the
i ‘ Personal Details

- o  Add your parental information and
e R P click save and continue.
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1oz - 0 9 .
| [ [p——— derseverance @ Integrity W Reflection E%)} Empathy
e | | ' T




Skills passport
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Manage Work Experience

..., - * Once back on the accounts page,
8 —— scroll down to the Tools section and
locate the Work Experience panel.

* Note: if you do not have this then
contact your school to make the
appropriate changes.

JCAREERS
EAST SUSSEX

Work Experience

» Click Add your Own and do not
N choose from the list.
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Adding a Placement

» Enter all the details of your work
experience in this section here. All
fields with the (*) are mandatory
fields and must be completed.

* Once you have filled in all the
appropriate fields and you are happy
with the content inside - click save
and continue
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YCAREERS
EAST SUSSEX

Horme Y

Work Experience

Hi Sayid, you've got this!

Choose from list Add your own mel
* You will then be taken back to the

| Work Experience page and will find a
H . green “success” banner towards the
top and the item will be in your list.

Placement Selected
kot [ [
o [ v | 8]
Tools O O .
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AAAAAA House ompleting the Gildredge

House Form

Work Experience Form 2025-
202
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https://forms.gle/rZxSyJGxL11rHV8q6
https://forms.gle/rZxSyJGxL11rHV8q6
https://forms.gle/rZxSyJGxL11rHV8q6

Gildredge
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Asp1

Diary Dates

Monday 3 November 2025
Placement find (in East Sussex and outside area) deadline - Mrs Bray will
forward along employer details to ESCC WEX team for pre-placement checks

Friday 7 November 2025
Parents to pay the pre-placement on ParentPay £18.00

Friday 7 November 2025
Finance Department reconcile requests for checks against payment
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Gildredge
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Asp1

Diary Dates

Monday 3 November 2025
Placement find (in East Sussex and outside area) deadline - Mrs Bray will
forward along employer details to ESCC WEX team for pre-placement checks

Friday 7 November 2025
Parents to pay the pre-placement on ParentPay £18.00

Friday 7 November 2025
Finance Department reconcile requests for checks against payment
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Monday 3 November 2025
ESCC WEX Team to contact employers to visit workplace
Employers to provide ESCC WEX team with employers-liability insurance

Monday 3 November 2025

Outside of area pre-placement details to careers department and quote sent to
ESCC Wex team

Monday 3 November 2025
Parents to pay the outside area pre-placement fee on sQuid

Wednesday 4 February 2026
Finance Department reconcile requests for checks against payment
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