
 

Self-Placing Work Experience 
Parent Guidance from the Health and Safety Executive 

 

DfE guidance states that students on work experience are classed as employees for health 

and safety purposes.  This means employers owe a duty of care to the student, just as they 

do to any employee.  Employers’ existing workplace risk assessments should cover the risks 

that work experience students are exposed to and their existing Employer’s Liability 

Insurance will cover young people provided the insurer is a member of the Association of 

British Insurers.  However, as the organiser of the placement, you need to take reasonable 

steps to satisfy yourself that the placement is safe. 

What you should check: 

-Ask the employer for a copy of their Employer’s Liability Insurance Certificate, ensure it’s in 

date and covers the period your child is on placement. 

-Ask the employer if they have had work experience students before, or employ young 

people currently.  If the employer has never employed a young person under 18 before 

(including on work experience), seek further advise from school. 

-Ask the employer what the work placement will involve.  Use your own judgement on 

what seems safe or not, but check what precautions are in place if the placement involves: 

 Using chemicals including cleaning products; 

 Using any kind of cutting equipment or hand tools; 

 Requirement to wear protective clothing such as hard hat, steel toe capped boots, 
ear protection, eye protection etc; 

 Travelling during working hours; 

 Regular working alone with one person over long periods; 

 Working in a remote area; 

 Working with animals 

 Placements outside the UK (Employers Liability Insurance outside the UK does not 
cover work experience students). 

 
-Ask the employer about induction, training and supervision your child can expect.  This will 
help to assure you that health and safety guidance will be provided.  
 
-Ask the employer about the support they will provide for your child’s medical conditions or 
disabilities.  
 
For further guidance speak to school and you can also visit 

http://www.hse.gov.uk/youngpeople/workexperience/organiser.htm.   

http://www.hse.gov.uk/youngpeople/workexperience/organiser.htm


How to find work experience - Student Guide 

If you already know what kind of job you want to do all you need to do is find 

an employer that offers the kind of work you’re interested in 

If you have some career ideas but you’re not sure don't panic – lots of students 

aren’t sure yet!  You might find it useful to do a bit of careers research to help you decide what job you’d 
like to learn more about.  Use this website (www.prospects.ac.uk) to try and narrow down to job sectors 
you’d like to work in, or you could start by thinking about what subjects you are interested in.  By 
registering and creating an account on ‘Start’ (https://login.startprofile.com/RegisterOne.aspx) you can 
explore what subjects are related to certain careers and job sectors.  ‘Start’ is completely free and one of 
the best free online career resources available.  So start exploring jobs and careers suited to your 
personality, likes and dis likes, skills and abilities.  Here are some examples of how different subjects can 
help with different jobs: 

 English – newspapers, magazines, publishing, writing, libraries, teaching 
 Maths – accountancy, banking, engineering, computer programming, finance 
 Geography – green charities, local borough town planning, environmental sciences  
 Science – vets, pharmacies, zoos, laboratory work, hospitals, teaching 
 Photography – local, news, fashion, portrait and nature photography, processing film.     

If you’re really stuck and have no idea what job you’d like to try just go 

for something different, or for a job that you know little about. Work experience is all about giving you an 
insight into the world of work. It doesn’t have to be in a career that you would choose in the future.  Talk 
to your family, friends and teachers or see Miss Grenaghan the careers adviser at lunchtime in the Pastoral 
Suite Wednesdays and Fridays.  

Now that you have some ideas, start your search 

Now you’ve got some ideas of the type of placements you want, it’s time to find one! Remember that you 
won’t be the only student looking for a work placement so start early and get the best placement! 

Here’s our step-by-step guide to finding companies and organisations you can ask for work experience: 

Step 1 – If someone in your family works somewhere interesting, you can ask them if they’ll contact 
their human resources department for you. 

Step 2 – Ask neighbours and family friends if their employer would consider you for a work 
placement. 

Step 3 – If you already know of an organisation that interests you, do a web search for their contact 
details. 

Step 4 – Find employers in your local area by doing a simple google search. 

Step 5 – Look at local job adverts online to find employers in your area. 

Step 6 – Think of companies you pass on your way to school. Try to look for the unobvious ones 
that are not on the high street.  Ask your parents to drive you around local business parks etc.  

http://www.prospects.ac.uk/


Get in touch 

Once you have a list of companies, the next step is to contact them.   

 If the company is small and in the local area you could drop in and speak to them directly. 
 If you’re really nervous you might want to begin by sending an email.  If you get no response 

you should follow this up with a phone call.  See ‘sample e-mail to employer’ at the end of this 
guide). 

Make the call 

Most young people find it really scary calling an employer, but telephone skills are essential and now is a 
great time to start developing them. Even adults get nervous phoning people they don’t know. The more 
you do it, the easier it will be – you’ll soon wonder what you were worried about. Here are some tips that 
might help: 

 Think about what you want to say before you make the call, maybe role play this with parents. 
 Make sure you have the dates and other important information you will need to give.  
 Have a pen and paper ready to take down any names or notes. 
 Make sure you’re in a quiet environment and tell any other people around you that you are 

making an important call so they know not to distract you or make too much noise.  
 Always be polite and try to speak clearly.  
 Start by introducing yourself – give your name, say which school you go to and explain that 

you’re looking for work experience.  
 Be prepared to say why you are interested in a placement with that employer, what interests 

you about that company or the kind of work they do.    
 Don't be discouraged by employers saying no – it’s nothing personal.  Just thank them for their 

time and for speaking to you.  
 Keep contacting employers until someone says yes – don't give up when an employer says 

they’ll call you back because chances are they won’t.  
 If you’re really nervous, you could ask a parent or teacher to be with you when you make the 

first phone call.  
 Practice makes perfect! 

Send a CV if they ask you to 

If an employer asks you to send in a CV, always say yes and then find someone to help to create one (see 
the ‘CV builder’ to get you started at the end of this guide).  Your careers adviser in school can also help 
you create a CV. 

Remember to ask for help if you need it. You’re already showing loads of initiative by looking for a 
placement on your own. Good Luck! 

 

 

 

 



Suggested CV for School Leavers 
 

See overleaf a suggested CV layout.  The black type are headings, the writing in grey is guidance 

on how to fill out that section.  There is no right or wrong when it comes to design, however, you 

should choose a design that helps the reader to easily pick out key information at a glance.   

 

Hints 

 

Employers are looking for someone who: 

• Has a proven interest in pursuing a career in their area (eg. Business Admin, Engineering) 

• Has a keen eye for detail 

• Has a good work ethic (hard workers) 

• Is efficient and productive 

• Is a good team worker 

 

This sort of information should run through your personal profile, your key skills, your employment 

history and your hobbies and interests sections.  Also, It is not enough to say you have these 

skills, you need to be able to explain where you have demonstrated these skills, either through 

work experience, employment, volunteering or through achieving qualifications or certificates. 

 

Your CV should be spellchecked, then looked over by at least 2 other people.  It should be easy to 

read at a glance so design is very important and no more than two sides long. 

 

Do not lie: anything you put in a CV will be checked and discussed at interview. 

 

Example Personal Profile (DO NOT copy word for word) 

 

“I am currently in year 11 at high school and hope to achieve 10 A* GCSE qualifications.  I have 

set myself the goal of becoming a Doctor as I have always been interested in and excelled at 

science.  I also consider myself to be a very caring person and feel passionate about providing the 

right care and support people require in their day to day lives.  This drive and passion is 

demonstrated through my volunteering work and grades achieved in school.  I would welcome any 

opportunity to develop my skills and passion further within the Health Care Sector. 

 

Example Key Skills 

 

 Communication – good oral and written skills, developed through school and my time 

working in a retail environment.  I have regularly received ‘Employee of the Month’ awards. 

 Organisation – adept at planning and co-ordinating my workload, all my assignments are 

completed and submitted on time.  I regularly receive reward points at school for my 

organisational skills. 

 Reliability – I have a 100% attendance and punctuality record at school from year 7. 

 Work Ethic – I have a strong work ethic which I have demonstrated both at work and in 

school.  My current employer has recently provided me with a written reference explaining 

my strong work ethic.  

 Problem Solving – proven record of dealing with customer complaints and problems.   



Name 
Date of Birth 

Address Line 1 

Address Line 2 

Town 

Postcode 

Telephone/Mobile Number 

Email 

Personal Profile 

A personal profile is used to ‘sum you up’. It details who are, what you’re currently doing and why 
you are particularly interested in the job/work experience/ course/volunteering opportunity you are 
applying for/interested in.  
 

Key Skills 

Bullet point a list of skills and abilities you possess that the organisation might be looking for, 

giving details and information that evidence or demonstrate them. 

 

Education and Training 

Dates School 

Estimated Grades are as follows: 

Subject Grade 

Subject Grade 

Subject Grade 

Subject Grade 

Subject Grade 
 

Dates School 

Subject Grade 
 

Work History               (Always start with most recent first.  This can also be any volunteering 

you’ve done) 

Dates Employer Name/Person you did volunteering for 

                       Responsibilities & Duties 

 

 
 

Hobbies and Interests 

Describe any hobbies that show you have the kind of skills/personality relevant to the job 

eg. playing in sport teams shows team working ability and commitment.    

being a scout or any other volunteering shows that you are caring and motivated 

Remember this is a professional document – going out with friends, playing computer   

games or going shopping is not relevant. 
 

References 

You need at least 2 referees, but 3 would be better and it has to be someone in a position of 

authority and should not be family or friends. 

Name Name 

Job Title  Job Title  

Address Line 1 Address Line 1 

Address Line 2 Address Line 2 

Town Town 

Postcode Postcode 

Telephone/Mobile Number Telephone/Mobile Number 



Sample email to an employer asking for work experience 
 

Dear Sir/Madam [or name], 

I am a [year group] student from [school name], and I’m looking for a one week work experience placement from 

[start date] to [end date]. 

I am very interested in your company because [explain why you are interested in work experience with this 

company].  

I’m a [talk about relevant skills and personal attributes that an employer will value], which can be shown in my [give 

some real-life examples that demonstrate your skills].  

In my spare time, I like to [list relevant hobbies and interests], and I’ve also had some experience in/am a member of 

[list any groups/clubs/other work experience]. 

As an enthusiastic student with a keen interest in what your organisation does, as well as a passion to progress 

within this industry, I would be very grateful to be considered for any opportunity.  

[If you have enclosed a CV state so here with ‘Please find enclosed my CV’.]  Thank you for taking the time to read 

this e-mail. 

Yours sincerely 

[Your name] 

[Your contact number and the times you will be available to answer, ie please call any time after 3:15pm] 

[Your e-mail address] 

 

 

 

 

 

 


