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WORK EXPERIENCE FOR: NAME OF PUPIL: FORM:
Dear Sir/Madam

As part of the Work Experience programme at Thomas Adams School, we are trying to place students in a placement of work for the period
Monday 13t July — Wednesday 227 July 2026. Work Experience is intended to broaden the pupils’ awareness, not only of specific
occupations but of the general working environment. It is hoped that they may develop further the social skills and vocational interests they
will shortly need in making the transition from school to employment.

Students should generally be treated as an employee, and follow the normal disciplines of the work place. Thus, they should work the same
working hours as other employees, not school hours, but should not work more than 40 hours per week. Any variations, if essential, to allow
for travel arrangements etc, should be with mutual agreement of the school, yourselves, the students and their parents. Although they
should not be paid, assistance with travel expenses, meals etc. is welcomed, if you so wish.

To ensure a successful placement it is essential that prior to the start, students clearly understand the exact nature of work that will or will
not be offered. To ensure that students are suitable candidates, they should provide you with a personal information sheet for your
consideration. This information sheet could also be used in any interview you may wish to conduct. Please can you ensure that you have the
parental contact details of the student should you need to contact them before the start of the placement. You should be informed of any
medical information relating to the student- prior to agreeing for the placement.

Students will need to take some basic details from you if you are happy to proceed with the placement. They will input this information into
a website called Unifrog, which will then contact you via email to complete the full checks.

In order for the placement to go ahead, you will need to provide the following (if you have five or more employees):

Employer Liability Insurance details and evidence

Risk assessments

Health and Safety Policy

General information regarding working hours, dress code, and eating arrangements

Once you have submitted this information, we will contact parents to obtain their permission before approving the placement. We
will also be in touch prior to the placement starting with further information. You will be contacted during and at the end of the
placement for feedback.

Once you have submitted this information, we will contact parents for their permission before approving the placement. We will be in touch
prior to the placement starting with further information. You will also be contacted during and at the end of the placement for feedback.

The main objectives of Work Experience are for students to develop the social and work place skills they will need in future years.
Therefore, they should undertake a range of tasks as would any employee, so they may gain an understanding of the purpose of the work
and how it relates to the success of the company. Through this preparation for working life students learn to meet the appropriate
standards of company behaviour, for example, timekeeping, dress sense, conduct and to appreciate the importance of good health and
safety practice.

If you feel you can undertake this valuable commitment, may I thank you on behalf of the staff, students and parents and ask you to
complete the electronic form that will be sent once the placement has been submitted.

If you would like to contribute in any way to the way in which Careers is taught in schools, please write to the School. Examples of
employer contributions could be - mock interviews, visits by pupils, talks at school etc. If you have any queries regarding Work Experience,
please do not hesitate to contact me.

Thank you.

Yours sincerely

J. Hargreaves

Mr ] Hargreaves
Assistant Headteacher

james.hargreaves@tas.3 18education.co.uk

Ofdted e Oféted
g:):/?der SM §xa nga(k .ErDRllJJCSAT-.r ON S I gz?v?der

School/College

Boarding

Lowe Hill, Wem, Shropshire SY4 5UB Telephone: 01939 237000
e-mail: contactus@tas.318education.co.uk website: www.thomasadams.net
Excellence in education since 1650
The Thomas Adams School is part of The 3-18 Education Trust. Company Number 08064698. Registered Address: Longden Road, Shrewsbury, SY3 9EE



