Work Experience Planning
During the summer term you will have the opportunity for a work experience week. This is your chance to experience the area of work you want to go into in the future.
There is however a lot of demand for work experience so it is essential that you start now to look for places you could go. Do some research about the local jobs market and area to find out which different employers and roles you could gain experience of. Then start to contact them- either by email, letter or telephone.  Your tutors will be checking who you have been in contact with to ensure you are making the best effort to find the most suitable work experience.
When you contact someone, you can make a note of who you have been in touch with.
	Company or business
	Name of contact
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Contacting Possible Placements
How do I start a conversation? 
Once you have secured a placement using the site you may want to contact them to find out details. It can be daunting to think about contacting someone to talk about work experience.  Most companies will have a contact email address on their website. Here is a sample email to start you off.
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You may want to make a phone call. It is sometimes easier if you make some notes to prepare beforehand. Use the email outline to help you to make some notes to get the most out of your phone call.
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Email

ifthereisa contact name). Ifnot say “to whomiit may concern’’.

1am emailingyoutoday asa follow up after choosing my work experience placement. I'm
currently studying...(mention your subject choices) at St Joseph's Hebburn.

You could add something here about your interest n the subject and what you want to gain from
the experience

Iwould be grateful ifyou could letme know if there is any preparation you would likeme to
carry out before my placementand a few detail regarding uniform or protected clothing needed
and working hours.

Bestwishes

Your full name
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