
Finding a Work 
Experience Placement



Work Experience Information
Work Experience Dates

You will be attending your work experience during your first week of Year 11 –
Monday 2nd – Friday 6th September 2019.

If for any reason you need to attend your work experience on different dates (e.g. if you want to do 
your placement with a sports coach who works in the summer holidays) then you will need to get 
this approved by Mrs Meese and Mrs Clifton.

Work Experience Advice and Guidance

If you need help finding/organising your placement you can speak to:

•Your form tutor

•Mrs Meese Year Manager – cmeese@hswv.co.uk

•Miss Cooper, Assistant Guidance Manager – acooper@hswv.co.uk

•Mr Jeavons, Career Leader & Business Links Manager - ajeavons@hswv.co.uk

•Work Experience Coordinators – careers@hswv.co.uk
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The Work Experience Process
Step One: Hand your completed consent forms in to the Innovations LRC

Step Two: Start researching companies where you would like to do your work experience – it     
helps to have a list of a few companies as sometimes you may have to call more than 
one before you get an offer

Step Three: Contact the company and ask if they can offer a work experience placement from 
Monday 2nd – Friday 6th September 2019

Step Four: Once you have been offered a placement, collect a booking form from the 
Innovations LRC or email careers@hswv.co.uk for an electronic copy

Step Five: Ask the company to fill in the booking form, make a note of important information 
such as your dress code and working hours, then hand the completed booking form in 
to the Innovations LRC 

ALL PLACEMENTS NEED TO BE CONFIRMED BY FEBRUARY HALF TERM AND BOOKING FORMS MUST 
BE COMPLETED AND HANDED IN BY THE EASTER BREAK
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Where Do I Start?
The first step to finding a work experience placement is to decide what ‘type’ of career you are 
interested in. 

Some of you might already have a strong idea of what you want to do but for those who don’t, 
think about what interests you and what you are good at. 

If you are interested in cars maybe you would like to be a car mechanic. If you are good at maths 
maybe you would enjoy working in finance.

Placements get snapped up quickly so the sooner you start looking, the better!



Popular Job Sectors
•Animal Care

•Art & Design

•Beauty/Hairdressing

•Business Administration

•Catering

•Childcare

•Construction

•Education

•Engineering/Manufacturing

•Finance

•Healthcare

•Hospitality

•IT

•Legal

•Marketing

•Media

•Motor Vehicle

•Public Services

•Retail

•Social Work

•Sports/Leisure



Searching for Local Companies
Once you have decided what job sector you are interested in you will then need to look for local 
companies in that sector which you can contact to ask if they offer work experience.

You have been emailed a spreadsheet which lists all of the companies that have taken Highfields 
students for work experience in the past few years – this is a good place to start looking because 
it is likely these companies will take Highfields students again.

You can filter the database by job sector to find the types of company you are interested in, and 
by postcode to find somewhere which is easy for you to travel to.



Searching for Local Companies
Another useful tool is Google.

If you know what type of company you are looking for you can search to see what’s in the local 
area e.g. ‘Solicitors in Wolverhampton’.

This will show you the location of all of the companies in the local area as well as listing their 
contact information.



The EBP Database
You can also search for companies using the EBP Database which is an online database of all the 
companies that have ever offered work experience to students from Wolverhampton.

Link:

http://www.wolverhamptonebp.co.uk/school_login.html

Username:

Highfieldsstudent

Password:

Student1



Once you have logged in you can click on ‘Advanced Search’ at the top of the page to search all 
of the entries by job sector



You can then filter the job type (‘CLCI Description’) to find the area you are interested in and 
filter by postcode to find companies which will be easy for you to travel to.



When you click search you will then see all of the companies which match your criteria. You will 
be able to see the name of the company and what type of business it is, and can click on an 
entry to find out more. 



The dates at the top of the page will give you an indication of how recently the company has 
offered work experience – if the dates are within the last two or three years they are likely to 
still accept students, but the ones that are a little outdated may not.

The companies details will also be listed near the top of the page – with some of the older 
entries you may need to double check these as they may have changed their phone number or 

address.



Other Opportunities
There are a few work experience courses that the school organizes with other organisations:

Army Insight Course

•A residential course at Swynnerton Camp for students to get a taste of what life is like in the 
Army

•Activities include learning drills, cooking in the field, assault courses and building shelters

•Please note that due to the highly physical nature of the course it is not possible for students 
with Asthma, Epilepsy, ADHD or any physical injury to participate

Wolverhampton Homes

•Offer work experience placements in Plumbing, Carpentry, Electrical, Bricklaying and 
Administration



Other Opportunities
Health Tec

•A medical work experience course run by the Royal Wolverhampton NHS Trust for students 
interested in a career in health/medicine

•Activities include learning about healthy living, care of the elderly, a tour of New Cross Hospital 
and a St John’s Ambulance accredited first aid course

•If you are interested in a career in the medical field this is the best work experience you will find 
as the NHS usually doesn’t offer any other form of work experience to under-16’s 

•There is a cost of £105 per student

•Only 12 places available 



Other Opportunities
Wolverhampton City Council

•5 day work experience placements available in a range of different departments:

Children & Young People Customer Services ICT

City Assets Disability & Mental Health Older People

City Economy Education Public Health & Well Being

City Environment Finance Transformation

Corporate Communcations Governance West Midlands Pension Fund



Other Opportunities
If you are interested in any of these opportunities, please email 
careers@hswv.co.uk for more information and to put your name down.

Please note that all places will be allocated on a first come, first serve basis so the sooner you 
put your name down the better!

Placements at Wolverhampton Homes and Wolverhampton City Council are subject to the 
availability they have for our work experience dates. 
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Contacting Companies
Once you have a list of potential companies, you will need to contact them to see if they can 
offer you a placement.

You can do this in a number of ways:

•Visit the company and ask in person

•Write a letter/email the company

•Call the company

It is up to you how you decide to do it – but be aware that when writing a letter/emailing a
company, it may take a while for them to get back to you whereas with calling/seeing them in
person you get an answer straight away.



Contact Details
When a company offers you a placement, be sure to get the name of the person you are talking 
to so that you know who to ask for when you need to complete your booking form at a later 
date. 

They may also have a direct telephone number or email address which they can give you which 
will make it easier to contact them.

If they ask for the school’s contact details they are:

Work Experience Coordinators: Mrs N Bevan & Miss R Reyat

Telephone no: 01902 556530

Email: careers@hswv.co.uk
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Cover Letters and CVs
Some companies may ask for your CV and/or a cover letter before they accept you.

A CV is a list of your skills and experience which employers can use to see if you have the skills 
suited to working with their company.

A cover letter is a letter to the company which explains why you want to work with them and 
describing your skills and experience in more detail. 

Examples of both of these have been emailed out to you, and if you need any further help 
you can ask your form tutors or email careers@hswv.co.uk.  
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Work Experience Booking Form
Once you have been offered a placement you will need to 
ask the company to complete a work experience booking 
form.

This form asks for the details of the company so that the 
school can organise Health & Safety checks.

Once this form is completed you will need to note down 
your dress code and working hours as stated on the form, 
and then hand in to the Innovations LRC. 

If your dress code and working hours haven’t yet been 
confirmed you will need to contact the company closer to 
the time of your placement to find these out.

Once your booking form has been handed in your 
placement is confirmed by the school. 



Remember
YOU NEED TO HAVE FOUND A PLACEMENT BY FEBRUARY HALF TERM AND 
HAVE HANDED IN YOUR BOOKING FORMS BY NO LATER THAN THE EASTER 
BREAK.

If you are struggling to find something and need some help please talk to:

•Your form tutor

•Mrs Meese, Year Manager – cmeese@hswv.co.uk

•Miss Cooper, Assistant Guidance Manager – acooper@hswv.co.uk

•Mr Jeavons, Career Leader & Business Links Manager - ajeavons@hswv.co.uk 
•Work Experience Coordinators – careers@hswv.co.uk
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Student Login
Wolverhampton Education Business Partnership

Username  (required)

Password  (required)
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