
 

 

 

 

YEAR 10 EXPERIENCE OF THE WORKPLACE - MONDAY 13th – WEDNESDAY 15th July 2026 

Dear Parents/Careers, 
 
We are excited that St. Paul’s Year 10 students will have the opportunity to take part in an experience of the workplace from 
Monday 13th – Wednesday 15th July 2026.  This is a fantastic opportunity for them to explore different career options and to 
develop the employability skills they will need to progress on to Key Stage 5 study, degree level study and the world of work.   
 
The aim of this experience is to: 
 

- Introduce students to a workplace environment 
- Gain independence and maturity 
- Develop an interest in a particular industry, or perhaps rule it out 
- Develop interpersonal skills and an understanding of workplace professionalism 
- Encourage students to think about what they might do in the future and focus them on what they need to do in order to 

get there. 
 
It will be the responsibility of the student to find their own placement using contacts from their own network of friends, family, 
teachers, church communities, local businesses and neighbours.  The task of finding a placement is an important skill in itself, as 
your child will need to research opportunities and reach out to contacts.  Although it would be ideal to find a placement that 
matches your child’s career interest, this is not always possible.  The overall aim of experience of the workplace is not necessarily 
to connect the student with a specific employer or career, but to give them an experience of being in a workplace environment.  
The placement must be in person and cannot be virtual.  
 
Your son/daughter has until the deadline of 30th January 2026 to find a placement.  They will need to add the placement into 
Unifrog (students are already logged in and training will be provided to students through tutor time) by this date.  After this date 
they can then start to get employers to fill in the necessary information and then parents/careers will need to sign and confirm 
you are in agreement.  All of this information will be tracked in the Unifrog system and we can monitor students and employers’ 
information.  
 
In order for employers and students to know what information they will be required to give; we have given clear instructions 
below.  No paperwork needs to be given into school because all information will be tracked through Unifrog.  The system works 
such that; 
 

- Students input key details about their placement (by 30th January 2026) 
- Employers then confirm and add details as well as adding documents to ensure safety and compliance  
- Parents will then be asked to confirm they agree to the placement  
- As a school we will then check and approve the placement  

 
There are a number of substantial administration costs linked to this process. The school will be subsidising these fees, but we are 
asking parents/carers to make a voluntary contribution of £30.00 to be made via WISEPAY. This can be paid in full or in two 
instalments of £15.00 by the 30th January 2026. If you think you will have difficulty in meeting this cost please write, in confidence, 
to me.  
 
Should you have any questions please do not hesitate to contact me.   
 
Regards, 

 

 
Mrs E O’Farrell 

Assistant Headteacher 

eofarrell@st-pauls.surrey.sch.uk  

01932 704130 

mailto:eofarrell@st-pauls.surrey.sch.uk


 
 
 
 

 

 

HOW UNIFROG WORKS TO SUPPORT STUDENT’S EXPERIENCE OF THE WORKPLACE 

  

1. Students complete a student initial form in Unifrog.  We will show students how to do this in tutor time.  They 

will need to gather and input the following information.  This must be done and in Unifrog by January 30th 2026. 

 

Information you must gather Notes  

Confirmation it is in person Yes 

Placement Coordinator Mrs Zoe Davies (KS4 administrator)  

Name of placement  

Placement start date and finish date Monday 13th to Wednesday 15th July 2026 

Full time or part time  

What are your objectives for the placement Some examples; 

• To understand more about the XXX industry 

• To ensure this is the industry I want to go into 

• To have an understanding of what it is like to work in a 
professional environment  

• To help me decide if I want to pursue a vocational 
course 

• To enable me to get better at organisation and time 
keeping  

• To give me exposure to working with adults 
 

Employer placement lead name  

Employer placement lead email  

Employer phone number  

Employer address   

Will you be based at this address the whole time  

Will you live at home whilst doing the placement  

How will you travel to work  

Your date of birth   

Any special requirements or medical needs the 
employer should know about  

 

Parent/Guardian name   

Parent/Guardian email   

 

 

 

 

 



 

 

 

 

 

2. Once the initial form has been completed by the student in Unifrog, an email is sent to the employer and employers 

will be asked to add the following.  It would be wise to pre-warn your placement employer of this.  They will have 

to use Unifrog to complete this.  

 

• Confirm the details the student has added 

• Give their title 

• Give the industry the placement is in 

• Give the number of employees at the business 

• State whether they have had anyone in on work experience before 

• What languages the student will be required to speak 

• The objectives of the placement  

• Safeguarding information 

• Dress code 

• Working hours 

• Lunch arrangements  

• Their employer’s liability insurance 

• Risk assessment information  

• Health and safety information 

• Data protection information  

 

3. Once the employer has given all details in Unifrog, the parent/career signs an agreement in Unifrog. 

 

4. The school will review all the information provided by each party, and give our consent.  The team will have an 

overview of the status of all the placements for all Year 10 students.  We can filter to see which placements have 

forms outstanding, and nudge people (e.g., employers or parents) who need to finish completing their input.  

 

 

We have created a template that you could use as a letter of application / email and a CV 

template should you need it.  See below. 

 

 

 

 

 

 

 

 



 

 

Chelsea Jones 

22 Sunbury Cottage, 

Sunbury Street, 

Sunbury-on -Thames 

TW16 6HY 

Tel: 0208 999 666 

3rd November 2024  

 

Mr Baker 

Good Hotel 

Fleet Street 

Sunbury-on-Thames 

TW16 7RD 

 

Dear Mr Baker, 

 

My name is Chelsea Jones and I am a Year 10 student currently studying at St. Paul’s Catholic College. I am writing to 

enquire if your company, (name of company), is able to offer me a placement for my work experience. The dates are 

Monday 13th to Wednesday 15th July 2025.   I am currently studying GCSEs in a range of subjects. My favourite subjects 

are (name 2-3 subjects). I really enjoy these subjects because (explain - what you enjoy about them).  

 

I would like a placement with your company because (explain - i.e. I am thinking of this as a 

career or it is something you are interested in or you think there are valuable skills you could learn) and would like to 

gain an insight into this work/role. 

 

(Start this paragraph about yourself—interests, part-time job including responsibilities and position, voluntary work, 

career idea etc) My main interests are etc., etc. 

 

I look forward to hearing from you. 

 

Yours sincerely,  

 

Chelsea Jones 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Change this to your 

specific details. 

Change this to the employers 

details and make sure the date 

is correct. 



NAME 

Address 

Phone Number 

Email 

 

Personal Statement 

 

Write a short paragraph that explain who you are, what you’re doing, what drives you and what you’re looking for.  

 

Key Skills  

 

 
Team Work  During our Lenten period at school, I work as a team in my tutor group to think up and do 

charity activities.  Last year we worked hard as a team to….. 
 
Hardworking  I work really hard in lessons and have seen my grades improve as a result  
 
Driven  I am a highly…… 
 
 
 
 

Employment and Extra Curricular Information  

 

 

Duke of Edinburgh  
 
Achievements and responsibilities:  

 

 

Education 

 

  

St. Paul’s Catholic College                  September 2021 – Current 
 

GCSE’s – Predicted Grades 
 
 

Hobbies & Interests 

 

Tell the company about who you are and what your passions are  
 

References 

 

Name a teacher and tutor  


