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Work Placement Guide

For Pupils and Parents/Carers
2024-2025

Work placements should enable young people to experience a relevant, challenging,
enjoyable and appropriate learning experience within the contemporary workplace. A

placement should help the young person to make informed decisions about their future
careers.

https://education.gov.scot/Documents/DYW_WorkPlacementStandard0915.pdf
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Why should | consider a Work Placement?

Throughout secondary school, in subject areas and in Personal and Social Education lessons, young
people are given opportunities to develop employability skills and to learn about their own Career

Management Skills.

Understanding your
personality, interests
and valuesis key to
making the right
career decisions.

SELF

Identify who can help you,
and how, in your
career journey.

Find out more at:
https://www.myworldofwork.co.uk/
my-career-options/what-are-career-
management-skills-and-how-can-
they-help-you

Work placements give young people, who are still at school, a further opportunity to develop these

skills in a real life environment.

On an individual basis, a well-planned and chosen work placement can provide you with the skills and
experience necessary to stand out to potential employers, as well as helping you choose the right
sector to work in. It is a chance to try things out to see if they suit you and you can find out what a
company is actually like to work for, or what doing a certain job is like, before doing it for real.

You will learn and use a range of transferable skills, personal qualities and competencies that will
contribute towards your future employability. You will also gain knowledge to enhance your job
applications and interviews, as you will be able to talk more confidently and ask questions that
resonate with a potential employer. You can see first-hand what employers and universities look for

and how the subjects you study in school link to particular jobs.

Placement Duration and Work Times 2024-2025 Session

S4 PUPILS: Wednesday 21st August 2024 to Wednesday 26th March 2025.
If you have chosen work placements as your WAVE option for S4 then all placements take place on
Wednesday mornings at 9.00am. Pupils are required to travel directly to their placement and are
not required to register at school. Pupils must return to school at 11:10am.

$5/6 PUPILS: Friday 23rd August 2024 to Friday 28' March 2025

If you have chosen work placements as your WAVE option for S5/6 than all placements take place on
Friday afternoons from 1.50pm to 3:40pm. Pupils are not required to return to school and should

make their own way home at the end of the day.
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Placements should cover the full duration of the work placement period. If a placement ends early
due to unforeseen circumstances, an additional placement will need to be found for any remaining
days. If an additional placement genuinely cannot be found, you will be expected to come into
school as normal to catch up on work or participate in a study group.

The Work Placement Coordinator

Blairgowrie High School has a dedicated part-time Work Experience Coordinator, Melissa Lawrence
who, along with each Principal Teacher of Pastoral Support is responsible for delivering the Work
Placement programme.

The Work Placement Coordinator can help you with application forms, interviews, placement
suggestions and any questions you may have. The Work Placement Coordinator will support you
through the process and make the necessary checks, including Health and Safety, to ensure the
placement is suitable.

The Work Placement Coordinator can be found in the Careers office within the Music Department on
Wednesdays and Fridays. Queries, questions or appointment requests may be emailed to
mlawrence@pkc.gov.uk or alternatively telephone 01250 871253. As the Work Placement
Coordinator is part-time, any messages or emails left will be responded to as soon as possible.

Who Will Organise My Work Experience?

As part of the employability award you will be working towards, you are expected to use your
initiative and take responsibility in finding your own work experience. You will need to spend some
time researching, preparing and applying for your placement at home. It is vital that you start
approaching employers as soon as possible as competition for places can be high.

You will be fully briefed and prepared via assemblies and career lessons before embarking on your
experience.

Planning your Placement

To get the most out of your work placement, you should plan ahead and consider what you would
like to do as soon as possible. Discussion at home can be really helpful at this point.

Write a list of places that you might like to work at. What sort of careers are you currently
considering? Do you want to try a job that interests you or one that is completely new? What sort of
environment would you like to work in? What are your favourite subjects at school or hobbies and
interests? What do you like and dislike? What are your strengths and weaknesses? What is important
to you in a job, for example working with people, animals, computers or the money you would earn?

When planning for your placement it is important that you take ownership of the placement and
have the opportunity to consider whether it is appropriate for your studies and your career
aspirations, ability and capabilities, and to seek ask for an alternative if appropriate.

Use the internet to research companies that you are interested in or look through local business
directories like yell.com or Thomson Local. Smaller companies may need a call or an email to see if
they have anything to offer.

Be organised and keep all of your work placement documentation together so it can be easily
referenced at a later date.

Applying for your own placement
When you have decided where you would like to work, you will need to write, telephone, or visit the
employer. You may need to contact lots of companies, so persevere and try not to feel downhearted
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or give up if you get a few rejections or no response at all. Be positive — it’s important to sound
enthusiastic as first impressions count! If an employer agrees to offer you a placement, in addition to
completing the Self Found Placement Form, they may want you to write a letter of application and/or
send your CV. They may want you to speak to them in person or they may wish to speak to the Work
Placement Coordinator: Blairgowrie High School, Beeches Road, PH10 6PW, Telephone 01250
871253 or email mlawrence@pkc.gov.uk

When an Employer says YES!

Once you have found a placement, the employer will need to complete a Work Placement Self Found
Form confirming who they are, where you will be working, who you will be reporting to, what you
will be doing and when you will be doing it. You can hand it in directly to them. The forms are
available from the Careers office.

The Work Placement Self Found Form must be completed and returned to the Work Placement
Coordinator as soon as possible so the relevant Health & Safety checks can be carried out.
Placements cannot go ahead without this form. You will be advised of the deadline date for return of
this form.

You will also be required to return the parental/pupil consent form.

What if | genuinely cannot find a placement on my own?
The Work Placement Coordinator is there to support you, so make an appointment to pop in and
have a chat.

Email queries, questions or appointment requests to mlawrence@pkc.gov.uk or pop into the Careers
Office from Tuesday to Friday.

Preparing for Your Placement

It is your responsibility to contact your employer before work experience starts to thank them for the
placement, introduce yourself and/or arrange a convenient time to attend an informal
meeting/introduction, if this has not already taken place.

If you are required to attend a meeting, please contact your employer to arrange a convenient time
to do this. You are welcome to use the telephone in the Careers Office when the Work Experience
Coordinator is present. Appointments with employers should be made before/after school or during
the school holidays to minimize the impact on your school work. You will be allowed to attend a
meeting during school time only if your employer is unable to make an appointment outside of
school time. You will need to sign in/out at reception. A meeting with the employer prior to the
commencement of the placement is a good opportunity to ask any questions you may have.

During your phone call or visit, remember to speak clearly and to be polite. Have a pen and paper
ready to take notes.

¢ You will need to find out where and to whom you should report to on your first day.

e Check the bus timetables if necessary to see how this fits in with your start and finish times.
If it’s going to be a problem, then talk to the employer and let them know your concerns
around travel.

e If relevant, ask if the employer will be providing you with any Personal Protective Equipment
(PPE) such as steel toe-capped boots or waterproofs? If they are lending you PPE, look after
it and return it when you leave.

e Understand the expectations of the employer and the location along with dress and
behaviour codes.
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If you have arranged a meeting with the employer, you should arrive on time and dressed in full
school uniform. Be positive and show the employer that you are interested in working for their
company. You might be asked questions during the interview like:

e Tell me about yourself.

e What do you want to gain out of work experience? Agree with the employer which goals you
are aiming to achieve during the placement.

e What are your career plans?

Be prepared with some good, confident answers. Have some questions ready to ask the employer
too.

During the Placement

Remember that all companies are different, so will approach work experience placements in
different ways. When you first arrive you will be introduced to the person who will be responsible for
your welfare and progress whilst you are on placement. They should give you an induction to talk
about their organisation and work processes. They will explain the rules and regulations and what
they expect of you whilst you are there. They will also advise you of the health and safety procedures
including where the fire exits and assembly points are in the event of an emergency.

Some employers will use the first few days to get to know you and assess your ability to do certain
tasks, so offer to help out as much as possible; the more interested and enthusiastic you are, the
more you may be shown. Sometimes the law can impose restrictions on the type of activities that
you can do due to your age and/or for health and safety reasons. This may mean that certain
activities can only be completed under strict supervision or you can only observe whilst a trained or
qualified member of staff completes the task. At times you may feel you are not doing much or the
work is boring but there are lots of other things to learn whilst you are there!

Make the most of your placement; ask lots of questions, especially if you are unsure of something.
Talk to your colleagues about their jobs and how they got started, they may have some really good
advice! You will have a log book to record your experiences during your placement. Keep a note of
the work that you do and the skills and computer packages you have used. Share your experiences
with your parent/carer every day - it will help to keep you motivated.

During your placement, you should receive a visit from the Work Placement Coordinator whilst you
are in work. If your parent/carer has given permission, you may have your photograph taken to share
with the school and for wider publication.

Behaviour and conduct

Whilst on work experience you are a representative of Blairgowrie High School. As such we expect
the highest standards of punctuality, attendance, good manners, behaviour and reliability — all good
employability skills. You should arrive at your placement on time each day looking clean, tidy and
ready to work hard. Unless advised otherwise, you will be required to wear school uniform at all
times. Always try your best and take pride in the job you are doing. Show enthusiasm and interest in
what’s going on. Make an effort to get along with people by making eye contact and being polite to
those you come into contact with. You will be expected to follow the instructions of the workplace
staff at all times, so listen carefully and ask questions if you don’t understand something. You may
see or hear personal, sensitive or confidential information during the course of your job; you will be
trusted not share it with anyone else and must comply with the placement’s data protection policies
and procedures. You will also be expected to observe and adhere to the codes of conduct in the
workplace. Ensure your mobile phone is switched off during working hours and do not post any
comments or pictures with regard to your work experience on social media sites.
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Pupils that have been excluded from school will be excluded from all education-related activities,
including work experience. However, it may be identified that work experience would provide a
means of re-engagement. If this is the case, the Work Placement Coordinator will liaise with
appropriate staff, so that provision can be made for ongoing support and monitoring.

Logbook

As part of your work placement experience, you are required to complete a logbook, which will also
contribute to your SQA Employability qualification. Your logbook will be monitored throughout the
year so please keep it in a safe place. Your logbook is your record of your workplace learning and if
used correctly allows you to record what progress you are making towards achieving your agreed
goals and targets. This is all useful information when, in future, you may be applying for full-time
jobs, college or university. The information may also be used to help you to complete your BHS
online profile.

Attendance
You are expected to maintain a good attendance record whilst on work placement.

You must inform the employer and the School immediately if you are:
going to be late
ill
attending an appointment
siting prelims
required in school for any other reason during your work placement slot

Please note that the school does not inform the employer of pupil absences. It is your responsibility.

DO NOT LEAVE YOUR PLACEMENT WITHOUT NOTIFYING YOUR EMPLOYER AND THE SCHOOL! If, for
any reason other than illness, you are unable to return to your placement, you will be required to
come into school for the duration of work placement.

Please note, the employer will be monitoring your attendance and absences will be subject to
procedures in accordance with the school attendance policy.

What if things go wrong?

It is very rare for placements to go wrong. Usually when things go wrong it is because expectations
have been high or unrealistic. You will be treated like a junior member of staff and at times you
might not like what you are doing but we all start our careers with tasks we don’t like to do — that is
normal!

Hopefully your placement will be interesting, worthwhile and enjoyable but if you do have a serious
concern, talk to your employer supervisor or contact the Work Placement Coordinator on 01250
871253 or by email - mlawrence@pkc.gov.uk.

Please remember that usually any concerns or worries can be fixed and it is extremely rare for a
placement to fail.

Pupils with Additional Support Needs

The Work Placement Coordinator will liaise with school departments, including Learning Support and
pastoral teams, to ensure that no pupil is treated any less favourably than any other pupil during the
work placement process.
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All pupils will be encouraged to actively take part in work experience, whilst taking into account any
additional support needs. The school will support and assist those that need additional help
wherever it is possible or resources allow.

How can Parent/Carers support?

In advance of a placement parents/carers will be invited to give permission for the opportunity to
take place. When considering the type of place your son/daughter should look for, please talk with
them about where they might like to work, help them to find their own placement(s), rehearse
telephone calls and proofread their application(s).

During the placement, please support your child by talking to them and encouraging adoption of
good work habits eg punctuality, appropriate dress and behaviour and an understanding of their
position in an adult environment. They may be in a junior position and that might mean they are
doing tasks they do not enjoy. Explain that this is normal and everyone has to start somewhere. Help
keep them motivated by being interested in how their day has been and make sure they complete
and share their Log Book. Sympathise if your child is not enjoying their placement, without being
overprotective. Help them to stay positive and focus on the new skills that they have learnt; often
lessons are learnt the hard way but rewarded by gaining valuable experience and knowledge of how
the real world works. If your child is genuinely experiencing difficulties please contact your
son/daughter’s Guidance teacher or the school Work Placement Coordinator on 01250 871253.

SCQF Employability Award Level 4

The WAVE Work Experience course includes a compulsory SCQF Level 4 award in Employability,
which commences at timetable change in May.

In order to pass the award pupils must complete a course booklet on a range of Employability topics.
From August, S4 pupils will complete the booklet on a weekly basis in class. S5/6 pupils will complete
the booklet at home. Pupils who require any additional support on any of Employability Award units
can speak to Melissa Lawrence or Sandra Whamond in the Careers Office.

Please note this is a compulsory part of the programme, and pupils who fail to make sufficient
progress with their award units will be withdrawn from their placement until they have caught up
with their work.
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