Leicestershire

Education Business Company

WORK EXPERIENCE
2025/2026

Castle Mead
Academy




WHO ARE LEBC?

WORK EXPERIENCE

LEBC - Leicestershire Education
Business Company



https://www.leics-ebc.org.uk/
https://www.leics-ebc.org.uk/

WHAT IS WORK EXPERIENCE?
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A one-week work A chance for you to A fantastic way to
experience experience areal gain new skills and
opportunity working enhance

environment transferable skills



YOU ALL HAVE THE
OPPORTUNITY TO TAKE

PART!

PLACEMENT DATES:
27™ April 2026 -
2"d May 2026




BENEFITS OF WORK EXPERIENCE




BOOSTING YOUR TRANSFERABLE

COMMUNICATION

TIME

MANAGEMENT \
®
TEAMWORK v ADAPTABILITY



WHAT DO STUDENTS HAVE TO
SAY?

859, of students now feel that they can make a
positive contribution to the workplace

79% of students feel more confident following
their placement week

80% of students feel they have improved their communication
skills

70% of students say they have developed new skills.



STUDENT FEEDBACK

“l loved my experience at my placement it was so beneficial and made
me more confident, my employer was kind,... as well as the whole team
they were so supportive and patient with me throughout the whole
week."

“I have really enjoyed and had a good time helping out, my employers
have noticed this too and in the future I'm hoping to do an
Apprenticeship there.”

“I think that work experience is very beneficial and | felt less concerned
about the future by the end.”







THE REALITY




THREE IMPORTANT DOCUMENTS
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STUDENT GUIDE
TO WORK
EXPERIENCE

o

DIRECTORY

LIE[BIC

Leicesterihire Education Business Compary

WORK EXPERIENCE PLACEMENT APPLICATION FORM 2023/2024
START DATE: END DATE: TUTOR GROUP:
STUDENT DETALS

Vale [ Female O

Fert Name Surname — Dasectlinh /.. [
Homae AdSress S Pestcose
SELF PLACEMIENTS

A Se¥f Placerment i compusory for: DANCE, MEDIA, THEATRE. UNIFORMED SERVICES and NHS HOSPITALS. Please DO NOT put
these 23 3 preference below as we will be unable to find you 2 placement and this will delay your appication!

WORK EXPERIENCE PREFERENCES

* SPORT ANO LEISURE: Leisure Certres may require you 10 complete 3 swim test. ¥ you Cannot swim 25m please let us know on
the back page

4 SICTION 25 These sectons are in high demand with low svadabiity, A self-placesent i recomemmnded.

Pleate chocse § secton froem the tactions below. You can have 3 munamm of § (holoe 0 ection 2.

Butiness Admirastration, Hair and Besuty Information

Fioance & Legst Techociogy
Construction & the

Engineering & Manufacouring * Spor, Active Leiswre & Tourism
Bt frvwronmaert

Emviroreeecsl & Fersd Bu
Lang-Based Seusies ress Creative and Meda

Educancs, Trameg snd Orilacwre Catering & Hospealty Heah and Care

Pleate provide the preferred job role (rom the sTudent dwectory) for o sectors
Sector 1 Job Bole
Secrer 2000 Raie.

Secter 3 J00 Rois.

¥ yeu chose TEACHING ASSISTANT then please tell us what primary school you ittended

APPLICATION FORM

EB SELF PLACEMENT FORM 2023/24

Iﬁﬂlﬁwilﬁxllﬂﬂﬂumlfw
School Name

Student - This form i fo be taken to the company you wish to work with and be completed by your smployer

Please nobe you can only find 4 Sei-Placement in Leicestershine and the following areas: Derbyshive, Rugby
Hominghamshine, Lincolnahie and Rutlsnd, Momhamplonshind, AMarsione. Hunsalon and Gaghiomh, Addmonal
charges may be ncurned

Important: students please note you must complete the front and the back of thix form!

Employer - Please complele this form fully and return lo the student ASAP

I yois hawe not previously ofered work expenence, one of our Employer Assessons will $hortly be in 1ouch 1o aTange
a briel meeting io ensune fhe information held on cur database aboul your ceganisaion is both accuraie and
saiisfactory. Please ensure you provide a valid confact number Bhal you can be reathed on during ihe week bebwessn
Sam and Spm

InsuUrance - VWhen students are on work expanience they are cassed a3 employees and we ask that you conem
Below Al you have hese insurances cthenvise e placement cannol go ahead  The Empleyer Assessed will nesd
fo see the cericales when they visi

Do you have Employers Liability Insursnce? YES MO Pubbc Liabiity Insurance?  YES  NO
o o o o

ALL DETAILS ARE TO BE COMPLETED
Student Nams . = Plasamant dates
CoempanyBusiness Name

Addreas

Phone Humber

Coepany Cosiact Full Name

Cempany Contact Positica

Work Experience Rode (6.9, Ofice Assistant)

COMTACT SIGNATURE .ovocveaievaecssssnvissansas PRINT NAME .ocvoovcvamisramiasissssnnsiss BATE oosismsmsanianenios
By ks form | ponsent o LEBC heolding my personal detal bor he purpases of thes plsoement | understand fhat | can

sgring my L]
ak tor ey ciris B be permarsndly rermoved o the records followsng my plscement and Biad ke makos Bres nequesd | have B send an
el b portact g EHeol-40s o U

L0 EY{T] R —— L LT ORI ———— || | -PR——

Privacy Stabement = Ve B B2 oeap in Souch wilh o sbout e serace in which you ane pardopaiing and ofher senaces we offer i
young pboche. W vl v Sl your dats il wa promins ko kiep o etals safe and secure. Yiou cen change your mind sty
et by eenailing ponkechsiecs-be oro uk For further details on how your dabs i used and sloned, plesse il wene Wics

e

abe org ukpvaeypolioy

SELF-PLACEMENT FORM




’ SELF-PLACEMENTS! ‘
WHAT IS A " @ @ BENEFITS OF A
SELF-PLACEMENT? : A SELF-PLACEMENT

A=\

THE CHOICE IS
wW ‘ ’ '
HAT SHOULD I DO? 0 @ é @ YOURS!I!




SELF-PLACEMENT FORM

YOU WILL ALL HAVE ACCESS TO THE SELF-
PLACEMENT FORM.

THE EMPLOYER NEEDS TO COMPLETE ALL OF THIS
FORM AND SIGN IT (IT WILL NOT BE ACCEPTED IF IT IS
FILLED OUT INCORRECTLY OR NOT SIGNED)

THE FORM MUST BE RETURNED TO SCHOOL BY THE
DEADLINE!

ALL EMPLOYERS MUST HAVE EMPLOYERS LIABILITY
INSURANCE.

THE FORM WILL NOT BE ACCEPTED IF THIS FORM IS
COMPLETED/ SIGNED BY YOURSELVES OR COPIED
FROM A PEERS' FORM.

2} Frog Island
Leicestar
LE3 5AG
Tel: 0116 240 T270 Fax: 0116 240 7004

|SELF PLACEMENT FORM 2025/2026

Student - This form is to be faken to the company you wish fo work with and be completed by your employer.

Plzase nofe you can only find a S=li-Flacement in Leicestershire and the following areas: Derbyshire, Rughy
Mottinghamshire, Lincolmshire and RBuiland, Morthamptonshire, Athersiops, Munsaton and Bedworth. Additional
charges may be incurred.

Important: students, please note you must complete the front and the back of this forml!

Employer — Fleass complete this form fully and returm to the stedent ASAP.

If you hawe not previously offered work expersnce, one of our Employer Assessors will shorily be in fowch to amange
& brief mesting fo ensure the infoemation held on cur datebase sbout your organisstion is both accurste and

satisfactory. Plesse ensure you provide a valid contact number that you can be reached on during the week between
Bam and Spm.

Insurance — YWhan students are on work experience, they are classed as employess and we ask that you confirm
below that you have these insurances otherwise the placement cannot go ahead. The Employer Assessor will nesd

to s the cerifficates when they visit.

Do you have Employers Liability Insurance? ¥ES MO Fublic Lisbility Insurance? YES  NO

O O O O
ALL DETAILS ARE TO BE COMPLETED

B T = == Placemant dates: ...t e e _

Fhone Mumber ... ..o = PP J—
DT Tt =l T o =
BT T T R =l L

Waork Experience Fole (e g, O A mm mt . et it et e coe e et e e e o et e e e e aan e e e

CONTACT SIGMATURE ......ceeoeeeeeeeeeeeeeeeee . . PRINT NAME . DBATE e
By =igning this farm, | conzant o LEBC halding my personal detais for the purpaesas of aranging this placement. | understand that |
can ask Tor my data o be permanently remasaed fram the records following my placement and that & make this reoueess | have bo sand
an email B contaciusibcs-abe arg.uk

TEACHER SIGNATURE ... PRINTNAME .. DATE .

Privacy Statemant - We like o keep in fouch with you about the serdos in which you are padicipating and ather serdices we offer o
woung pecgle. We will never seld vour dads and we promise to kesp yvaur details =afe and secure. Yau can change vour mind ai any
tirme by amailing canlschusi@leics-ebe org.uk For further dedais on how your data is weed and stored, pleass visit

AR i e oyl oriva s licy



WHAT HAPPENS NEXT?

A self-placement means that you are more in control. Think about sectors and
potential businesses that interest you. Think about whether you know someone
who is already in that sector/employment — consider your networks of family and
friends.

« Research the company beforehand — find out more about what they do, their
values and ethos.

* Be proactive — use your summer break to approach potential employers to ask
whether they can host you. Call or write a covering email to approach outlining
why you want to do your work experience there and what skills you can bring to
the placement. We have included a template you can use in the next slide.

* The self-placement form will need to be filled out and signed by potential
placement.

* When we return to school in September, you will receive your directory and
application form to complete in careers sessions with your tutor and at home with
parents / carers. These are currently being updated for 2025-26.




Email/ phone call template

Note: Communicate via your school email account

PLEASE REMEMBER TO COPY IN WORKEXPERIENCE@CASTLE-TMET.UK TO ANY EMAILS DUE
TO SCHOOL SAFEGUARDING PROCEDURES.

Dear Sir/Madam [or name if you know it]
| am a year 10 scholar at Castle Mead Academy in Leicester.

| would like to enquire about a potential work experience placement at [company name], which | will be
available to carry out for one week from Monday 27t April 2026.

I'm keen on gaining some practical work experience in/as a [chosen sector of work], because [reasoning
for pursuing a placement with this specific company and sector].

| am a [relevant skills and attributes] scholar which can be shown in my [real-life examples that
demonstrate this - include examples both in and out of school].

If you are able to offer me a work experience placement, there is a short form that | will need to ask you
to complete.

| look forward to hearing from you soon.
Yours [sincerely/faithfully]
[Your name]


mailto:WORKEXPERIENCE@CASTLE-TMET.UK

PAPERWORK

You will each receive
paperwork regarding your
work experience placement
approx. 6 weeks before you
go out on placement.
This needs to be signed at the
interview BEFORE the
placement starts.

You will all get an electronic
copy sent to your emails.

INTERVIEWS

You need to call your
employer to arrange a
preplacement interview.
This is mandatory and needs
to be done within 5 working
days of having your
paperwork.

You will then go in and meet
your employer to go over
your working hours and what
is expected of you.

WHAT YOU NEED TO KNOW

WORKING HOURS/
BEHAVIOURS

Your working hours will be
on the paperwork that is
given to you. This also
needs to be discussed
with your employer at your
preplacement interview.
Please also make sure that
you are always respectful
and on your best
behaviour.

ASK QUESTIONS!

Don’t be afraid to ask
relevant questions as it
can often show you are

interested in the
company and keen to
learn more.



APPLICATION FORM

Please note we will be completing this application form with scholars
after the summer break.

YOU CAN HAVE A MAXIMUM OF 1 SECTOR CHOICE

IN SECTION 2!

SELF PLACEMENTS

WORK EXPERIENCE PREFERENCES

A Self Placement is compulsory for: DANCE, MEDIA, THEATRE, UNIFORMED SERVICES and NHS HOSPITALS. Please DO NOT put
these as a preference below as we will be unable to find you a placement and this will delay your application!

Section 1

Business Administration,
Finance & Legal

Do not tick Sport and Leisure if you are unable to swim.

Please choose 3 sectors from the sections below you can have a maximum of 1 choice in section 2.

Envircnmental &
Land-Based Studies

* SPORT AND LEISURE: Compulsory swim test for placements, details of the swim test are in the student guide.

Section 2

Information
Technology

Construction & the
Built Environment

Creative and Media




HEALTH CONDITIONS &
ADDITIONAL SUPPORT

HEALTH & ANY ADDITIONAL INFORMATION
Please indicate any illnesses or other factors that the employer should be made aware of, e.g. colour blindness, eczema, asthma,
. hearing impairment, epilepsy.

It is extremely important that you make us
aware of any health conditions you have or
any additional support you need. This will
help us make sure you get the right support
you need on placement!




TRAVEL AREAS

Think about where you live...
Some sectors are more difficult to secure depending on where you live!

* What is in your local
area?

» What are your bus routes
like?

» Canyou get a lift with NuneatonINCD
parents? | N
=

—
l/l ——\!a.
N 4 dvded ]

R\
" ~ .
-
A\

I 1

T




DEADLINE FOR ALL FORMS

MONDAY 29
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DO YOU HAVE

ANY QUESTIONS?

SPEAK TO YOUR SCHOOL CO-COORD
MISS ROBERTSON IF YOU NEED ANY S
PLEASE EMAIL CAREERS@CASTLE-TME

NATOR -
UPPORT.

LUK WITH

ANY QUESTIONS


mailto:CAREERS@CASTLE-TMET.UK
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