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Work Experience 2027 
Contacting employers to secure a self-placement
Self-placements

Self-placements are usually the most valuable placements for scholars as YOU have taken ownership and found this yourself. Think about the networks you have around you; family, friends, neighbours, local shops in your community and places you go to. Is there anywhere you would like to approach for a self-placement? Speak to those around you for support and suggestions, you may be surprised with some of the options available to you. You can contact potential employers in three ways: in person, telephone call and email. We will go through each method of contact below, with some brief tips and scripts.

In person

Once you have selected an employer to approach, you can take your self-placement form into the workplace to enquire about a work experience placement. Remember to stay confident, dress smart and be polite. Approach the employer and explain that you would like to work with them for work experience and ask if this would be possible. Let them know the dates of placement (week of 26th April 2027), and if they can support, have the employer/manager of the business complete the first page of your self-placement form. It may not always be a yes, but please do not let this knock your confidence, keep trying other potential employers.

Telephone call

When you make a phone call to a potential employer, it is important to think carefully about what you are going to say before making your phone call. Before you dial the number, ensure you have a piece of paper and a pen to make any notes. It’s also worth noting that they may put you through to a particular department or member of staff. You may need to introduce yourself again to the new person. See below brief script on what you could say:

“Hello, my name is………. I am a Year 10 scholar at Castle Mead Academy, and I would like to ask if it would be possible to complete my work experience with you week commencing 26th April 2027?” .......(wait to see what they say…
If they say yes, you can say,
 “Thank you so much, there is a short form I will need you to complete, am I able to come in and have this signed?” 
Continue to organise a time that suits you both to have page 1 of the self-placement signed. Keep this safe and hand this back into careers after the summer break.
If they say no…stay polite and say,
” Thank you for your time, have a good day, goodbye.”
Keep trying other potential employers and don’t give up!

Emailing

You could also contact an employer via email.  Please remember to correspond via your school email account and remember you MUST copy in workexperience@castle-tmet.uk and ask that they respond to all, to ensure that we can forward on any response to you. (This is due to safeguarding).


An example email:

Dear Sir/Madam [or name if you know it],
I am a year 10 scholar at Castle Mead Academy in Leicester. I would like to enquire about a potential work experience placement at [company name], which I will be available to carry out for one week from Monday 26th April 2027.
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].
I 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 can offer me a work experience placement, there is a short form that I will need to ask you to complete. 
Additionally, I would like to inform you that new safeguarding measures have recently been introduced, which means that Castle Mead Scholars cannot receive replies from external emails. Therefore, I kindly ask that you please use the "Reply All" function, and your email will be redirected to me via the central work experience mailbox.
I look forward to hearing from you soon.
Yours [sincerely/faithfully],
[Your name].
What if I am unable to find my own self-placement?
Please do not worry if you are unable to secure your own placement, we will be supporting all scholars to complete the digital LEBC application form, after the summer break. This form will allow LEBC to find you a placement in (hopefully) one of your 3 chosen industries. More info on this will follow in September 2026.
If you do need any support over the summer, or have any questions in general regarding work experience, please email Miss Robertson, the Careers Leader on crobertson@castle-tmet.uk or Miss Potter, careers admin on careers@castle-tmet.uk.
careers@castle-tmet.uk
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