Session plan

PREPARATION FOR WORK

APPLYING AND PREPARING
FOR WORK EXPERIENCE

AT A GLANCE
This session will help learners to prepare for and undertake work experience in an area
that interests them. They will take part in a range of activities, which will allow them
to engage with, improve and review their own skills and strengths when working with
others. This session has been split into two parts: the first is focused on finding a career
they’re interested in and applying for a placement, while the second is designed to
support them once they have secured a placement. You can use these activities in
isolation or integrate them with your existing lesson plan.

CURRICULUM LINKS
•

Gatsby Benchmarks
2 and 5 (England)

LLN OPPORTUNITIES
•

Reading bus times/
schedules

•

Navigating using maps

•

Filling in forms

•

Practising formal
writing styles

QUALIFICATION
OPPORTUNITIES
•

Experiencing the
world of work - LO: Be
able to plan for work
experience

LEARNING OUTCOMES
•

Understand the benefits of work experience

•

Learn how to research work experience

•

Prepare for work experience

ACTIVITIES
ACTIVITY

TIME

PAGE

Work experience: What’s out there?

45 minutes

03

Finding a work experience placement

45 minutes

05

Goal setting

30 minutes

08

Planning travel and attendance

30 minutes

09

Keeping yourself safe

30 minutes

11

5 minutes

12

Wrap up
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WORK EXPERIENCE: WHAT’S OUT THERE?
This activity will introduce learners to the concept of work experience, before looking
at the different types of placement they can come across.

TIME REQUIRED
45 minutes

MATERIALS
•

Microsoft Word, Google
docs or similar platform

•

Access to the internet

WORKSHEET
•

Activity 1: Types of
work experience

ACTIVITY STEPS
1. Start by asking the group whether they know what work
experience is. Do learners know anyone who has done work
experience before and if so, what was it?
2. Encourage the group to discuss the possible benefits of a work
experience placement, before having a short discussion to gather
some answers. Encourage them to think about questions such as:
•

What skills might they gain?

•

How could they use these skills?

•

How will work experience support them in the future?

3. Ask the group to imagine what they think a day doing work
experience looks like, before asking a few volunteers to share
thoughts with the class. Explain that there are a range of work
experience options out there, with different timescales and
outcomes.
4. Split learners into smaller groups and give each of them a type of
work experience:
•

School or college work experience placement

•

Placements on work-related courses

•

A traineeship

•

Work shadowing

•

Workplace safaris

•

Internships

•

Year placements

•

Insight events

•

Gap year and year abroad experience

5. Ask each group to research their allocated type of work experience
and write their definition on the ‘Types of work experience’
worksheet. They need to describe what it is, what its benefits are
and find a placement of this type that’s currently available. Then ask
them to share it with the class. As they share, make sure everyone
listens actively so that they can complete the definition on their
worksheet and ask questions if anything is unclear.
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When all the groups have fed back, spend more time leading a discussion around virtual forms of
work experience. Do they understand what virtual work experience is? If needed, explain that this is
where people take part in work without physically travelling to a work place. It can involve working
and meeting employers and colleagues through online platforms and video calls, as well as doing
work independently. You may also want to add that virtual work experience is available across a
number of sectors, but is particularly useful and appropriate in certain industries, e.g. digital and
technology, banking, insurance, IT, law and marketing. However, don’t let this discourage learners –
there are lots of other sectors where virtual work experience is becoming increasingly available, such
as construction, film and media, even drama and the arts, so there are lots of options even for those
who don’t have any other placement routes available to them!
6. Generate a discussion around the skills needed for a virtual work experience placement. Are there any
that learners think would be similar or different to an in-person placement? One particular example
should be digital communication. While both in-person and virtual work experience will require
strong communication skills, the latter will require candidates to navigate a number of digital tools
whilst ensuring that they can express themselves clearly, present themselves in a professional way
and communicate their ideas to employers and colleagues. This is important for many facets of the
process, from interview to the job itself.
For further ideas around how to develop young people’s digital skills for virtual work experience,
check if your local authority or council has any specific guidance for your area or explore the links in
step 8 below.

7. Split learners into smaller groups and ask them what they think the benefits of a virtual work
experience would be. Examples include:
•

They will build on their communication skills

•

They will help them learn the importance of collaboration

•

They will develop digital skills that are increasingly important for the world of work

•

They will feel better prepared for online interviews and remote or flexible working in the future

•

It means that they can access work experience and build skills even if they’re unable to travel or be
physically onsite for any reason

•

It allows flexibility to those who have reasons that they can’t work a strict 9-5 day, e.g. those with
children or who care for others

8. Direct them to the below organisations that offer online work placements and further information.
•

www.prospects.ac.uk/jobs-and-work-experience/work-experience-and-internships/virtual-workexperience

•

careerready.org.uk/what-we-do/virtual-work-experience/

•

www.springpod.co.uk/virtual-work-experience/
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FINDING A WORK EXPERIENCE PLACEMENT
Through this activity, learners will be encouraged to conduct their own research to find
a work placement.

TIME REQUIRED
45 minutes

MATERIALS
•

Microsoft Word, Google
docs or similar platform

•

Access to the internet

ACTIVITY STEPS
1. To help learners get started on finding their work experience
placement, ask them first to list their top three dream places
they would like to work. Some might list their top three straight
away, but if they’re not sure, ask them to think about the subjects
they enjoy the most and their top skills or strengths. Explain that
these can be a good foundation for helping them explore the
placements that would be best suited to them.
2. Share these helpful websites to get them further researching
some possible roles:
•

icould.com/

•

www.prospects.ac.uk/job-profiles

WORKSHEET

•

careerready.org.uk/contact-us

•

•

careerconnect.org.uk/services/#engaging-young-people

Work experience
portfolio

3. Once they have found a job role they would like to get insight into,
ask them to research a specific work placement that is available.
Highlight to learners that, as well as looking at what they enjoy,
it’s important to consider where they will find the widest range
of opportunities. It can be useful to start their search by thinking
about both these factors – can they find a job which ticks both
these boxes? If it does, this is the perfect situation, as it means
they’ll be best placed to easily find a job that they love doing and
which offers them lots of opportunities to succeed in the future!

For these first few steps, you may want to highlight some
sources which are more specific to your area, so that learners
can start linking their career planning to local opportunities.
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Encourage learners to create a profile or case study of a sector that is of particular interest – an
example has been provided below to help guide their response if needed.

SECTOR: HEALTH AND SOCIAL CARE
WHY APPLY FOR A ROLE IN THIS SECTOR:
The health and social care sector is about treating health and medical conditions, and helping
people with day-to-day living needs due to disability or illness. The sector covers NHS and private
hospitals and medical centres, as well as care homes, nursing homes and day care. It also includes
the pharmaceutical and bio-technology industries which make and develop drugs and treatments.

EXAMPLE JOBS AVAILABLE IN THIS SECTOR:
•

Social Worker: help protect vulnerable children and adults from harm or abuse, and support
people to live independently. Salary range is £24,000 – £40,000.

•

Doctor – General practitioners (GPs): doctors who provide medical services to people in their
local community. They prescribe medicines, give advice about treatments and perform minor
surgery. Salary range is £37,000 – £87,000.

•

Ambulance dispatchers: decide how to handle calls made to 999. They might send out an
ambulance or in extreme cases talk a caller through an emergency situation until help arrives.
Salary range is £18,000 – £21,000.

4. Learners should email or tell you about the job opportunity they have found at the end of the session.
For safeguarding, you will then review it outside of the session to ensure that it is appropriate. Be sure
to check the company’s credentials and what information the young person is giving to them.
When looking at your learners’ different placement choices, it’s important to assess whether the
opportunity will provide them with a high quality experience that aligns with the requirements
of your career strategy. If you haven’t already, you may find it useful to refer to the Careers and
Enterprise Company’s ‘Making it Meaningful’ guidance, to highlight the essential components of a
good quality work experience.

THESE ARE:
•

The learning outcomes are defined, based on the age and needs of learners (Work with each
learner to decipher what their specific needs are)

•

The learner meets a range of people from the workplace (Liaise with the employer to ensure
whether online or in-person, the student will meet a good selection of staff)

•

There is extensive two-way interaction between the learner and employees (Speak to both the
learner and employer to reiterate how important communication is)

•

The learner must perform a task or produce a piece of work relevant to that workplace and
receive feedback on it from the employer (Explain to the employer that they must set the learner
a task that they will then have to feed back on)
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5. Once you’ve agreed with each learner their placement, explain that they should think about starting
a work experience portfolio. A work experience portfolio is a short collection of documents that,
brought together in either a print or electronic format, demonstrate the skills, personal attributes and
work-related knowledge that they have acquired as a result of their work experience. Hand out the
‘Work experience portfolio’ and direct them to the resources below, which will provide additional
information on work experience portfolios.
6. Once they’ve completed the ‘Planning to apply’ section of the portfolio, encourage learners to write
a short paragraph requesting this placement and explaining why they should be the ones to get this
work experience. You can then have them email or call the employer; or, if you prefer, you can email or
call the employer using the paragraph the learner has provided alongside your own covering note.

If the websites you’ve provided learners with do not offer them the types of placements they would
like, you may want to do the following:
•

Ask them to look at companies in the local area that suit their dream placement better e.g.
publishers, retail outlets, local newspapers. Ask them to choose three and note down the
contact number or email for each

•

Next, encourage them to pick the organisation they would most like to work for out of the three,
and write a paragraph explaining why they would love to do a work experience placement. Tell
them they need to really sell themselves and make sure their passion shines through

•

Email the organisation with each learner’s paragraph, along with some information you have
written about the young person applying and send it off to the organisation. If their favourite
company/organisation doesn’t offer them a placement, ask them to write a paragraph for their
second favourite and then again, their third
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GOAL SETTING
Learners will use the following steps to start planning how to take part in and make
the most of their placement. This and the subsequent activities will take place at a
later date, once learners have been offered a place. They will have created their work
experience portfolio in the interim.

TIME REQUIRED
30 minutes

MATERIALS
•

Microsoft Word, Google
docs or similar platform

•

Access to the internet

WORKSHEET
•

Work experience
portfolio

•

Work experience
statement

QUALIFICATION
OPPORTUNITIES
•

State/describe where
you will be going on
work experience

•

Identify/state/describe
skills you hope to gain

•

Outline the dress code
required

ACTIVITY STEPS
1. Once they’ve had their placement confirmed, ask learners to
complete all the sections in step 2 of the ‘Work experience
portfolio’ with the place they are doing the placement, the dates
they will be there, the main contact there and how they will get
there (this may not be relevant if the placement is virtual).
2. Ask leaners to turn to the ‘Work experience statement’ at the end
of their worksheet document and explain that these are what their
employers are going to complete at the end of their placement.
Highlight that it’s important to think about what their employers
will expect of them, and therefore what they should expect of
themselves in order to do well during their placement. Note that
some areas may not be relevant to those taking part in virtual work
experience.
3. Ask learners to decide which of the performance indicators they
think they will do well on and which ones they think they will have
to work on. How much will this inform the types of goals they
will set themselves for the placement? Is there a particular skill
they will be looking to develop or build on, or a particular area of
knowledge they will want to improve in?
4. In ‘Step 3’ of the portfolio, ask learners to write down SMART
objectives (Specific, Measurable, Attainable, Relevant, and TimeBound) around what they want to achieve. This could relate to a
skill, knowledge of the sector, a personal goal or action e.g. meet
new people, network, become more confident etc. At this point,
learners should also complete the first column of the table which
asks them to describe what they expect it will be like. They will
return to this once they’ve finished their placement to see how it
compared in reality.
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PLANNING TRAVEL AND ATTENDANCE
In this activity, learners will continue to build on their portfolios, this time looking at
the practicalities of how they will get to or attend their placement, whether it’s in-person
or virtual.

TIME REQUIRED
30 minutes

MATERIALS
•

Access to the internet

WORKSHEET
•

Activity 2:
Work experience
portfolio

QUALIFICATION
OPPORTUNITIES
•

Plan own journey to
ensure you arrive on
time

ACTIVITY STEPS
1. Ask young people to research how they are going to travel to their
work experience placement. They should choose the best mode
of transport to use and work out what time they need to leave to
make sure they’re there on time.
2. Explore different ways of finding this information. Most young
people will be familiar with Google Maps or Citymapper – can they
identify the routes they would take if they were travelling by car,
public transport or walking?
You may also want to share some local transport websites to
help guide their search further.
Alternative, non-digital ways of finding this information are:
reading a bus or train schedule and identifying which mode of
transport (it may be both) will get them there on time, or using a
map to figure out the quickest route on foot.
3. Ask them to list the different routes they could take and get them
to choose which one they’d prefer to take. They can then complete
‘Step 4’ of their portfolio.
4. When completing their answers, make sure learners clearly record
the travel time. Have they allowed any buffer (i.e. extra time in case
they get delayed)? Mindmap the possible challenges they could
face e.g. bad traffic, cancelled trains, getting lost. Consider some
ways that they would get around these challenges and stay calm if
something goes wrong. You could look at the ‘stress management’
session to further explore, in particular the activities around coping
strategies and the breathing exercise extension.
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If any learners are doing a virtual placement, make sure they know that they still understand the
importance of presentation and preparedness. Split these learners into a separate group and ask
them what they think they will need to do to present themselves well.

EXAMPLES ARE:
•

Wear appropriate clothing, don’t look messy

•

Make sure their internet connection is strong enough, and that they have the software e.g.
Microsoft Teams or Zoom so they can participate and attend meetings

•

Is there anything they need to have with them? E.g. a notebook for meeting notes? Or a
completed task that they’ve been set?
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KEEPING YOURSELF SAFE
This activity will invite learners to undertake research into the importance of health and
safety in the workplace.

TIME REQUIRED
30 minutes

MATERIALS
•

1. Split learners into small groups of three or four and ask them to
investigate the following:
•

Health and safety at a desk; how should you position your chair
and computer? What risks are there if you get this wrong?

•

Health and safety clothing; what clothes might you wear as a
fireman; construction worker; factory worker to make sure you
stay safe whilst you’re working?

•

Health and safety in different settings: you might be required
to do some lifting or some amount of physical activity; do you
know how to keep yourself safe whilst doing this?

•

Health and safety awareness: what should you do if there is
a fire or an accident at work? Every workplace should have a
person responsible for first aid and a fire marshall; do you know
what these people do?

•

Are there any other risks or health and safety issues that might
come up in the specific industry or workplace you are hoping
to go to?

Access to the internet

WORKSHEET
•

ACTIVITY STEPS

Activity 2: Work
experience
portfolio

2. Learners should then present their findings to the rest of the group.
If there is enough time to prepare and deliver this presentation to
the group, it could count towards their Presentation Skills unit.
3. Using their portfolios, learners should then complete step 5 around
health and safety for their placement.
If learners are doing a virtual placement, make sure they know
that they still need to look after their mental and physical health
during their placement. Ask them what they think they will need
to do to ensure this.

SHARE THE EXAMPLES BELOW WITH THEM:
•

Taking regular breaks

•

Going for a walk to get some fresh air

•

Make sure they keep their normal routine e.g. three proper
meals
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WRAP UP
Finish the session on a positive, enthusiastic note by emphasising what a brilliant
opportunity it will be for learners to take part in work experience. Not only will it give
them valuable opportunities to learn more about the world of work, develop skills
and make them more employable, it’s a great chance to meet new people, forge new
friendships and get new perspectives on the world!

WORKSHEET
•

‘Wrap up’ handout

ACTIVITY STEPS
1. To give them an example of what a positive experience looks like,
and recap the various learnings from earlier in the session, read out
Luke’s story below before encouraging young people to answer
the following questions. If easier, you can share the handout with
learners so they can read it themselves.
•

What were some of the main benefits Luke got from his
placement?

•

What skills and new things did he learn?

•

What did Luke do to makes sure his placement was a
success?

•

What can they learn from Luke’s work experience story to
make their own placement’s a success story?

2. Wrap up by answering any final questions they have about
everything you’ve gone though today e.g. the process, next steps,
documents they need to fill in etc. Wish everyone the best of luck
and reassure them that you know they’ll do a great job!
Hi, I’m Luke, I’m 16 and I live in Greater Manchester. My favourite
subjects are Physics and Design Technology. I’m obsessed with
understanding how things work and fixing things – I’m your
go-to person if anything’s broken, whether it’s a phone or bike
chain! After a bit of initial research, I decided that a career in
manufacturing would be a good fit, as it matches a lot of my
skills and interests, like hands-on design, mechanical skills and
problem solving.
I went on my local council’s career website to find out what my
overall prospects might be if I wanted to go into a manufacturing
career. They had loads of helpful fact sheets for different career
sectors.
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I looked up on a job website what manufacturing jobs were available in Greater Manchester, and
came across a Production Engineer role. This job requires you to work with the production team in
a factory to identify and carry out improvements to production machinery to improve its efficiency.
This really appealed to my love of machinery and mechanisms so I thought it sounded perfect.
I then used LMI (Labour Market Information) websites to do further searches on this role; the results
showed me that not only was the pay good, but the workforce is predicted to grow by 5.1% over
the period up until 2027, creating 3,300 jobs. In that same period of time, 39.9% of the workforce is
predicted to retire, creating 25,700 job openings. Not only did it link with my interests and skills but
the industry also has a bright future too.
I knew that I wanted to do a work experience placement centred on manufacturing and managed
to get a placement at The Manchester Manufacturing Group with their brand ‘Citrus Rain’. This
company is a manufacturer of bespoke fabric printed products.
During the placement, I got to learn so many new skills, shadowing one of their Production
Engineers. I also made some great connections, people who will both be great contacts to have for
work in the future and real friends for life! They taught me so much about the industry, but I also got
to hear about them, their lives and families. It was a great way to meet people outside of college
who I have real mutual interests with.
I was nervous before I started my placement, but now I feel so much more confident about getting
into a job. Knowing more about the sector and seeing that it really is the right fit for me has made me
really excited about the future. I can’t wait to see what opportunities I can make the most of next!
3. When learners have completed this session, they can complete the ‘Completing and evaluating work
experience session’, which will help them take note of their experiences on their work placement and
reflect on what they’ve learnt.
4. If any learners are lacking confidence or seem worried, the ‘Confidence building’ session will enable
you to explore techniques to help them feel confident and prepared to take work; it also has a useful
activity around understanding of the types of traits/skills employers are looking for.

Session plan:
Applying and preparing for work experience | 13

