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October 2026

Dear Sir or Madam

Re: Year 10 Career Development Placement Application (formerly known as Work Experience)

At North Halifax Grammar School Year 10 students are preparing to embark on their Career Development Placement which will take place in the summer term of Year 10. This experience is planned as an integral part of their careers education.  If you have accepted one of our students for a Career Development Placement in the past we would like to thank you for your support.  Students find Career Development Placements a valuable opportunity and in most cases, placements report that having one of our students has been beneficial to their organisation.

This year’s placements will take place across 3 days, from Monday 7th June to Wednesday 9th June 2027. To ensure full compliance with updated statutory Keeping Children Safe in Education (KCSIE) guidance, placements for under-16s are capped at 3 days. Under KCSIE regulations, supervising a student for more than 3 days in a 30-day period triggers 'regulated activity' rules, which would legally require workplace supervisors to undergo Enhanced DBS checks. Limiting the placement to 3 days avoids this administrative requirement for your organisation while allowing students to gain meaningful workplace experience. In order to make the experience as realistic as possible, we have asked students to arrange their own placements.  They have been asked to identify organisations which might provide an interesting placement for them and submit their CV and letter of application accordingly.

The placement is intended to help students develop a greater appreciation of employment issues and the world of work, while at the same time providing an opportunity to build self-confidence and take personal responsibility for their actions.

Safeguarding & Placement Guidelines
Under KCSIE guidance, work experience placements for secondary students under 16 are not classed as regulated activity. Consequently, employers cannot carry out Enhanced DBS checks on existing staff solely for hosting a placement. To ensure student safety and compliance:
· Students cannot be placed in isolated 1-on-1 environments or unmonitored lone-working settings (e.g., working from private residential addresses, home-working, or sole-trader sole-occupancy settings).
· Placements must provide appropriate supervision and established safeguarding arrangements in a structured, professional setting at all times.

As employers we ask you to:

· Arrange a mutually convenient time with the student to carry out a pre placement interview
· Provide a brief description of daily tasks and duties
· Go through health and safety procedures with the student on their first day of placement
· To help make the process as smooth as possible, the school is using the Morrisby platform to manage work experience placements. Students will record their placement details through Morrisby’s Work Experience system. Once submitted, you will receive an email (from no-reply@morrisby.com) containing a secure ‘magic link.’ This link will take you directly to the form where you can review the placement details and provide the necessary information required when hosting a student.  The form will give you all the necessary information required as part of our Safeguarding policy and what information is required.
· Complete the feedback via Morrisby. Once the student has completed their Career Development Placement you will receive an automated email from Morrisby requesting this.
· Inform the school of any absence / non attendance – this is very important. Please contact the school on 01422244625 or email studentabsence@nhgs.co.uk to report the absence as soon as possible after their agreed start time.

Students are asked to keep a diary as a record of the placement and time will be allocated to evaluate outcomes on their return to school.

We have very high standards and we expect the highest standards of behaviour from our students.  We trust the placement will be a positive experience for everyone concerned.

We do hope that you will agree to accept our student for their Career Development Placement but if you have any queries or issues you would like to discuss beforehand, please contact me at L.Manley@nhgs.co.uk or call 01422 244625 at school as soon as possible.

Yours sincerely
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Mrs Louise Manley
Careers Adviser and Coordinator
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