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Career Development Placement Application – A Step by Step Guide

Detailed below is the step by step guide to applying for your Career Development Placement.  If at any time you require help or advice, please speak to Mrs Manley in the Careers Office.

You should tick each step as you complete it.  You will then be able to keep up to date with the progress of your application.

· Step 1
Have a look at the materials shared with you on the Careers Google Classroom. If you have not already joined, here is the link: Year 10 Careers Google Classroom

· Step 2
Decide what area of employment you would like to work in i.e. law, banking, construction, leisure, medicine, etc. and then decide which company/companies you want to apply for a placement with. The booklet we have shared with you will be a good starting point.

· Step 3
If you experience difficulty in finding your own placement and would like some help, please speak to Mrs Manley in the Careers Office as soon as possible for advice. You should then follow steps 4 to 6.

· Step 4
Make a phone call to the company to find out if they accept students for placements and if they have availability for the dates you need, get the email address for the person you need to make your application to in writing. This will save a lot of time waiting for them to reply to your email. There is a flow chart to help you.

· Step 5
Send a covering email detailing why you are applying to them for work experience, what you’d like to gain from the placement and why they should consider your application, to the company of your choice. You should attach a copy of your CV for their attention.  Have a look at the sample covering email and CV in the Career Development section on the school website to get an idea as to what your CV should look like and what information it should contain.
You must also attach the ‘Letter to Employer’ from school with your application for a placement.

Make a follow up phone call if you do not hear anything within 2 weeks.

· Step 6
When the employer confirms that they are happy to take you on, Add the placement to Morrisby under the ‘Progress’ tab as soon as possible. They will receive an automated email to confirm they can take you. Next, your parents will receive an email asking them to confirm you can attend and then finally the coordinator at school will receive an email asking them to approve the placement.

· Step 7
A couple of weeks prior to the placement, you must contact the employer to confirm final arrangements. This is very important as employers’ situations can change over the months of arranging a placement. If the placement is likely to fall through it is better to find out sooner rather than later.

· Step 8 Enjoy your Placement!!! 
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