


North Halifax Grammar School

All of Y12 will be off timetable and will be attending real life
Career Development (Work Experience)

19t to 23" April 2027
5 days
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North Halifax Grammar School

Work Related Learning in KS5 at NHGS

« Support with CVs, letters of application, application forms,
Interviews etc

* Mock Interviews

« All students will have Individual careers appointments with Mrs
Manley. These can be booked at a time to suit you.
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North Halifax Grammar School

Why Is Work Experience important?

* Young people are more likely to be successful in
their job hunt if they have done some good work
experience.

Over half of the graduate recruiters that took part in a research
study by Highfliers said that, “graduates who have had no
previous work experience at all are unlikely to be successful
during the selection process and have little or no chance of
receiving a job offer for their organisations’ graduate
programmes.”
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North Halifax Grammar School

Why Is Work Experience important?

* If you don’t yet know what career you want to do,
work experience is a perfect way to sample all the
career options out there.

 If you know what you want to do have a look at the
gaps in your CV or Application for University or
Employment and try to find something to address this.

It's a way of exploring different jobs
without actually committing to anything.

You can dip your toe in the water —
without taking the full plunge.
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North Halifax Grammar School

Why is Work Experience important?

« It's the best way to get a real sense of your chosen industry.
You'll get to speak to employees and ask them questions. You won’t know what
it's like until you get closer to the action.

* Doing work experience shows passion and interest.
Evidence that you have done work experience shows the employer that you are
motivated to get into a chosen career and that you've done your homework.

 If you're undecided about your career path, work experience

might just be encouragement you need.

If you do a variety of different work placements, you might find something you
are passionate about and get motivated.
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North Halifax Grammar School

Why Is Work Experience important?

« Work experience gently introduces you to the world of work.

* You get to learn the do’s and don’ts, get work place savvy and
learn to navigate your way through the jungle of office politics.

 Vitally, it'll give you an idea of the skills you might need to thrive
In the workplace.

 It'll help you identify your own skills and perhaps even highlight
the areas that you might want to work on and give you a good
understanding of your strengths and weakness.
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North Halifax Grammar School

Why Is Work Experience important?
* You might wow them so much that you'll be offered a job!

 It's all about networking. It'll help you build up contacts and, you
might even get a heads up about a future job or be
recommended to another company.

« And yes, work experience does give you something to put on
your CV and UCAS statement Great for your UCAS statement
— not every school gives the opportunity, don’'t waste it!

e www.allaboutcareers.com/work- expenence/whv -1S- Work—
experience-important/
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North Halifax Grammar School

Why is Work Experience important for future
employment?

A recent study by the National Foundation for Educational
Research (NFER) identified six key transferrable skills that will
count as much as qualifications in the coming decade.

1. Organising, Planning and Prioritising - organising tasks,
planning activities and prioritising workloads effectively.
Managing time and resources to achieve objectives.

2. Problem solving and decision making - identifying challenges,
analysing options and implementing solutions. Making
Informed decisions using evidence and judgement.

3. Communication - communicating clearly and confidently with
others. Listening actively and adapting messages to different
audiences.
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North Halifax Grammar School

Why is Work Experience important for future
employment?

4. Collaboration and Teamwork - working with others effectively
to achieve shared goals. Building positive relationships and
working successfully as part of a team.

5. Creative Thinking - generating new ideas and exploring
Innovative approaches. Challenging assumptions and
identifying opportunities for improvement.

6. Information Literacy — finding, evaluating and using information
effectively. Assessing evidence and making well-informed
decisions.

Jude Hillary, the economist who led the project for NFER, says

these human skills are what will allow people to get into and keep

work at a higher skill level, even while automation bites.

https://www.bbc.co.uk/news/articles
Living to Learn Learning to Live
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North Halifax Grammar School

Start now —
do not delay!!



North Halifax Grammar School
Use Morrisby to find out more about

your career interests and which
career types may suit you.
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North Halifax Grammar School

Career Development Experience at NHGS — Schedule
Step One:

Students decide what sort of career they would like to

experience.

Law?
Medicine?
Finance/Business?

The Arts?
Education?

Look at the previous placement suggestions, These
placements have accepted students in the past from
NHGS.

If you need help, talk to Mrs Manley or a member of the

Sixth Form Team
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North Halifax Grammar School
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North Halifax Grammar School

Make sure your CV is
up to date and got all
of your skills and
experience so far
listed
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North Halifax Grammar School

Safeguarding Students on their Career Development
Experience

Placements should not be arranged with Sole Traders as
they do not have Employers Liability Insurance to
safeguard students whilst on Career Development
EXxperience.
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North Halifax Grammar School

Step Two:

Call your chosen
placement and ask If they
take students for
placements.

Work experience flow chart

Choose a placement to approach to request a placement

Be brave

Frione call o placement

Yau:

“Hi, my name =
and I'm a student at Morth Halkfax
Grammar Sehood, | wondared if you
accept tudents far wark esperience
placements

Reply from placement

‘r'is Fﬂfﬁ_’

'‘‘‘--—._,___‘_‘_‘_‘_‘“7\.III:|

You:

“Thal's fantastc; do you hawve any
watanties fram Monday 8% Juns fo
Friday 12° Juna 2028

Jr

= NU_}

Yag

Wau:

“Thank yau very much for aking my
call. Goadbye.”

You couid siways take this
appounty fo iy fo gat some work
axparienca during e schoal
hoWda s iF yoo realy wantad i 9o

Yau:

“Thank you, phesss could pou penl
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the paparsork o you. Please could |
e your rame and email or pastal
A regs ™

“Thank yau very much for laking my
call. Goodbye.”

=

Sard the Letter to Employar’ to the
employer. These can be faund
digitaly an the NHGES website and
an the Careers Goodgle Classroam.

Sedd the placemant o Marnsby wnder
the Progress tab
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North Halifax Grammar School

Step Three:

Send the ‘Letter to Employer’ to the employer so that
they know what happens next.

Enter the detalls on Morrisby
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North Halifax Grammar School

Work Experience Placement Information Form

1. General Placement Information

“ Morrisby 4.Le

arning Objectives

This is the information you’ll need to be able to fill in the form

A Morrisby

What are your objectives
for this placement?

This must be between 80
-1000 characters lomg.

{This could be something you
want io experience or skills
you want to develop. This will
be shared with the employer
so they can tailor the
placement to better suit you
and ensure you get the most
out of your work experience. }

ecial Needs [ Medical Conditions

Do you have any special needs or medical conditions that may affect your placement?
If MO go to Section §

YES / NO

If YES describe your special needs
or medical conditions

(#my information you enter here will
be shared with the employer, and
with your parent { guardian.)

rent / Guardian Information

Parent ! Guardian name

Parent ! Guardian email
(It is essential this email is comect - if it is not, you
will not be able io progress your placement.)

43
1.2 | Work Experience Coordinator Name
1.t | Placement Start Date
1.¢ | Placement End Date
2. Employer Contact Details
This section is for the contact details of the person at the employer business | organisation, with whom you have
already contacted and agreed this placement. Before proceeding, please ensure they have confirmed they are happy
to host your placement and if possible ask them to sign this form after completing.
2.1 | Placement lead name
2.b | Placement lead email
{It is essential this email is comect - if it is not, you
will not be able to progress your placement.)
Z.c | Placement lead phone number
2.d | Name of employer business | organisation
3. Placement Details
3.a | Time commitment
e.g. Full time or number of hours /
times 5. 5
3.b | Placement format - =P
{An in-person placement is one where you physically go to the workplace at any point. A In Person { Virtual 53
virtual placement is any placement held entirely remotely. )
If virtual go to section 4 — Learning Objectives 5o
Z.c | Placement country
3.d | Placement address
6. Pa
Z.e | Will you be working somewhere other than this exact address? YES / NO
If NO goto 3.g Ba
2.f | FYES where will you be based '
throughout the placement? 5E
2.g | Will you be living somewhere other than your normal home during the placement? YES /NO
If MO goto 3.i
3.h | If YES where will you be living during
the placement?
3. | How will you travel to and from the Date
placement? e.g: bus /train /walk

Living to Learn

Name of Placement Lead

Signature of Placement Lead

Learning to Live




North Halifax Grammar School

Step Four:

The employer will receive
an email automatically
once the information has
been entered so make

sure it is correct. They will

need to click the link In
the email and confirm the
arrangements for the
placement.

Deadline:

Friday 8t January

Living to Learn

" Morrisby

Dear Donald Trump,

We understand that Sample Student from North Halifax Grammar School has
spoken with you about undertaking a work experience placement with Trump
Towers, scheduled from 05/01/2026 to 09/01/2026.

If you were not expecting this message, or have any questions, please contact Morth
Halifax Grammar School's work experience coordinator at Lmanley@nhgs.co.uk.

If you are happy to support this placement, please help us by providing a few
essential details using the button below. This information is required so the school
and the student’s parent or guardian can approve the placement.

If the button does not work, use this link: hifpsYapp momisby com/employer-wex-form *oken=
yYWAWUuTNHuz45Hy B0 aby TGICcxfpbTJTmWW

Thank you for supporting the future of our students.

Your willingness to offer this opportunity can have a real and lasting impact, helping
students develop vital workplace skills and confidence as they take their first steps
into the world of work.

mormisby
Momisby Ltd, Gaddesden Place, Great Gaddesden, Hemel Hempstead
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North Halifax

Step Five:

Your parent will receive
an email to confirm the
placement. They will
need to click the link
and check all of the
iInformation is correct
before confirming they
agree for you to attend.

Living to Learn

Grammar School

A Morrisby

Dear Pamela Manley,

We're writing to let you know that Sample has organised a work experience
placement with Trump Towers, scheduled from 05/01/2026 to 09/01/2026.

We have all the information we need from Sample and Trump Towers, but before the
placement can go ahead, we need your approval.

Please click the button below to view all of the information provided and decide
whether you'd like this placement to go ahead.

If the button does not work, use this link: hiips-Vapp mormisby com/guardian-wex-form?token=
viQboxY dHwgNHfajPgUFk4Cvxxr Thikl

If you have any questions you can contact North Halifax Grammar School's work
experience coordinator at Lmanley@nhgs.co.uk.

momisby
i d, Gaddesden Place, Great Gaddesden, Hemel Hempstea
Mormisby Lt addesden Place, Gre esden, Hemel Hempstead
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North Halifax Grammar School

Step Six:

The Coordinator (Mrs A Morrisby
Manley) will receive an

email to confirm the T
placement can go ahead. [ . e
We will check all of the e

Information and if we feel

the placement is high risk e s
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If you cannot
remember what

North Halifax Grammar School

needs to be done by

when and in what

order please refer to

the ‘Step by Step’

All materials are on
the Careers Google
Classroom so ensure

you have joined.

Living to Learn

L

Career Development Placement Application — A Step by Step Guide

Detailed below is the step by step guide te applying for your Career Development Placement. If at
any fime you require help or advice, please speak to Mrs Manley in the Careers Resource Centre
or Ms Boardman in the school office.

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

Step 1
Have a loock 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, efc. and then decide which company/cempanies you want to apply for a placement with.
The booklet we have shared with you will be a good starding 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 Resource Centre or Ms Boardman in the Admin Office as soon as
possible. Ve can then give you some advice. You should then follow steps 4 to 6.

Step 4
Make a phone call to the company fo find out if they accept students for placements and if they have

availability for the dates you need. This will save a lof of time waiting for them fo reply to your letter.
We have produced a flow chart te help you.

Step 5

Write fo the company of your choice by sending a CV and covering letter, you can send this by
email. Have a look at the sample 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.

“ou must also send the ‘Letter to Employer from scheol with your application for a placement. This
can be sent via email too.

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

Step &

When the employer confirms that they are happy fo take you on, Add the placement to Marrisby
under the ‘Progress’ tab as soon as possible. They will receive an autornated email to confirm they
can take you. NextJ your parents will receive an email asking them te 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 centact the employer to confirm final
arrangements. Thiz is very important as employers' situafions 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 Career Development Placement!!!

Learning to Live
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