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Thank you for offering our student(s) a 5 day work experience placement at your company.
Please complete and return FAO Rebecca Duncan by the 27th of November 2019 via…
email:
r.duncan@hampsteadschool.org.uk 

post:
Hampstead School, Westbere Road, NW2 3RT

Please indicate below how many students you can accommodate:
	Year Group
	Dates
	Number of Students

	Year 10
	23rd – 27th March 2020
	


You will receive details of your student(s) by the end of January 2020. All our students are expected to contact their employers during February to arrange a pre-placement visit after school or during the half term to allow you to meet them and confirm their suitability.

We also advertise the details of placements secured by the school to our Year 13 students who will be completing work experience from the 29th June – 3rd July 2020.
If you are happy for your position to be advertised to our Year 13 students please tick this box. (
Should any Year 13 students apply and be successful you will be notified by the end of April 2020.
	Company Name
	

	Company Address
	

	Postcode
	

	Name of Main Contact*
	

	Job Title*
	

	Email*
	

	Telephone*
	


Please give the placement a Job Title: 
Can you please give a brief description of the tasks you expect a student to undertake whilst on placement? 
Students search our database based on the following criteria. Please select all those that apply to this position. (if you are completing electronically you may wish to copy and paste this symbol ()

(
Involves desk work

(
Involves outdoor work

(
Involves using computers a lot

(
Involves skilled practical work

(
A creative role

(
Involves interaction with the public

(
Involves group work/team skills

(
Involves working with animals

(
Involves working with adults in a caring role

(
Involves physical activity

(
Involves working with children in a caring role

(
In a medical health related environment

(
Requires a great level of fitness

(
Out of the ordinary

Category: Please select only one.
(
Business, Administration and Finance

(
Construction and Built Environment


(
Creative and Media

(
Engineering

(
Environmental and Land-based Studies

(
Hair and Beauty

(
Hospitality and Catering

(
Humanities and Social Sciences

(
Information Technology

(
Languages

(
Manufacturing and Product Design

(
Public Services

(
Retail Business

(
Science

(
Society, Health and Development

(
Sport and Active Leisure

(
Travel and Tourism

At what time to you expect students to start/finish work?

Please note that students must not work more than 7 hours and cannot start before 7am or finish after 7pm.

Start 
 
Finish 
At what time will students take their lunch hour*?
(*students under the age of 16 must have one full hour for lunch)
What arrangements are in place for lunch?

(
Bring own lunch

(
Bring own drinks

(
Drinks provided

(
Free meal provided
(
On-site facilities (e.g. canteen, vending outlet, microwave)

(
Purchase off-site (e.g. local cafe, buy locally)
Please indicate from the following list the qualities you would expect from our students: 
(
Good communication, IT, literacy and numeracy skills

(
Good literacy and numeracy skills

(
Good communication and observational skills

(
Strict confidentiality is required on this placement

(
Be aware of the highly sensitive and confidential nature of the work, and recognise that it may limit some activities

(
Good personal hygiene

(
Be friendly and have a pleasant personality

(
Have a polite and cheerful manner
(
Have attention to detail

(
Have a creative nature with attention to detail

(
Have some manual skills

(
Should be physically fit and prepared to undertake manual work

(
Should be physically fit as work can be demanding

(
Must be prepared to work outdoors in all weather

(
For security reasons student should not talk to or serve family and friends

(
Must be sympathetic to the needs of the residents / clients and have a caring nature

(
Must be competent to work around horses and may be required to provide evidence of this

(
Should have a calm and quiet manner when working around livestock / animals

(
May be required to provide evidence of swimming competence

(
May be required to undergo a swimming test

(
Should have an understanding of golf club etiquette
(
Other (please indicate below)
Please indicate the dress code for your place of work.
(
Smart casual 
(
Practical workwear

(
No jeans or trainers

(
Enclosed footwear

(
Safety footwear

(
Outdoor Clothing

(
Appropriate sportswear

(
Long hair tied back

(
Minimal, no dangly jewellery 

(
No jewellery, nail varnish, or strong perfume / aftershave

(
Safety footwear may be required for site visits, to be discussed

(
Sturdy, flat, enclosed, sensible footwear

(
Waterproofs may be required

(
Other (please indicate below)
Are you in a position to assist with any of the following special cases?
(
Hearing Impairment

(
High Ability Student
(
Physically Disabled Student
(
Students with Special Educational Needs

(
Visually Impaired Students
(
Vulnerable Students

Do you have…?
(
Wheelchair Access

(
Disabled Toilet
	We regret that only those employers with Employers Liability Insurance and allow a short visit from our health and safety partners, Safety Measures may be used for work experience

Please can you confirm that you have ELI in place and give details below.
If your ELI expires before the placement begins, please give the current details and Safety Measures will confirm the new details when they visit in the month before the placement commences.

	Do you have Employers Liability Insurance?
	          (  Yes                                                (  No 

	Name of Insurance Company
	

	Policy Number and Expiry Date
	                                                  Expiry Date:       /       /20___


Please use this space to list any other details about your placement that may not have been covered above.
Thank you again for your time and continued support.
*Items marked with an asterisk are subject to GDPR regulations. 

Hampstead School will use this information to contact you regarding offered and confirmed placements. The information with only be shared with those students who have successfully secured your placement and their parents.
Your information will be stored on our work experience management system All:Together hosted by Nicholas Associates and you will receive one email each year requesting assistance with our Year 10, Year 12 Health & Social Care** and Year 13 Work Experience Provisions. 

If no response is received, we may also contact you by telephone.

You can at any time a confirmed placement is not in process request for this information to be replaced by your company’s publicly available contact details.
** A separate request will be emailed to selected placements only
