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Organising your own WEX

Organising your own work experience may sound like more
work than it actually is.

The process is very much like applying for a job and can be
boiled down to a small number of steps.

In order to set up your own work experience placement, you
will need to:

● Write a Cover letter and CV (templates available
on school website or Unifrog)

● Select a company or organisation through friends,
family, or your careers adviser

● Write a letter of application, giving your preferred
dates and number of days

● If possible, take your CV and letter directly to the
company or organisation, otherwise post them

● Check all deadlines with school to avoid
disappointment



Where to start
A good start is deciding what kind of work you actually want
to experience! Write a list of the different industries you
would like to explore, along with a number of companies
operating within those areas. It’s also an excellent idea to
look for a variety of small and large companies, as different
sized companies will offer very different experiences.

It is not unheard of for people to send out a huge number of
work experience applications, but to only get a few
responses.

You have a unique login to the Unifrog website which
allows you to take an interests and personality quiz to
build your own careers profile. On the PROSPECTS
website you can take a careers quiz to give you ideas
about what careers may suit you most.



Contacting a business

Take a look at the websites of the companies that you would
like to work for, as they might already have details of the
work experience programmes they offer.

If this is the case, there may also be an application form for
you to fill in, or at least contact details for the people in
charge of work experience applications.

If you can't find an application form or a clear contact, it may
be worth sending out a general inquiry, by post or email,
asking about the possibility of gaining work experience. You
should tell them why you want to do work experience with
their company and include your latest CV.

Make a note of the name of the person you get in contact
with, so you can personally address your work experience
application. You should also follow up your request with a
phone call, if you haven't had a response after a week.



Networking
When it comes to organising your own work experience, it
really does become all about who you know.

● Think about all the people you know - family friends,
neighbours, aunts, uncles, even acquaintances, and
see if anyone knows anyone working in the industry
you want to work in.

● Ask them to help you find work experience, even if
their own company might not offer work experience,
they may still be able to put you in contact with
someone else.

● Attend careers fairs - they are a fantastic opportunity
to find out more about certain companies, meet their
employees and get an idea of how to get work
experience with them. There are a number of
careers fairs available for you to attend, both face
to face and virtually.

● Take advantage of professionals coming to your
school, talk to them, get their contact details and see
if they can help you find work experience.



Timing

You have to arrange your work experience placement for
Activities Week which takes place from 18th-21st July 2022.
Unfortunately, some employers and organisations will not
have the same week available. In this case, feel free with the
permission of parents or carers, to take an additional work
experience placement during the school holidays. However,
you must still also obtain a work placement for Activities
Week.

There are 13 other schools in Dudley alone organising their
work experience placements during July. Therefore, it is
important that you meet the strict deadlines for obtaining
and placement and returning the school documents to Mrs
Brookes or Ms Hodnette. Your deadline is 8th April 2022.

You must fill in your WEX activity log to show that you
have made an active attempt to meet these deadlines.



Health and Safety

Your placement will be checked for suitability before the it
commences. If it is approved, you will be provided with a
placement confirmation and job description. Certain work
placements are more suitable for work experience than
others, and some work placements are simply unsuitable for
work experience at all.

If you are planning on working in an office, you should
encounter very few health and safety issues, but factories,
foundries and construction sites are far more problematic.

All workplaces must have an up-to-date health and safety
check approved by Dudley Authority. If your work
experience placement needs a new health and safety
check and is not in the following locations this may
result in an additional fee to pay to the school: Dudley,
Walsall, Wolverhampton, Staffordshire, Derbyshire and
Worcestershire.



What not to do

Now you know all about how to organise your own work
experience placement, it's time to make note of a few pitfalls
to avoid:

Don’t get your parents/teachers to phone for you – it shows
laziness and that you lack confidence.

Don't leave it until the last minute – this shows you are not
prepared, but more importantly companies will not and
cannot set work experience placements up at short notice.

Don't act like you're doing a company a favour by working
for free - businesses go out of their way to provide work
experience, you need to show some gratitude.

Don't contact No Direct Approach (NDA) companies
yourself, you will need to ask your school to contact them for
you.

Only contact companies that you and your school, or parent
/ carer have agreed are suitable.



Additional support

● Where to start: Friends and family

● Tutors and teaching staff

● Mrs Brookes & Ms Hodnette: 

jbrookes@windsor.windsoracademytrust.org.uk

ehodnette@windsor.windsoracademytrust.org.uk
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