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NAME OF SCHOOL 
Work Experience Booklet

Name of Student


Work Place

__________________________________
	Your Contact at name of school 

	Teacher
	

	Contact Number
	

	Your Work Experience Details

	Work Experience Employer
	

	Work Experience Role
	

	Length of Work Experience
	

	Employer Address
	

	Employer Postcode
	

	Mentor Name
	

	Mentor Contact Number
	



	Work Experience Portfolio Checklist                                                           

	Page 3– All about me 
	

	Page 4, 5 & 6 – All about my work experience 
	

	Page 7 & 8 – Work experience advice
	

	Page 9 – The tree of skills
	

	Page 10 – How did day 1 go?
	

	Page 11 – How did day 2 go?
	

	Page 12 – How did day 3 go?
	

	Page 13 – How did day 4 go?
	

	Page 14 – How did day 5 go?
	

	Page 15 – How did day 6 go?
	

	Page 16 – How did day 7 go?
	

	Page 17 – How did day 8 go?
	

	Page 18 – How did day 9 go?
	

	Page 19 – How did day 10 go?
	

	Page 20 – Employer Reference
	

	Page 21, 22 & 23 – CV Template
	

	Page 24 – Connect with us
	

	Page 25 – What to do next
	


Likes    [image: See the source image]








Dislikes [image: See the source image]

I work at my best when:

1)



2)



3)
I prefer to be called________________

Age_________________


	All About You and Your Work Experience
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What are your dreams and aspirations?














Getting to work

Write down how you will get to your Work Experience.




What time will you need to leave the house? 
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                                                                                                  [image: See the source image]






Timings                                                                                            

Dates: ____________________________


Start Time: _______________________


Finish Time: ______________________


Breaks: __________________________

	All about Your Work Experience




[image: http://images.clipartpanda.com/magnifying-glass-clipart-biy5E46iL.png]What do you know about your work experience employer?





















































	All About Your Work Experience 



What does an employer expect from you?


Name one thing you’d like to achieve on your work experience






What are you most excited about?
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NOTES 

Our top tips for work experience

[image: Image result for dog tie and glasses][image: Image result for smiling ball][image: Image result for 1.][image: Image result for 2.][image: ][image: Image result for clock yellow][image: Image result for 3. purple][image: Image result for  4]BE CONFIDENT
You may be nervous about your work experience but remember how brilliant you are!
You can do it!! 
BE HAPPY
Starting work experience is an exciting time! 
BE SMART & PRESENTABLE
It’s important to be clean and tidy, this shows the employer that you care about your work experience. 
BE PUNCTUAL
Turning up to your work experience on time each day creates a good impression 

[image: Image result for 5.][image: Image result for questions]
[image: Image result for colleagues][image: Image result for 8.][image: Image result for try something new][image: Image result for number 7][image: Image result for can you help][image: Image result for number 6]TALK TO NEW PEOPLE
Talk to your colleagues and learn from them. 
TRY SOMETHING NEW
Trying something new can be scary but learning a new skill to add to your CV will really help you in the future. 
ASK FOR HELP
If you are unsure of what task you need to do ask for help. 
ASK QUESTIONS 
If you want to know more ask your colleagues questions, this experience is all about learning new things.






[image: Image result for let's do this]

[image: Image result for balloon clipart][image: Image result for flower shape][image: Image result for speech bubble][image: Image result for flower shape outline][image: Image result for hand drawn shape][image: Image result for speech bubble][image: ]YOUR TREE OF SKILLS

Use your tree of skills to write down the skills you are learning throughout your work experience and colour in the shapes once you feel confident with your new skill!

	Day 1 - Evaluation



How do you feel at the start of your first day of work experience? (Please circle)







	How has your first day at work experience been? (Please circle)

	Green – I had a really good first day.
	Amber  - My day was fine
	Red – I did not enjoy my day

	
Please give a reason why you picked the colour above?







	Name two new things you have learnt today

	
1.

	
2.



	Name one thing you can do on your next work experience day to improve

	
1.




	To be completed by your Mentor

	Please provide developmental feedback on the student (including any new skills learnt, attitude, attendance and any positives)







	Completed by
	
	Date
	

	Day 2 – Evaluation



How do you feel at the start of your day of work experience? (Please circle)







	How has your day at work experience been? (Please circle)

	Green – I had a really good first day.
	Amber  - My day was fine
	Red – I did not enjoy my day

	
Please give a reason why you picked the colour above?







	Name two new things you have learnt today

	
1.

	
2.



	Name one thing you can do tomorrow to improve

	
1.




	To be completed by your Mentor

	Please provide developmental feedback on the student (including any new skills learnt, attitude, attendance and any positives)







	Completed by
	
	Date
	

	Day 3 – Evaluation



How do you feel at the start of your day of work experience? (Please circle)







	How has your day at work experience been? (Please circle)

	Green – I had a really good first day.
	Amber  - My day was fine
	Red – I did not enjoy my day

	
Please give a reason why you picked the colour above?







	Name two new things you have learnt today

	
1.

	
2.



	Name one thing you can do tomorrow to improve

	
1.




	To be completed by your Mentor

	Please provide developmental feedback on the student (including any new skills learnt, attitude, attendance and any positives)







	Completed by
	
	Date
	

	Day 4 - Evaluation



How do you feel at the start of your day of work experience? (Please circle)







	How has your day at work experience been? (Please circle)

	Green – I had a really good first day.
	Amber  - My day was fine
	Red – I did not enjoy my day

	
Please give a reason why you picked the colour above?







	Name two new things you have learnt today

	
1.

	
2.



	Name one thing you can do tomorrow to improve

	
1.




	To be completed by your Mentor

	Please provide developmental feedback on the student (including any new skills learnt, attitude, attendance and any positives)







	Completed by
	
	Date
	

	Day 5 - Evaluation



How do you feel at the start of your day of work experience? (Please circle)







	How has your day at work experience been? (Please circle)

	Green – I had a really good first day.
	Amber  - My day was fine
	Red – I did not enjoy my day

	
Please give a reason why you picked the colour above?







	Name two new things you have learnt today

	
1.

	
2.



	Name one thing you can do tomorrow to improve

	
1.




	To be completed by your Mentor

	Please provide developmental feedback on the student (including any new skills learnt, attitude, attendance and any positives)







	Completed by
	
	Date
	

	Day 6 - Evaluation



How do you feel at the start of your day of work experience? (Please circle)







	How has your day at work experience been? (Please circle)

	Green – I had a really good first day.
	Amber  - My day was fine
	Red – I did not enjoy my day

	
Please give a reason why you picked the colour above?







	Name two new things you have learnt today

	
1.

	
2.



	Name one thing you can do tomorrow to improve

	
1.




	To be completed by your Mentor

	Please provide developmental feedback on the student (including any new skills learnt, attitude, attendance and any positives)







	Completed by
	
	Date
	

	Day 7 - Evaluation



How do you feel at the start of your day of work experience? (Please circle)







	How has your day at work experience been? (Please circle)

	Green – I had a really good first day.
	Amber  - My day was fine
	Red – I did not enjoy my day

	
Please give a reason why you picked the colour above?







	Name two new things you have learnt today

	
1.

	
2.



	Name one thing you can do tomorrow to improve

	
1.




	To be completed by your Mentor

	Please provide developmental feedback on the student (including any new skills learnt, attitude, attendance and any positives)







	Completed by
	
	Date
	

	Day 8 - Evaluation



How do you feel at the start of your day of work experience? (Please circle)







	How has your day at work experience been? (Please circle)

	Green – I had a really good first day.
	Amber  - My day was fine
	Red – I did not enjoy my day

	
Please give a reason why you picked the colour above?







	Name two new things you have learnt today

	
1.

	
2.



	Name one thing you can do tomorrow to improve

	
1.




	To be completed by your Mentor

	Please provide developmental feedback on the student (including any new skills learnt, attitude, attendance and any positives)







	Completed by
	
	Date
	

	Day 9 - Evaluation



How do you feel at the start of your day of work experience? (Please circle)







	How has your day at work experience been? (Please circle)

	Green – I had a really good first day.
	Amber  - My day was fine
	Red – I did not enjoy my day

	
Please give a reason why you picked the colour above?







	Name two new things you have learnt today

	
1.

	
2.



	Name one thing you can do tomorrow to improve

	
1.




	To be completed by your Mentor

	Please provide developmental feedback on the student (including any new skills learnt, attitude, attendance and any positives)







	Completed by
	
	Date
	

	Day 10 – Your last day evaluation



How do you feel on your last day of work experience? (Please circle)








	Name two new things you have learnt today

	
1.

	
2.



	Pick three words that describe your work experience

	1.

	2.
	3.



	To be completed by your Mentor

	Please provide developmental feedback on the student (including any new skills learnt, attitude, attendance and any positives)









	Completed by
	
	Date
	














	Employer Reference:



	[bookmark: _Hlk5631509]Please comment on the student’s attendance and time keeping.





	Please comment on the student’s attitude and motivation whilst on work experience.









	Please comment on the student’s experience, the skills they have developed and the contribution they have made towards your business.









	Please provide the student with a piece of advice to help them in the future.









	Completed by:
	



	Personal Profile/CV Template:



	Name:
	

	Address:
	

	
	

	Postcode:
	
	Contact Number:
	

	Email:
	



	Personal Profile – This an introduction to yourself, a chance to tell a prospective employer about your experience and what you are good at.

	











	Work Experience:

	Employer Name:
	

	Start Date:
	
	End Date:
	

	A brief description of your role 






	List the skills you gained whilst on your work experience 








	Qualifications & Training:

	


















	Skills – What are you good at?

	















	Achievements – Anything that you have done at school/college, home or elsewhere that you are proud of?

	











	Hobbies & Interests:

	










	References (People who can verify you skills, experience and abilities):

	Work Experience Reference: 










	School Reference:
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