Feversham Academy
Work Experience Journal
Name:
School:
Work Experience Placement:
Date from:

Date to:

Work Experience Details
Learner’s Name:
Placement Company Name:
Company Address:

Company Contact:
Telephone:

You must fill in the emergency contact details and name(s) and telephone number(s) in
case you are taken ill at work
Contact 1: (school and named contact)
Tel(s):
Contact 2: (other e.g. a relative)
Tel(s):

If you are unable to attend your work experience for any reason, you must inform both
your school and placement
Declaration: I agree to attend my work experience placement every day and to inform
them if I cannot attend. I will listen carefully and follow instructions. I will observe health,
safety and security rules. I will show respect for others at all times and take care of
equipment and property.
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Signed (learner):

Date:

Signed (parent/carer):

Date:

Hijab and Modesty
Modesty is an important pillar of Islam. Muslim females wear
the hijab because it is a commandment from Allah. The hijab
is of two categories, the outer hijab and the inner hijab.
The outer hijab is related to our dress code; it is an Islamic
requirement to dress modestly, ensuring that all the body
except the face and the hands is covered.
The inner hijab is related to our behaviour and code of
conduct. A key to remember is that while we are required to
dress modestly, we are also required to demonstrate modest
and responsible behaviour.
Expectation on work experience:
1. You are required to wear the hijab during your work
experience.
2. Dress appropriately for your work placement.
3. No make-up or jewellery on work experience.

Wear the hijab and be proud of it!
Please do not forget that you are representing
Feversham Academy when you are on Work
Experience
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PREPARING
FOR WORK
EXPERIENCE!

Why do work experience?
We live in an age where the pace
of change is more rapid than at any
time in history.

The following diagram shows the
main groups of skills or “skill sets” that
will be essential to your success in
learning, life and work:

Changes in society and the nature
of work including the use of
technology and the influence of
global markets will have a profound
effect n traditional patterns of work
in the future.
You may have to change direction
several times during your working
life time.
In order to meet these challenges
employers increasingly value people
who are adaptable and can handle
change. They are keen to recruit
young people with a good mix of
qualifications, practical skills and
personal qualities including:
• Good interpersonal and
communication skills.
• The ability to get on well with
others and work in teams.
• The capability to solve problems
and generate new ideas.
• The capacity to take
responsibility and show initiative.

Creativity

?

Problem Solving

Communication

Self
Awareness

Working
with
Others

Resilience

When you get back to school...
this Journal will help you reflect on
your work experience and discuss it
with others. You will have collected
evidence to support other coursework
or set new goals for our personal skills
and abilities.
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Skill Sets
All jobs can benefit from some common or transferable skills. Some of these
you may possess already, some you may to develop from a different starting
point. Use this diagram to consider those skills you already have. In the later
pages of your Journal there is space to record examples from your work
placement.

My Skills
Are...

I know that working
together can be more
effective than working on
my own...

I can listen to different
points of view...

?

I am good at planning
and organising. I can see
more than one way to
solve a problem...
I am interested in issues
that affect me and
others...

I can think of new ways
to get things done...

I can reflect on what I
have learned...

I can cope with new
things. I don’t let
problems stop me from
reaching my goals...
I know what I’m good at...
and not so good at

What are your attitude and behavior attributes when it comes to work?
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What makes a good employee?
At all times on work experience,
including travel time, you will be
expected to:

Describe the attitudes and behaviour
shown by a good employee.

• Act sensibly and safely
• Take responsibility for your own
actions
• Conform to Health and Safety
rules
• Respect the equality and
difference of others
Here are some of the attributes that
employers will regard as positive.
Good attendance and
punctuality.
Appropriate dress for the
environment including following
a dress code or using protective
clothing if the jobs needs it.
Following instructions especially
health and safety rules.

Personal Goals
Choose three personal goals for your
placement. These may be knowledge
of the job, practical experience or
development of skills.
1.

Asking for help when you need it.
Listening carefully to colleagues.
Honesty.

2.

Enthusiasm and pride in your
work.
Showing respect for the
company’s clients and handling
confidential or sensitive
information correctly.

3.

Accuracy and good time
management.
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My Interview
If you have the opportunity to go for an interview before work experience, take
it. This can be good practice for future job applications. You should prepare
carefully.
If you do not have an interview, you must contact the employer by phone
before your first placement starts to make sure you know where to go and who
to ask for on your first day.
Have you written a letter of application? (Please tick)

Yes

No

Have you produced a CV? (Please tick)			

Yes

No

Have you been asked to attend an interview? 		

Yes

No

If you are having an interview, record the details here and don’t be late!
Day and date of interview
Time of interview
Who to report to
Where to report to
Telephone number

Have you considered what dress will be appropriate
for your interview? You will need to look smart and
comfortable.
How will you get there? Please circle the mode(s) of transport as appropriate.

6

Getting Ready for Day 1
Who do I report to on my first day?
Where do i report?
How will you travel to and from work? (Put as many forms of transport as are required)

What problems might occur with these arrangements and how would you deal with them?

Packed lunch

Work Canteen

Off-site

Lunch arrangements
(Please circle)

Is there a dress code or uniform?
Who will supply it?
Are there any types of clothing or jewellery that are unsuitable?

What type footwear is required?
Do I need to bring anything?

If I cannot attend work I need to speak to:
Money:
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ON
PLACEMENT

Induction
Your employer should give you a full indiction to the company on day one.
You will need information on the company structure, who works there, what
they do, how to keep yourself and others safe in the work place, and how
to do your job. This is called induction. Complete the following when you
have received your induction:
I have read/been told about the work I will do:		

Yes

No

I know who I will be working with and my supervisor:

Yes

No

I have read/been told about Health and Safety:		

Yes

No

The Accident Book is kept:
I know I have to be responsible for my own safety and the safety of
others and I will act responsible at all times. If I am unsure about any
Health and Safety rule I will ask my supervisor or other colleagues.
How would you raise the alarm in the event of a fire/?
NB. You should never try and put a fire out yourself.

Co Ple
m ase
pl
et
e

If the building is evacuated the nearest emergency exit and assembly point
is:
I need protective clothing for my job
Yes

No

Give details:

Your first aider is:
Accidents and Hazards must be
reported to:

located here

I am not allowed to do the following:
(e.g. use certain machines, go into
particular areas.)
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Health and Safety at Work
When you are on work experience you will be treated as an employee.
Employers are responsible for your Health and Safety but you must act
responsibly and follow instructions at all times. Your induction should cover
the basics.
Safety Signs:
Draw an example

Red

A round picture with a red border and
crossbar is telling you what you cannot do.
Where did you see it?

Green

Yellow

What does this sign mean?

Signs with a yellow background and a black
rim and symbol are warnings.
Where did you see it?

What does this sign mean?

Green backgrounds tell you about safe
conditions such as first aid.
Where did you see it?

What does this sign mean?

Blue

Blue signs with a white picture. These tell
you must do something e.g wear a hard hat.
Where did you see it?

What does this sign mean?

Why is Health and Safety important in the workplace?

Give 2 examples of what the Health and Safety at Work Act (1974) is trying to do
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My First Day!					 Diary
On the following pages
you can record the
actual work you do or
any skills you feel you
have developed.

How did you feel on
your first day?
How welcome were
you made to feel?

Find time every day to
record what you have
done.



Circle any of the following words to
describe how you felt

P.S. Don’t forget to thank your
placement provider - a card or
letter is always appreciated.

Afraid

Cool

Happy

Unprepared

Bored

Disappointed

Helpful

Unused

Busy

Energetic

Interested

Worn Out

Calm

Exhausted

Nervous

Worried

Challenged

Friendly

Praised

Young

Confident

Frightened

Stressed

Confused

Grown Up

Told Off

Day 1
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Diary
Day 2

Day 3

Day 4
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Diary

Day 5

Use this next section if you are on a two week placement
Day 6

Day 7
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Diary
Day 8

Day 9

Day 10
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Demonstrate your Skills!
Use the following 6 pages to collect
evidence that you are...Self Aware!
Give one example of something you have learned by observing,
doing, listening or discussing - in the space provided.
Observing

Doing

Listening

Discussing

Give one example of something from work experience you have done well:

Give an example of something you could have done better:

What do you think are your best and worst points?:

Was there an occasion where you asked for feedback from others about your work?:
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Demonstrate your Skills!
...a Creative Thinker
Give one example of how you thought of a new way of approaching a task
at your work placement:

				

Were you able to try this out? Yes

No

Did you adapt your idea - if so, how?

Give one example of a question you asked to help you understand your work more clearly:

Did you get a chance to discuss ideas at work?:

Describe how you acted on advice from a supervisor/manager:

...a Good Communicator

The following are examples of communication at work.
Show how you:
Discussed problems and looked for solutions:

Spoke with customers, clients and colleagues to inform or instruct:
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Demonstrate your Skills!
Responded to instructions from a supervisor given verbally or in writing:

Suggested improvements to help yourself and others:

Listened to the views of other people:

Negotiated and dealt with differing views:

Communication is important in the workplace for you as an individual. Answer
these questions:
What good examples of oral and written communication did you see in the workplace?

How have you used different ways of telling people your ideas on work experience (e.g.
writing, speaking, e-mail, presentation, pictures)?

What are your personal strengths and weaknesses when it comes to communication skills?

How would you improve your communication skills?
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Demonstrate your Skills!
...a Team Worker

Remember, there isn’t an ‘i’ in ‘team’. Working as a member
of a team is important. Answer these questions:
Describe how you worked as part of a team during your work experience:

If you were a leader how would you ensure people were treated fairly?

Did you see any advantages of working in a group at your placement?

How good are you at working as part of a group or team? How could you improve?

18

Demonstrate your Skills!
The following are examples of how you can work with others. Tick any that you
achieved on your work placement and give your own examples below
Asked appropriate questions: 						Yes

Been part of a group discussion or team meeting: 				

Yes

Contributed to a collected goal or team target: 				

Yes

Helped colleagues: 							Yes

Adapted your behaviour to different situations:				

Yes

...Resilient

Can you overcome problems without becoming disheartened?
Can you handle change and new situations? Describe how you
coped with your new work environment and new people what personal strengths did you draw on?
How has dealing with problems better equipped you for future work?

A working day is often longer than a school day. Did this conflict with an after school job or
activity? If so, how did yo manage your time?

When you get a job, how will you balance your work and free time?
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Demonstrate your Skills!
...a Problem Solver

Describe a problem that occurred at work while you were
on placement and how this was handled.
What was the problem?

Did you ask questions? Yes

No

Did you have a choice of solutions? Yes

No

Who decided what the best solution was?

List 2 factors which could influence how you might solve a problem in the workplace (e.g.
time, feelings of those involved etc)?
1.

2.

How does the company handle deadlines or several jobs that need completing at the same
time?
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TUTOR
VISIT

Tutor/Teacher Visit
ol
o
h
c
s
o ur
y
f
ing
o
r
r
u
e
d
b
A mem ll visit yo u ossible.
wi
if p
t
n
s taff
e
cem
ss
a
u
l
c
p
s
i
r
d
to
yo u
d
are
e
r
s
a
g
p
n
e
i
th
w
Be pr
o
h
ing
hem
t
w
o
h
l
t
l
i
o
w
he f
t
g
for
s
c
i
go in
p
be to
d
l
u
co
n.
o
i
s
s
u
d isc

s for work
l
a
o
g
l
a
n
o
s
1. Yo ur per
.
experience
inclu d ing
s
s
e
c
o
r
p
ction
2. The indu
safety.
d
n
a
h
lt
a
he
d any new
n
a
n
o
i
t
p
i
r
desc
3. The job
gaine d.
e
v
a
h
u
o
y
skills
k
p w i t h wo r
i
h
s
n
o
i
t
a
l
e
4.Yo ur r
.
co lleagues
22

Tutor/Teacher Visit
Visitors Checklist
During the placement did the learner...
Receive a full induction (Please comment if required.)	

Yes

No

Get health and safety information?	

Yes

No

Demonstrate awareness of any prohibited areas or activities?	

Yes

No

Have adequate supervision?

Yes

No

Relate the placement to other school work?	

Yes

No

Complete their Journal?	

Yes

No

Have sufficient work to do?	

Yes

No

Was the placement matched to skills and aptitudes?	

Yes

No

Was the company supportive?	

Yes

No

Other comments:

Signature of visitor:						Date

Please pass on any concerns to the work experience
co-ordinator.
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DEBRIEF

Learner Visit
When you get back to school list the strengths
and weaknesses of your placement which you
could use in a group discussion.
Strengths

Weaknesses

What new skills for work did you learn? (e.g. working independently , working in a team,
meeting deadlines)

How can you apply these skills to other school work?

Were you asked to do things you did not expect?	

Yes

No

Yes

No

How did you feel about your workmates?

How was it different from school?

Did you achieve the three personal goals you listed on page 4?

What would you do differently if you had the chance to undertake the work experience
again?

Go back to the table on page 10 “My first day!” describing how you felt.
Would you circle any different words now?
Do this in different coloured pen.
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Parents’/Carers’ Comments
To be completed after your child’s work
experience. In conversation with your
daughter, have you found that they have...?
Comments
Gained in confidence: 	 Yes

No

Shown increased maturity: 	 Yes

No

Have more ideas about
their future:	

Yes

No

Enjoyed their experience: 	 Yes

No

Had problems: 	

No

Yes

Any other comments:

Signature of parent/carer:					Date

Do you know of an employer or voluntary organisation
that would accept a work experience student in the future? 	
Name of organisation:
Address:
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Contact:					Telephone:

		

Yes

No

Teacher’s/Tutor’s Comments
To be completed after work experience. In
conversation with your learner, have you found
that they have...?
Comments
Gained new skills: 	

Yes

No

Gained in confidence: 	 Yes

No

Shown increased maturity:	 Yes

No

Understood the relevance
of school work to future
choices:

Yes

No

Had problems: 	

Yes

No

Any other comments:

This review took place on (date):		

With (name):

Signature (teacher)					

Signature (learner)					
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Employer Comment and Reference
Please comment on the learner.
Attendance
Week 1				Mon
Week 2		

Not required

Punctuality

Very good

Mon
Good

Tue

Wed

Thu

Fri

Tue

Wed

Thu

Fri

Average

Poor

Very Poor

Ability and willingness
To work as part of a team:

To follow instructions and take advice:

To ask questions and give information:

To follow health and safety instructions:

To communicate with customers, clients and colleagues:

Please can you provide a reference:

Employer’s signature:				Date:
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Message Board
Your workmates can use this space if they
want to write farewell messages or comments!
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Message Board
Finally, how will your work experience and feedback change your attitude and behaviour in
the future?
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Notes
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Notes

32

To Employers
Notes

We do appreciate all the efforts you have
made to help our students by offering them
the opportunity to experience the World of
Work.
Through Work Experience they can develop
their skills and make progress towards
achieving their goals.
In school we try to prepare them for
the workplace but it is only by actually
experiencing it that they can identify what they
have learnt and more importantly what they
still need to learn.
Thank you,
Feversham Academy
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158 Cliffe Road
Undercliffe
Bradford
West Yorkshire
BD3 0LT
+44 (0)1274 559500
+44 (0)1274 559509
office@fa.fetrust.org.uk
http://feversham-academy.fetrust.org.uk/

Feversham Academy is part of the
Feversham Education Trust

hdc-uk.com
sales@hdc-uk.com

