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Thursday 24™ September 2026
Dear Parent/Guardian

Re: Year 8 Work Shadowing — Wednesday 3™ to Friday 5" February 2027

Following changes made by the Department for Education and the introduction of The Work
Experience Guarantee, we are excited to launch Work Shadowing for students in Year 8. The Work
Experience Guarantee is an initiative to ensure that every secondary school student participates in
“ten days’ worth of meaningful work experience”. As part of our own ongoing commitment to
Careers Education, Information & Guidance (CEIAG), we are asking all Year 8 students to secure three
days’ worth of Work Shadowing for the period Wednesday 3™ to Friday 5" February 2027.

During this period, we ask all students to secure a placement with a workplace/organisation of their
choice that will allow them to shadow a specific job role or roles over the period of the week.

Work Shadowing is a prime opportunity for students to:

- Understand how different industries and sectors operate

- See the connections between school subjects and the world of work

- Gain greater self-confidence and maturity

- Find relevant experiences related to their preferred Sixth Form/College courses post-16,
which helps to increase motivation

- Begin preparing personal statements for future university/job applications

Relevant work experience is increasingly viewed as an essential part of any good application for
higher education and the world of work. For candidates equally good on paper when applying for
courses/jobs, it could well be the work experience that tips the balance in favour of one candidate
over the other. This is the case more than ever, given the greater competition for places in higher
education and for the job market.

It is, therefore, helpful if the placement is linked to a future career aspiration. It is also not possible
for students to work in a job that they may already hold on a part-time or weekend basis. At this
stage in Year 8, it is perfectly acceptable for students to be unsure of what they want to do career-
wise in the future. Work shadowing is an opportunity for students to start reflecting on careers and
research options they may be interested in.

Students will be given support and advice throughout the planning process to help them identify
potential opportunities linked to their skills, interests and personality. Some useful websites to use as
a starting point include:
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- Unifrog — students can log in and search for careers and subjects that they might be
interested in. The platform can help students to find out what experiences and qualifications
they might need to pursue.

- National Careers Service — for careers advice, job profiles, information and other resources
to help young people in their search for future work opportunities.

UCAS: 10 Ways to get the most out of work experience - www.ucas.com/careers/getting-

job/10-ways-get-most-out-work-experience

If students know the area they wish to pursue, then our advice is to try and find work shadowing as
soon as possible. Students should take responsibility to find their own placement as part of building
their independence and communication skills. It is, however, perfectly acceptable to approach family
members and contacts if this would provide an experience that is beneficial to the student.

Health & Safety

It is important that you and your child are satisfied with the working conditions of the placement
(especially health and safety). We would expect that organisations follow the guidelines set out for
employers by the Health and Safety Executive (www.hse.gov.uk). Any student on a placement will be

covered by the employer’s own Employer Liability Insurance or Public Liability Insurance, where the
employer is required to have this.

Employers already experienced in providing work shadowing placements will have health and safety
procedures in place. However, if you have any concerns about aspects of health and safety for the
placement you or your child are arranging then they must not commence work shadowing there.
Please find an alternative placement or seek guidance from the school. Some examples of
placements which may lead to Health and Safety concerns include:

- Placements with heavy machinery
- Placements with animals
- Placements with extensive personal protective equipment (PPE) requirements

Securing a placement

We use an online system, called Unifrog, to coordinate our Work Shadowing programme and
complete all the relevant consent, health and safety, and approval paperwork. Students can log into
their Unifrog account using their school email address and the password they set up when they first
logged in with their form tutor. Alternatively, students should be able to the “sign in with Microsoft”
option and use their school log in details.
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Once your child has confirmed their placement, they should fill out the initial placement form via
the Unifrog placements tool. A guide on how to do this can be access here:
www.unifrog.org/student/help/55 and a flowchart showing the stages of approval for each
placement can be found at the end of this letter. If students are struggling to access Unifrog to
complete this form, they can complete a paper version of this form (shown at the end of this letter or

available to collect from Student Reception) and ask their form tutor or a member of the careers
team to help them.

The placement must be approved by employers, a parent/guardian, and a member of the careers
team, before it can go ahead.

Students must have the initial placement form completed, with details of the placement and the lead
contact, by Friday 8" January 2027. The deadline for employer, parent/guardian and school approval
is Friday 22" January 2027. This is to ensure that there is ample time for final arrangements to be
confirmed before placement starts.

Help & Support

We appreciate that, for many parents/guardians, this will be the first time going through the process
of arranging Work Shadowing for a child and there are bound to be questions and concerns that you
have along the way. Please be assured that we are here to help and support you as well as your child.

The three days’ worth of Work Shadowing make look different for every child and there is no
expectation for students to secure a single placement lasting the full three days. Some examples of
what the three-day programme may look like are included below:

Scenario A Scenario B Scenario C

Wednesday: visit a parents’ Wednesday: placement witha | Wednesday: shadowing the
workplace for the day local florist work of a local estate agent
Thursday: work from home Thursday: placement with a Thursday: visit a parents’
with a relative. local florist workplace for the day
Friday: shadow a local shop Friday: placement with a local | Friday: complete activities in
keeper for the day. florist school
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We would also like to make you aware of some key dates of the diary that may be of use to you
throughout this process:

Year 8 Parents’ Information Evening, Work Shadowing Launch & Unifrog Guidance — Monday 28
September, 4:30pm — 5:30pm. Please confirm your attendance via this link: Year 8 Work Shadowing

Information Evening - Monday 28th September - 4:30-5:30pm — Fill out form

Year 8 Work Shadowing — Wednesday 3™ to Friday 5™ February 2027

Year 8 Options Taster Day — Tuesday 9""and Wednesday 10" February 2027
Year 8 Parents’ Evening — Thursday 11" February 2027

Year 8 Options Information Evening - Thursday 25" February 2027

Year 8 Future Me 1:1 Careers Meetings - WB Monday 1%t and Monday 8" March 2027
Sandy Secondary School Careers Fair - Thursday 4" March 2027

If you need to reach out for support at any time during the arranging of your child’s placement,
please do not hesitate to contact us via careers@sandysecondaryschool.com and we will endeavour

to help you as best we can.

Yours faithfully

(-/6\% @O@ am

Mr L Davis Mrs D Fordham
Curriculum Leader for Personal Careers Advisor
Development & Careers
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UNIFROG: STEPS TO
SECURING A PLACEMENT

Student Initial Form

Students “add placement” via the
placements tool and provide the initial
information. A teacher can do this on a
student’s behalf if required.

Employer Initial Form

Employers will be sent a form to complete
Risk Assesments, Health & Safety and
Safeguarding details. They will need to
approve the placement.

Parent/Guardian Form

Once the employer completes their form,
parents/guardians will be asked to confirm
the arrangements/approve the placement.

Final Permission

A member of the careers team at Sandy
Secondary School will review the placement
and approve it.

Check-in, Review & Reflection

SSS staff will complete a check-in during the
placement. Afterwards, the employer will be
asked to provide a testimonial and students
can reflect on their experience.
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Sandy Secondary School Work Shadowing
Student Initial Form

If you are struggling to access your Unifrog account or cannot complete this form online
yourself, please complete the information below and ask your form tutor or someone from
the careers team to help you upload it.

You can also contact careers@sandysecondaryschool.com if you need further support or
have any questions.

Student Name and Form

Do you have any special If yes, give details including how the employer can
needs, illnesses, medical accommodate your needs.

conditions, allergies or
injuries that may affect your
placement?

Name of placement
business/organisation

Full Address of location
where the placement is
taking place

Employer placement lead:
name

Employer placement lead:
email

Employer placement lead:
phone number
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Will you live at home as
normal during the
placement?

If no, give details.

How will you travel to/from
the placement?

Objectives for the placement
/ what do you hope to
achieve?

Consider:

e What skills you want
to develop

e Whatyou'd like to
observe and learn at
the workplace

e Anyquestionsyou
have about the
employer's work

Parent/guardian name (who
must also be your
emergency contact?)

Parent/guardian email
address (so that they can
approve this form)

Parent/guardian telephone
number (so that they can
keep up to date with your
placement)

Parent/guardian signature to
confirm they are happy for
this placement to go ahead
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