
 

14th October 2010 
 
Dear Parents/Guardians 
 
Work Experience for HSC course 4-8th April 2011 and 4th–8th July 2011 
– What Next? 
 
Thank you for your continuing support for your child’s work experience.  During the next few 
months we will be beginning the process of matching our students to work placements. 
 
There are two types of placement available: 
 

o Block Placements, using existing work placements provided by the Hertfordshire 
Careers Service database, WebView; 
 

o Private Placements,  placements sourced by the pupil through relatives, friends or by 
contacting employers direct; 
 

All the placements available through the Hertfordshire Careers Services are in Hertfordshire 
postcodes only.   We attach to this letter private placement forms for each week of work 
experience should you wish to take the opportunity to arrange your own work placement.  
Please note if you are using these forms, that the forms for the week in April need to be returned 
to us by 16th December 2010, and forms for the week in July need to be returned by 7th April 
2011, as these placements will need to have health & safety checks and be vetted by 
Hertfordshire Careers Services.   
 
Students must choose either a health or social care setting - eg either residential or early years 
(nursery) setting.  This is an opportunity for students to gain an insight into these areas of 
employment. It is vital that they complete the work experience or they will not be able to 
complete the course.  If any student requires a more specialist place within these sectors, please 
speak to Miss Hone, Miss Wells or Mrs Wootten.   
 
If you are choosing to approach an employer outside of the Hertfordshire area it is very 
important that you get these forms to the school as soon as possible as the health & safety 
checks are undertaken by the local authority for that area and are outside our control.  It is also 
important to note that should your child choose a placement outside of Hertfordshire it may not 
be possible for a member of staff to visit them during their work experience week. 
 



 
During October we will be receiving from Herts Careers Services the login details and PINs for 
your child, and as soon as we have these we will be circulating them to the students in their careers 
education programme.  We will also attach to these the student guidelines, to give you a step-by-
step guide to using the Webview site and selecting placements.  On the website there are also 
presentations available for parents and students to view online, and you can also download private 
placement forms directly from the website should you need to.  Even if you have opted to arrange 
a private placement, your child will be allocated a login and PIN, and they can also look through 
the placements available and make selections from these should they wish. 
 
If your child does make selections from the website while they are looking for a private placement, 
please let us know so we don’t go ahead and try to book their web selections until they are ready.  
We will send out a group email to inform you when we have passed the PINs to your child. 
 
As part of the government scheme to synchronise the work experience system across the UK, we 
are now requested to give employers any information of medical/special needs relating to the 
student on the work experience placement that may be useful to the employer.  Please find attached 
a Parental Consent Form, could you please read and sign the back and return to the school.  This 
will be used for sharing any concerns you have with your son/daughters employer and we will be 
providing the employer with a copy of the front page of the consent form only. 
 
We also attach a sheet showing the deadlines for the various stages of the booking process, this 
will be posted on the school website and updated on the site as necessary. 
 
If you have any queries or need any extra forms or advice please don’t hesitate to contact us on 
01707 655512, ext 262 and we will do our best to help you. 
 
Yours sincerely 
 

 
 
Ms N Hone 
Director of Applied Learning 
 
 
Enc 

 



 
For Year 10 HSC 

Date  Event  Information  
14th October 2010 Parents Information 

Evening 
Information for parents on work experience.  
Forms for students to arrange their own 
placements will be handed out to those who 
have selected this option.  Any further forms 
can be obtained from Mrs Wootten in A12.  

Late October Webview logins and PINs 
handed out to all students. 

Students will be given a login and instructions 
on how to use the Webview database, please 
read this and keep it safe.  You can now start 
logging in to the Webview system, looking at 
the block placement jobs available and making 
your selections.  Remember to order your 
preferences and press “submit” when you are 
finished.  You can make selections even if you 
are waiting to hear from a private placement, 
simply let us know that you would like us to 
hold your selections until your form arrives. 

16th December 2010 All completed Private 
Placement Forms For the 
first week of Work 
Experience to be returned to 
A12 for processing  

If you are arranging your own placement, you 
must get the completed forms back to room 
A12 by this deadline, else it will not be 
possible for the Health & Safety checks to be 
completed in time.  If these checks are not 
completed, it may not be possible for you to 
take up your private placement. 

January – March Health and Safety checks 
are undertaken for private 
placements. 

As soon as your placement has been checked 
and cleared by Herts Careers Services, we will 
send out a student/parent agreement form for 
you to review and sign.  This can take up to 13 
weeks. 

 Webview selections are 
allocated and paperwork 
continues to be processed 

When you have finished making your Webview 
selections we will allocate students to 
placements.  A student/parent agreement form 
will be sent home for you and your parents to 
review and sign.   

7th April 2011 All completed Private 
Placement Forms for the 
second week of Work 
Experience to be returned to 
A12 for processing  

As before, if you are arranging your own 
placements for your second week, we need to 
have your completed forms back to be able to 
process them in time. 

April 4th ‐ April 8th   First Week of Work 
Experience 

 

July 4th – July 8th Second Week of Work 
Experience 

 

 



 

 



 
 


