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ESSENTIAL INFORMATION  

IN CASE OF EMERGENCY 

 

Name of Parent/Carer: 

_____________________________________________________________________________________ 

 

Contact Number of Parent/Carer (during the day): 

_____________________________________________________________________________________ 

 

If you are going to be late or absent from your work experience 

company, you need to inform the following people immediately: 

 

AT SCHOOL: School Office:  01256 702700   

   Please leave a recorded message. 

   This phone call should be made before 8.30am 

 

AT WORK: 

   Name of Company:  ______________________________________________ 

    

   Name of Supervisor:  ____________________________________________ 

 

   Company Phone Number:  ______________________________________ 

 

 Phone calls should be made to cover absences every day 

 A letter from your parents should be sent to your form tutor 

 If any absence is known in advance, this should be checked and 

cleared by school.  Again this has to be in writing. 
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How to complete this Log Book 

Please read this page BEFORE your first day 

 

 

 Please make sure you have filled in the details on the front cover and the 

Essential Emergency Information on page 2. 

 Read the ‘Safety At Work’ instructions on page 4. 

 Read each page carefully as usually the questions are about you but sometimes 

you will need to involve other people.  

 You are strongly advised to complete your log book.  This could be asked for at 

an employment interview or at a college interview. 

 Perhaps fill in some parts when you get home so there is time for reflection. 

 There are two pages to be completed on an Employee Interview  

(pages 12 and 13). 

 Your supervisor should complete page 14. 

 Your visiting teacher should include a comment on page 15 at the time of their 

visit so you should take this booklet with you every day. 

 A signature is required by your Parent/Carer on page 15. 

 On page 16, please add a conclusion about your work experience. 

 You should bring this booklet into school at the start of Year 11 and hand it in 

to your tutor. It will be returned to you so it can go in your Record of 

Achievement.   

 If you are working in two different places, you are welcome to have another 

log book, otherwise, use the same one and adapt it appropriately. 
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Safety At Work 

 

When you are on Work Experience, you must comply with all the Safety 

regulations that are in operation at your place of work. 

Under the 1974 Health & Safety at Work Act, the employer has a number of 

responsibilities to you to ensure that the work place is safe.  You must be briefed 

on dangers and procedures. 

 

You also have a responsibility under the Act 

 LISTEN CAREFULLY TO ALL INSTRUCTIONS, WATCH ANY 

DEMONSTRATIONS CAREFULLY , WHEN IN DOUBT – ASK! 

 Wear any protective clothing you are asked to use 

 Use any safety guards you are asked to use 

 DO NOT INTERFERE WITH ANY MACHINERY.  You could be responsible for 

an accident to a fellow worker 

 If there is an accident, however slight, report it to your supervisor or a fellow 

worker immediately and follow the required procedure 

 Run through the check list to make sure you are aware of any rules about: 

 

 

 

Clothing   Lifting/carrying     

Hygiene   Electricity     

Tidiness   Machinery   

Fire Drill   Dangerous Chemicals   

Smoking   First Aid   

Accident       
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DAY 2 

Did you find the second day different?  If so, what made it different? __________________ 

__________________________________________________________________________________________________

__________________________________________________________________________________________________ 

When are your breaks and how long are they?  Is there food or drink provided at 

breaks? ________________________________________________________________________________________ 

__________________________________________________________________________________________________

__________________________________________________________________________________________________ 

What did you enjoy about today?________________________________________________________ 

__________________________________________________________________________________________________

__________________________________________________________________________________________________ 

DAY 1 

How did you feel this first morning? _______________________________________________________ 

__________________________________________________________________________________________________

__________________________________________________________________________________________________ 

At your workplace, how did people behave towards you and how did your feelings 

change as the day went on? __________________________________________________________________ 

__________________________________________________________________________________________________

__________________________________________________________________________________________________ 

Did you have any instructions about Health and Safety? __________________________________ 

__________________________________________________________________________________________________

__________________________________________________________________________________________________ 

What work did you do today? _______________________________________________________________ 

__________________________________________________________________________________________________

__________________________________________________________________________________________________ 
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DAY 3 

What communication skills have you used so far?  Think about things like listening, 

reading, writing, speaking and asking questions. _________________________________________ 

__________________________________________________________________________________________________

__________________________________________________________________________________________________

__________________________________________________________________________________________________ 

Are numeracy skills part of your job?  If so, what are they?  _____________________________ 

__________________________________________________________________________________________________

__________________________________________________________________________________________________ 

Are there any special rules which people have to follow at your work place?  ________ 

__________________________________________________________________________________________________

__________________________________________________________________________________________________ 

What reasons are there for this? ____________________________________________________________ 

__________________________________________________________________________________________________

__________________________________________________________________________________________________ 

Describe the work which you did today or the work which you saw others do. ________ 

__________________________________________________________________________________________________

__________________________________________________________________________________________________

__________________________________________________________________________________________________ 

Are you working alone or in a team? ________________________________________________________ 

__________________________________________________________________________________________________

__________________________________________________________________________________________________ 
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DAY 4 - How observant have you been? 

What does the organisation provide for workers?  Tick any that are in your 

workplace.  Are there any others? 

 

 

 

What perks are there for people working there?  

Think about things like free travel, cut price goods, a company car, the use of a van, 
luncheon vouchers, low mortgage rates, medical cover, cut price holidays, social events 

__________________________________________________________________________________________________

__________________________________________________________________________________________________

__________________________________________________________________________________________________ 

Do people value these?  If so why?  ________________________________________________________ 

__________________________________________________________________________________________________

__________________________________________________________________________________________________

__________________________________________________________________________________________________ 

 

Canteen   First Aid Room   Notice Board   

Staff newsletter   Cooker   Fridge   

Nurse   Workers crèche   Kitchen area   

Games room   Rest room   Toilets   

Dishwasher   Kettle   Sports facilities   

Internet Facility   Drinks machine      

Any others? 
          

_________________________    _________________________    _________________________   

_________________________    _________________________    _________________________ 
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ICT/Business Changes 

Find out what technology (e.g. machinery or equipment) is being used in your 

workplace.  Think about the organisation you are working for:  ______________________ 

________________________________________________________________________________________________

________________________________________________________________________________________________ 

What do they use technology for? _______________________________________________________ 

________________________________________________________________________________________________

________________________________________________________________________________________________ 

How has the EU referendum / BREXIT affected the business? __________________________ 

________________________________________________________________________________________________

________________________________________________________________________________________________ 

What are the long-term goals of the organisation? _____________________________________ 

________________________________________________________________________________________________

________________________________________________________________________________________________ 

How have you used computing or Information 
Technology skills? 

Think about things like using equipment or machines which are run by computer, 

word processing, using spreadsheets, inputting information to data bases and 

specialist software applications. __________________________________________________________ 

________________________________________________________________________________________________

________________________________________________________________________________________________

________________________________________________________________________________________________ 

How has the COVID-19 pandemic affected the business? 

________________________________________________________________________________________________

________________________________________________________________________________________________

________________________________________________________________________________________________ 
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DAY 5 

How did you use problem solving skills at work?  Think about things like organising 

yourself and what you need, finding things out, checking things, working out what to 

do, putting things right if they are wrong.   

__________________________________________________________________________________________________

__________________________________________________________________________________________________

__________________________________________________________________________________________________

__________________________________________________________________________________________________

__________________________________________________________________________________________________

__________________________________________________________________________________________________

__________________________________________________________________________________________________

__________________________________________________________________________________________________

__________________________________________________________________________________________________

__________________________________________________________________________________________________

__________________________________________________________________________________________________

__________________________________________________________________________________________________

__________________________________________________________________________________________________

__________________________________________________________________________________________________

__________________________________________________________________________________________________

_________________________________________________________________________________________________ 
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The end of the work experience 

How are you doing so far?  Tick the boxes to self-assess your employability skills.   

  Very 

good 
Good Fair Poor Comment 

Timekeeping            

Attendance            

Personal appearance           

Able to work with  
other people           

Willing to work hard            

Willing to learn            

Happy to accept rules            

Able to cope in a  
new situation           

Willing to take orders            

Able to understand  
instructions           

Take pride in work            

Prepared to accept advice            

Able to handle criticism            

Able to follow instructions            

Able to ask for instructions            

Able to show initiative            

Safety conscious            
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What have you found out about the business?  

What is the ‘nature’ of the business you are working for? _______________________________ 

________________________________________________________________________________________________ 

How old is the organisation where you are on placement? ______________________________ 

________________________________________________________________________________________________ 

How many people work there? _______________________________________________________ 

________________________________________________________________________________________________ 

Name some of the jobs which people do there: __________________________________________ 

________________________________________________________________________________________________ 

What hours do people work? ________________________________________________________ 

________________________________________________________________________________________________ 

Are there people who work different hours? ____________________________________________ 

________________________________________________________________________________________________ 

 

Personal Qualities for Enterprise 

From the table below, choose three qualities which you think are the most  

important or useful for the placement you are working in. 

 
Imagination   Risk-taker   

Determination   Motivation   

Ambition   Confidence   

Organised   Hardworking   

Capable   Energy   

Problem Solving   Teamwork   
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Employee Interview 

Use the questions on the next two pages to interview someone about their job 

1 What is your name? 

2 What is the title of your job? 

3 What hours do you work? 

4 Can you work ‘flexible’ hours? 

5 How many days holidays are you given each year?  

         Does it depend on how long you have worked for the company? 

6 What qualifications would you need to get into this job? 

7 What sort of career ‘routes’ did you follow e.g. college, university?  
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Don’t forget to thank this person for giving up their time to talk to you 

8   How long have you had this job? 

9   How did you find out about the job? 

10 Does the company encourage you to take further qualifications or do they 

 give you training in order to improve your chances of promotion? 

11 What type of person do you have to be for this job?  Do you need any special 

 skills or personal qualities? 

12 What do you like most about your job? 

13 What do you like least about your job? 



14 

 

Supervisor’s Report 

Please ask your supervisor to complete this page towards the end of your placement. 

  Very 

good 
Good Fair Poor Comment 

Timekeeping            

Attendance            

Willing to dress  
as expected           

Able to work with  
other people           

Willing to work hard            

Willing to learn            

Happy to accept rules            

Able to cope in a  
new situation           

Willing to take orders            

Able to understand  
instructions           

Willing to ask for help           

Prepared to accept advice            

Able to handle criticism            

Able to follow instructions            

Able to ask for instructions            

Able to show initiative            

Safety conscious            

         Any general comments: 

Date: Supervisor’s Signature: 

Student’s Signature: Date: 
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And Finally……. 

Now that your period of work experience is over….. 

This booklet will be a valuable record of your Work Experience.  It is important that 

you keep it safe to use for a reference in year 11 when applying to a college or for a 

job.  Make sure all sections are complete then keep it safe until your return to school 

when your form tutor will collect them in. In time, you will have it for your Record 

of Achievement. 

During your Work Experience you will have been visited or contacted by a 

teacher.  This space is for them to add any appropriate comment. 

 

 

 

 

 

 

 

 

 

Teacher’s Name:  ________________________________________________________________________ 

Teacher’s Signature:  ________________________________________    Date:  __________________  

Your parents/carers will have lived through this experience with you.  This 

space is reserved for their comments. 

 

 

 

 

 

 

 

 

Parent/Carer’s Signature:  ______________________________    Date:  __________________  
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BEFORE YOU LEAVE 

 Return any clothing/equipment you have borrowed 

 Give yourself time to say thank you to those who you have had contact with 

 Do write a thank you letter at the end of Work Experience 

 

Last day 

Pause for reflection 

And finally ….. This has been a very different week… 

My final thoughts are: 

What has changed about your views about working life? 

I now think ... 

 

Has this changed your attitude towards school or qualifications etc.? 

 


