
Year 10 
Work 
Experience



Why are we doing 
this? 

In December 2022 we asked our 
young people what is the area of 
CPHSE they feel is most important to 
them. 

Careers and future employment came 
second on the list (red bar) 



Why are we doing 
this? 

When we asked them what they wanted more 
opportunities for in school Careers and 
Future employment came out top.

This was also replicated in the parents survey 
we did in the same month.

71% of parents surveyed said Careers was 
something they wanted their child to have 
more information about. 

So we have acted on this 



How does it work? 

Your child will have received an e-mail to their school e-mail 
account from Changing Education Ltd who run a portal 
called ‘Connect’

Connect can be downloaded as an app (onto the child's or 
your phone) or used online through this e-mail 

We recommend downloading the app – it is unique to each 
person and cannot be used to communicate. 



How does it work? 

We encourage you to download the connect app onto your 
phone using the e-mail your child received to their school 
account. 

If you logon to this account you can get the app on your 
phone with all your child’s details and can track their work 
experience. 



Key Points



What if I cannot find a placement?



Who to contact at the school?
Enquires@tollbaracademy.co.uk

mailto:Enquires@tollbaracademy.co.uk


How can I support my child?



If you are ever concerned. 



Work 
Experience 
Onboarding 



10th July 2023

This is the week you will start your Work 
Experience program. 

You need to find YOUR OWN Placement 
and put this into the Connect Platform you 
will log on to today. 



What we are 
doing in this 
session.

Open your school e-mail 
account and go to the connect 
page.

Complete your placement 
details (if you know them)

If you don’t know where you 
want to go for your placement 
then start researching this. 



Logging into the school e-mail system 

Go to the school website 
and click on Quicklinks



Logging into the school e-mail system 

Click on ‘Students’ and then 
on Office365



Logging into the school e-mail system 

Enter your email address 

(TA Number followed by 

@tollbaracademy.co.uk) 

e.g. 

TA012345@tollbaracadem

y.co.uk

mailto:TA012345@tollbaracademy.co.uk


Logging into the school e-mail system 

Click on ‘Outlook’ 
on the left hand 
side of the page. 

You should now be into your school account. 



Getting to the Connect Page
The e-mail you get will give you the option to download an app to manage your work experience (you can do this at 
home if you like later) 

For now you can ignore that bit and click on the bit that  says use the following link and ‘Connect Web App’



Connect

The page should look like this.

To start the Work Experience you need to click on 
‘Submit a new placement’ 

If you are not sure where you want to go you need to 
start searching for local employers who you can go to 
for work experience. 



Click on this



Step 1 – add the start and end  placement 
dates.

Click here 
to submit



Use the drop 
down menu to 
select the type 
of industry 
you will be 
doing your 
work 
experience in.



Example

Lots of you have told us that you are able to 
get a work experience placement with a 
member of your family or a friend of the 
family.
You need to find out this information and add 
it to your account. 
The deadline for this is to be completed is 
Friday 24th March.

If you are to be looking for a placement 
yourself you can leave this blank for now but 
need to start getting in touch with employers 
to ask if they will take you on for a work 
experience placement. In your CPSHE lesson 
you will be given information on how to do 
this. The deadline for this is Friday 31st March.

When you have completed 
this section click on submit



You need to have a conversation with the employer 
at your work experience placement to find out the 
times you will be working and complete this section. 
You are expected to work the hours that the 
company operates and not the school day hours.

Once completed-
click submit.



The final task is to review and submit your 
placement



What happens next?

Once you have submitted your application. The careers team will verify your 
placement to make sure that it is suitable. Once that has been done, the Changing 
Education Company will complete all of the paper work for your placement. They 
will get in touch with the employer.



Tips on finding your placement.

In your CPSHE lessons until the Easter holidays you will be given advice and guidance on how to 
connect with workplaces to ask about a work experience placement. All information can be found in the 
Year 10 Careers Group on Teams



Work Experience Time line
Phase 1 Find a placement

Record details of placement on Connect.
Complete the skills builder self assessment

Deadline- Friday 31st March 2023.

This will take place in Tutor time 
and CPSHE lessons

Phase 2 Get in touch with your placement and find out the 
following:
Uniform
Hours
Who to report to
Breaks and lunchtime
What you will be doing on the placement

Deadline- Friday 23rd June 2023

Phase 3 Work experience reflection. Deadline- Complete the post work 
experience skills builder self 
assessment.
Up date your CV to include your 
work experience
Deadline- Friday 21st July 2023
This will take place in CPSHE 
lessons



What is expected of you.



Example/Model letter to send to a business

Dear Sir/Madam,

I am a Year 10 student at Waltham Toll Bar Academy. On the 10th of July we are doing our work experience program and I 
am writing to ask if you would be willing to allow me to come and experience a workplace at NAME OF COMPANY.

The placement would be from the 10th of July to the 14th of July 2023. Throughout this time I would like to get a sense of 
what it is like to work at NAME OF COMPANY because I am very interested in a career in EXPLAIN WHAT YOU ARE 
INTERESTED IN.

I am very (committed, hard working, enthusiastic, friendly) and I am really excited to take the chance to see more about the 
working world to help me secure a job in my future and benefit my current studies. The Academy are working with a 
company (ChangingEducationLtd) to minimise any work for yourselves as they will complete all documentation for you.  

If you have any further questions about our work experience program you are more than welcome to contact the Careers 
Team at Waltham Toll Bar Academy at 01472 500505 or enquiries@tollbarmat.org. 

I look forward to hearing from you,

YOUR FULL NAME


