
   

 

 
Swanshurst School, Brook Lane, Billesley, Birmingham B13 0TW 

Executive Headteacher - Mr M Dunn 
Associate Headteachers - Mrs L Else and Mrs S Fletcher 

T (0121) 464 2400 - E enquiry@swanshurst.org - W www.swanshurst.org  

Swanshurst School is part of West Midlands Academy Trust, a charitable company limited by guarantee, registered in England 
& Wales (Number 15869744). Registered Office: c/o Kings Norton Girls’ School, Selly Oak Road, Bournville, Birmingham, B30 

1HW. 

  

 

 
September 2026 

 
Dear Parent / Carer 
 
YEAR 12 WORK EXPERIENCE 
 
Work Experience for our Year 12 students will take place from Monday 14th June to Friday 18th June 2027. 
All Year 12 students will be involved, and the normal timetable will be suspended for them during this week. 
The purpose of work experience is to provide a realistic insight into the world of work as part of the school’s 
Careers Programme to assist our students in their transition to adult life and career pathways for the future.  
 
Students are responsible for organising their own placements, and are encouraged to approach companies 
themselves, as employers are preferring applications directly from students who either have a direct interest in 
their company; are career curious or would value the transferrable skills they would develop during the 
placement. Students should be researching possible employers; writing letters or sending emails, making 
telephone calls, as well as visiting establishments to secure an offer of a placement. Given that over 300 
students will be competing for places in the local community, it is advisable to start looking as soon as possible 
as places fill up very quickly. 
 
Students have had the opportunity to attend a ‘CV Writing Workshop’, assemblies about work experience, and 
have been provided with resources to help them; including an example CV and application letter.  Mrs Beckford, 
the 14-19 Coordinator, their form tutor and the Year 12 team are also available to support your child.  If a student 
currently receives additional support in lessons, they can also access help from the SEN team.  
 
When a placement with an employer has been secured, a student should upload the details to the online portal.  
All students have been given instructions on how to do this.  The deadline for this is Tuesday 1st December 
2026.  This is to ensure sufficient time for essential health and safety checks which will be carried out by our 
external contractor.  The placement cannot take place before our contractor has given their approval. 
Occasionally placements cannot be approved, and this is usually because an employer does not have the 
required insurance policies, health and safety documentation, or cannot demonstrate adequate levels of 
supervision, etc.  In such cases, parents / carers will be informed that the placement does not meet the 
requirements of the various legislation covering work experience, and that the placement cannot be sanctioned. 
 
Whilst on placement students will complete a Work Experience Logbook (Diary) where they will be able to 
record their daily activities and receive feedback from their employer on their contribution.  
 
Thank you for your support in helping your child gain a valuable insight into the world of work that will help 
progress their future aspirations to post-16 education, employment or university, as well as their own personal 
development. 
 
Yours faithfully 
 
  
     
 

Mrs L Else    Mrs D Beckford 
Associate Headteacher  14-19 Coordinator 
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