

Student Name	

Form	


WORK EXPERIENCE LOG BOOK



[image: C:\Users\SLANGRIDGE-EDMUNDS\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.Word\91729 ΓÇô SC Kineton High School Logo_CMYK_AW.JPG]
























Placement details
The person in charge of work experience at your school will give you information to help you complete this page.



Name:

My responsibilities

Dates of work experience:

Telephone number of contact:

Contact person/who to report to:

Placement address:

Organisation name:







*Information in this workbook has been supported by barclayslifeskills.com




Your logbook
This logbook is full of useful information and advice to help you prepare well for work experience. 


Filling in the logbook is your responsibility, but don’t forget to ask your supervisor to complete the Employer’s Assessment before you leave. There is also a section for your parents/carers to complete. Look after it and keep it safe, as this will provided good evidence of your skills and experience to date which could help you when you take your next step in learning or work. You can also use the information you record here to help build your CV.



There is a diary with spaces for you to make notes about what you have done each day and to record the skills you have developed. There is also a section for you to review the whole week and reflect on the experiences that you have had.
















You will get more out of your work experience if you really get involved, so don’t be afraid to ask questions if you are not sure about anything. But most of all, have fun!

And remember the school is always here to help if you experience an issues during your stay with your chosen employer.

And finally;




Good luck!


*Information in this workbook has been supported by barclayslifeskills.com



Pre-placement phone call


A few days before your work experience is due to begin, remember to call you employer to make final arrangements for your arrival.


The following is a guideline as to what questions to ask during this call:-






· Where should you go on your first day e.g. reception or a particular entrance?

· What time should you arrive? What time will you finish work?

· Who should you ask for when you get there?

· What are you expected to wear? Do you need any special equipment?

· What sort of things will you be doing?

· Will you be able to go out to buy lunch or do you need to bring a packed lunch?

· Don’t forget to tell them if you have any health problems which may affect your work experience
e.g. if you have any allergies or asthma.

Following the call you can fill in the answers to the above questions on the next page of this logbook.




Information about my placement



	Dates of placement:
	From
	to

	Daily working hours:
	From
	to



Who will I report to?


Telephone/mobile number of my contact:
What sort of work will I be doing? What will I wear?


Special equipment I will need (if any):


How will I get there?
How long will the journey take? How much will it cost?
What time will I need to get up? Lunch arrangements:
How much money will I need to take each day, including travel and lunch? Health problems which might affect my placement:




Use this page to record any skills you currently have and how your work placement could help you develop these:

	
Skill
	I have demonstrated this already by...
	How I could develop this during my work placement

	
Personal presentation
	
	

	
Enthusiasm and initiative
	
	

	
Communication and literacy
	
	

	
Time management and organisation
	
	

	
Numeracy
	
	

	
Integrity (honesty)
	
	

	
Problem solving and creativity
	
	

	
Teamwork
	
	

	
Negotiation and decision making
	
	

	
IT
	
	




Health and Safety	
[image: ]

You should have a full health and safety induction to your Company and advice and guidance on the use of social media and use of telephone whilst at work.

If you have ANY concerns regarding the advice given on these subjects by your company YOU MUST CONTACT THE SCHOOL to raise these concerns.






Diary


The following pages contain a page a day for you to record  what you have done each day during your work experience,  how you have used and improved existing skills and a  section for you to ask your employer for their comments before you leave work each day.


[bookmark: _Hlk139371592]Diary Day 1	
Fill out a daily diary during your placement. Completing this diary will help you to reflect on what you’ve learned during your placement and record information that could help you improve your skills and build your CV.


	
Tasks I completed today:

	
Skills I used (remember the skills you identified on page 6 of this workbook) and how I demonstrated them:

	
Brief description of what my employer does:

	
What I found out about health and safety today:

	
What I did well and am proud of today:

	
On reflection, I would have done this differently:

	
Employer/supervisor comment:





Diary Day 2	


	
Tasks I completed today:

	
Skills I used (remember the skills you identified on page 6):

	
The different types of job at my work placement:

	
What I did well and am proud of today:

	
On reflection I would have done this differently:

	
Employer/supervisor comment:





Diary Day 3	


	
Tasks I completed today:

	
Skills I used (remember the skills you identified on page 6):

	
What I learnt about the world of work:

	
What I did well and am proud of today:

	
On reflection I would have done this differently:

	
Employer/supervisor comment:





Diary Day 4	


	
Tasks I completed today:

	
Skills I used (remember the skills you identified on page 6):

	
Qualifications I would need to do this job:

	
What I did well and am proud of today:

	
On reflection I would have done this differently:

	
Employer/supervisor comment:





Diary Day 5	


	
Tasks I completed today:

	
Skills I used (remember the skills you identified on page 6):

	
The most important things I learnt this week were:

	
My greatest achievement during my placement is:

	
How I will use my experience in my placement to prepare for the world of work:

	
Employer/supervisor comment:





My work experience review	

Summary of the main tasks I carried out during my placement:





These were the high points of my placement:





These were the low points:





I am strong in these skills:





I need to work on the following skills:





If I had my time again I would do these things differently:



Skills self-assessment
How well do you think you did on work experience? Tick the box, and remember to answer as honestly as you can.

	How do you rate your skills?
	Very good
	Good
	Would like to improve

	Personal presentation
	
	
	

	Enthusiasm and initiative
	
	
	

	Communication and literacy
	
	
	

	Time management and organisation
	
	
	

	Numeracy
	
	
	

	Integrity (honesty)
	
	
	

	Problem solving and creativity
	
	
	

	Teamwork
	
	
	

	Negotiation and decision making
	
	
	

	IT
	
	
	





Before your placement, what thoughts did you have about your future career?






Has your placement helped you to firm up your career plans or helped you decide that this is NOT the career for you (either way it will help you decided on your future career plans)? If so, in what way?



Employer assessment	
Your co-operation in completing this assessment is much appreciated. The information you provide will be important in helping students assess how they did on work experience. Please could you complete this before the end of the placement and give it back to the student.
Name of student:
Company name:
Dates of work experience:
to:

Please rate the student on the following statements.
1 = needs improvement, 2 = satisfactory, 3 = good, 4 = very good, 5 = excellent

	Statement
	Rating
	Comments

	Timekeeping
	
	

	Attendance
	
	

	Enthusiasm
	
	

	Personal presentation
	
	

	Communication
	
	

	Teamwork
	
	

	Ability to solve problems
	
	



…	(name of student)’s overall performance whilst with our company was:Excellent
Good
Satisfactory
Disappointing




Employer assessment (continued)


Please expand on your feedback, mentioning any particular strengths and weaknesses to aid the student’s employability and career development. You don’t need to repeat any points already mentioned in the daily diary.














Name:



Job Title:



Date:



Signature:




Parent/guardian comments on work experience

























Name:


Signature:


Date:




*Information in this workbook has been supported by barclayslifeskills.com





Saying thank you	
Employers give up their time to provide work experience so it’s important to say thank you to them for the opportunity they’ve given you. Use this template to write a personal letter to the employer. You might find it helpful to look back at your daily diary to reflect back on what you learnt. You could send the letter by post or by email.
If you have any problems with this, please ask for help to send your thank you letter when you return to school.

Dear [name of employer/supervisor]

Thank you for allowing me to spend a week at [company name]
in [month of placement]. I enjoyed working in [name of department/office/location] with [names of people you worked with]

I found it really useful to be in a real workplace; the most important thing I learnt was
[insert what you think was your most important lesson]. This will help me prepare for the world of work by [insert your reasons for this being an important lesson]
The placement also helped me to realise that I have good skills in [name your strongest skills] and that I can do more to develop my skills in [name the skills you’re going to improve]

Thank you for taking the time to organise my placement and [add anything else you particularly want to thank them for, e.g. taking you out for lunch/showing you around on your first day].

Yours sincerely, [your name]



And finally, don’t forget to keep your journal safe. This will provide excellent evidence of your skills and experience for future employers.
	
	
*Information in this workbook has been supported by barclayslifeskills.com
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