Dear Employer

Year 7 “Workplace Discovery Day” — Tuesday 7 July 2026

The Government specifically stated in the Careers Strategy 2025 that all students should gain
meaningful experiences of the workplace. Work experience is becoming increasingly
important as a means of providing students with an understanding of the qualities and
qualifications needed for work, developing their self-confidence and interpersonal skills and
helping them to make useful contacts in the workplace. It also gives students the opportunity
to understand the work environment, develop and practise employability skills and prepare
for employment or future training, in a safe and supported way.

The Year 7 ‘Workplace Discovery Day’ is a day where each student in Year 7 goes to work
with a family member or another trusted adult. We see this as a valuable personal
development opportunity for the students and an excellent introduction to the Work-Related
Learning and Enterprise Curriculum. The ‘Workplace Discovery Day' helps students to
appreciate the value of the skills they are learning in the classroom and boosts their
confidence, practical and social skills. This year's Workplace Discovery Day will take place on
7 July 2026.

Students can undertake tasks that would be given to a junior employee and can “shadow”
other workers. As the placement is only for a day, the student can be classed as a ‘visitor’ 1o
the workplace to observe and take part in working practices that they would not normally
come into contact with on a regular school day.

If you would like to discuss ‘Workplace Discovery Day’ further or if you have any concerns
relating to the suitability of your workplace, please contact me at school by telephone on
01494 529866 or email shollingworth@highcrestacademy.org.uk.

| attach some Employer Guidelines below and a copy of the student workbook.

Yours sincerely

Mrs S Hollingworth
Careers Lead
The Highcrest Academy


mailto:shollingworth@highcrestacademy.org.uk

Year 7 ‘Day to Work’ - Guidelines for Employers
Tasks
If possible, it would be good to set jobs that would be given to juniors such as:

Filing

making tea

photocopying

running messages

data entry

taking notes in a meeting

creating a PowerPoint on a work-related topic

Questions

Please allow a portion of time during the day for questions, if you don’t have time to
explain to a student why or how something is done then ask them to write down the
point they have and to question you on it during the time you have allotted to them.
The students have a page in their booklet to complete after interviewing a member
of the team.

Tour and Health & Safety

Please give the student a tour of the operation (or ask a colleague to do this) and
give a brief explanation of what each department does eg, the reception where
cars are booked in and the workshop in a garage, the HR department in an office,
the kitchen and restaurant etc.

Please could you briefly explain your Health and Safety procedures — the students
have a page in their booklet to complete on this.

Please include the student in your work by asking them to take part in small decisions
throughout the day eg, “out of these two starters, which one do you think we should
put on the set menu today?e”

Student Handbook

Encourage the student to make links between their ‘Day to Work’ handbook and
what they see in your organisation.

The student should be making time to fill out their handbook comprehensively.

Thank you for supporting The Highcrest Academy’s Workplace Discovery Day



