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5. Preparing for your placement 

a. You will recieve key information from school a 
few weeks before you're due on placement.

b. We will encourage you to make contact again 
closer to the time to ask any questions you have.

4. Confirming your placement 

a. Upload the details via Google 
Classroom - copy and paste 
details into the form as they 

need to be correct.

b. Respond to the employer to 
thank them.

c. School will then be in touch 
with them to gather information 
including risk assessments and 

insurance information.

3. Repeat the application process - Remember you are in competition with all the other 
Year 10 students in the city

2. Making your applications

a. Draft your 
application 

letter or email

b. Get your tutor 
to proof read it for 

you

c. Send it off to the 
possible employer

d. If you don't hear back within a few 
weeks, make a phone call or pop in to 

check they recieved your email.

1. Identify 5 employers that interest you

Shops
Hair and 
beauty 
salons

Cafes and 
restaurants 

Trades people 
e.g. plumbing, 
electrician...

Gyms, 
sports 
venues 

Health care e.g. 
doctors, dentists, 

nursing homes

Primary 
schools and 

nursaries 
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