WORK PLACEMENT

October 28th 2019



USING THE DATA BASE

You will be issued with a username and password once you let us know that
you will be using the data base considering a work placement.

Log onto the internet.

In the URL type www.workit.info

Type in your own username and password
Scroll down and click on EQUIP
On Equip summary complete Introduction

The system records that you have completed this
with a tick!!!


http://www.workit.info/
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Confidential
LIVINGSTON
EH54 6LB
18 June 2018
Dear Bartholemew
Work Placements and WorkIT
‘Work placements are an important part of your career education. During your placement you will be
placed with an employer or organisation for a period of time that is mutually suitable for your needs, the
employer and the school. This could be for one week or over a longer period of time and the placement
should take into account your studies, career aspirations, abilities and capabilities.
As a work placement student you will be treated as an employee of the organisation and you will be able to
try a range of tasks or duties, and find out about the skills and attitudes that employers are looking for. As
well as helping to prepare you for the world of work, it will also help you think about your future career.
Many employers and organisations have agreed to provide work placements. You can find details of these
placements and apbly for them at WorkIT www.workit.info. You can access WorklT from home, and
members of your family will be interested in helping you find a suitable placement.
You can also make your own arrangements, through family or friends or by contacting employers that you
are particularly interested in. You will need to give your host employer a form to complete before your
placement can go ahead. Please see your school work placement co-ordinator for further details.
This is your unigue Username and Password to get into WorkIT.
Username: bkind06092002 Password: KAKXKX
You will be able to change your password after you have logged in — remember keep it confidential.
In addition you can visit www.planitplus.net for information about careers and learning opportunities and
you can access the Planit Portfolio (includes EasyCV and Interest Guides ) with your WorkIT login shown
above.
Enjoy your work placement!
Yours sincerely,
Bob Gray
‘Work Placement Co-ordinator
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Testimonials Find out more

"I find WorklIT a very user friendly site and
it is easy for me to see what placements
are available and when. | also get
excellent support from Gateway in terms
of organising and arranging pupil's self-

found placements and placements | have Pupils Teachers
sourced myself."

v All the support you need to make the A complete work placement
Jennifer Sheridan, Glenburn School right choice of work placement management tool
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WHAT IS A WORK PLACEMENT?

Explore the world of work first-hand.
Will help you build the skills you need for the future.
Work Placement should be relevant and appropriate.

It can happen at any point during the senior phase;at a
time that is right for you

A week with an employer




WHAT IS AWORK PLACEMENT?

You'll get a taste of what a job and workplace is

like, so you can decide if you're interested in that
kind of career.

Working with people to complete a given set of
tasks

Doing your tasks well will help you to build your
skills and confidence.




WHY DO A WORK PLACEMENT?

Work Placements show future employers you are
enthusiastic and ready to work to gain experience.

You can pick out particular achievements to talk about at
interviews.

Important part of your CV, UCAS or college application.

You'll meet new people at work and may attend meetings
or events.

You will make contacts that could provide a reference or
help you in the future.



https://www.myworldofwork.co.uk/getting-job/building-cv
https://www.myworldofwork.co.uk/learn-and-train/applying-courses

WORK PLACEMENT OPTIONS

There are two main types of work placement-

One in which you can choose your option from the Equip Data
base.

One where you have to find your own placement.( Self Found)

These should be relevant to your chosen career or one
that you are thinking of at present.



EQUIP DATA BASE

This is an internet based programme that you will use to access the jobs’
database and also to complete the various sections which will prepare you for
your weeks’ placement.

You can complete a placement during any year of the Senior Phase.

Your placement should be relevant and at a time which best suits your
education.

If you are planning on leaving at the end of S4 you MUST complete your
placement this year.




SELF FOUND

You must find an employer who is willing to offer you a 5 day placement

You then contact Mr Gray to ensure you have appropriate paper work or
forward the following link https://tinyurl.com/westlothianworkplacement to
allow them to complete it on line.

You take the paperwork to the employer to complete then it must be
returned to school along with a copy of the Employer’s Liability Insurance.

The placement will then be Risk Assessed then you will be told if it is a safe
and acceptable workplace.

You will then complete your week’s placement.
ALL PAPERWORK MUST BE RETURNED BEFORE 18th SEPTEMBER
ANYTHING AFTER THIS DATEWILL NOT BE CONSIDERED.



https://tinyurl.com/westlothianworkplacement

CHOOSING A WORK PLACEMENT

Discuss the placement you would like to complete with your
parents/carers

If you are planning on using the data base then show your
parents/carers which job you are interested in. They will offer you
some good advice.

Do not choose a placement just because your friends have chosen it.

You may not be allocated your first choice, choose things which you
are interested in.




DECIDING ON YOUR WORK PLACEMENT

You need to let your TUTOR teacher know by 18™ SEPTEMBER if you

are intending to go on a Work Placement this year and if you will use
the data base or a Self Found placement.

There is paperwork which must be completed, as this is a legal
requirement , before going on any work placement.

No signed Parental Consent Form... No Work Placement!




WHEN CAN WE GO ON OUR WORK
PLACEMENT

Deans Community High School has one
allocated week: 28/10/2019 — 1/11/19

You can only do a one week placement.




THINGS TO CONSIDER BEFORE YOU BOOK
YOUR WORK PLACEMENT

Where the placement is?
How are you going to get there!
Can you get there on time!?
What time does the job start?
Do you know when you start and finish work!?
Have you read the job description?
Are you going to be able to do the job!?
Are there any medical issues which may prevent you doing the job!?
Is the placement relevant to your career path and choice!



WHAT DO | DO NEXT?

Decide if you are going on placement this year

Inform your TUTOR teacher

Choose a job from the data base OR collect the Self Found paperwork
Work on your Equip programme

Return your completed paperwork

Attend your Work Placement.



ANY QUESTIONS?




