Telford Park School
Information for Employers When Taking On Work Experience Pupils

Dear Employer, 
Thank you for taking a student from Telford Park School on Work Experience. Please find some information on The Work Experience Programme. 
School Work Experience Lead: Rachael Jones – rachel.jones3@taw.org.uk 
School Safeguarding Lead – Tom Ward – tom.ward2@taw.org.uk 
School Phone Number: 01952 387400 
Please let us know if there are any concerns about pupils whilst on their work experience placement. Please contact the school should the pupil not arrive for their work experience placement. 
Please provide the school with the name and contact details of the person responsible for work experience. Please email this to rachel.jones3@taw.org.uk 
Whilst on their placement, pupils are expected to: 
- Arrive at the time agreed by yourselves and the pupil 
- Attend the placement every day they are expected to 
- Present themselves in the appropriate clothing for the job role they are undertaking
- Carrying out duties as requested by the employer 
- Conduct themselves to the highest standard whilst on placement including: 
o Being polite in all interactions with employer and employees. o Communicating clearly with employers, other employees and customers. 
o Listening to and responding to feedback in the appropriate manner. 

We expect the employer to: 
- Appoint a specific person to be the point of contact for the pupil and the school. 
- Communicate the expectations of the business to the pupil prior to the start of the placement including: 
o Start and finish times o Break times 
o Arrangements for lunch (if this needs to be brought or can be purchased on site) 
o Any specific clothing that needs to be worn 
- Inform the school if the pupil does not attend the work placement as soon as it becomes clear that they have not attended. 
- Inform the school if the pupil is continually late for the placement. 
- Inform the school if there are any other issues with the pupil on the placement. 

We will ask you for feedback on the pupils once the placement has been completed and would appreciate it if this could be done and returned to us using the form here: rachel.jones3@taw.org.uk

Thank you once again for agreeing to take a pupil on placement, 



Rachael Jones
Careers Lead
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