


Year 10 Work Experience
Week beginning 23rd March- 27th March 2026



Why do Work Experience?

It is one of the Gatsby careers 
benchmarks which all secondary 

schools and colleges are expected 
to provide for their pupils

Work experience is proven to 
help pupils with their 

employability skills, but it can 
also help someone gain 

confidence in themselves!



The benefits of Work Experience

• Skills development

• Gain a better understanding of the world of work

• Put current skills and knowledge into practice 

• Discover what skills employers look for when hiring for future job vacancies 

• Develop self-confidence and communication skills 

• Improves motivation and academic attainment and improves young people’s employability skills

• Work Experience can help with getting into College or getting an apprenticeship















What Sectors can Pupils do Work Experience in?

• Administration, Business and Office Work 

• Building and Construction 

• Catering and Hospitality 

• Computers and IT 

• Design, Arts and Crafts

• Education and Training

• Engineering

• Environment, Plants and Animals

• Financial Services

• Healthcare

• Languages, Information and Culture

• Legal and Political Services

• Leisure, Sport and Tourism

• Manufacturing and Production

• Marketing and Advertising

• Media, Print and Publishing

• Performing Arts

• Personal and Other Services including hair and beauty

• Retail Sales and Customer Services

• Science, Mathematics and Statistics

• Security and Armed Forces

• Social Work and Counselling Services

• Transport and Logistics 



Online platform

Pupils will use their school email address as their username and a temporary password 
portchester2025- 

so that they can log on to the Work Experience database to look for potential employers.

https://www.collsys.co.uk/login

https://www.collsys.co.uk/login


Online Platform

Please click Login and not 
the Log in with college 
account at the bottom of 
page. 



Online Platform

The password field MUST be at least 12 characters



Online Platform

Pupils’ Work Experience Dashboard  

This is where a pupil can submit an Online Own 
Placement Request. 

To view companies that have offered 
previous placements, please click View 
Companies. 

To view progress of 
placements you can 
view these icons. A 

green tick will appear 
once completed. 



View Companies 

Click on View Companies to view employers who have taken previously 
before. These are not guaranteed work placements, but more of a guide to 

help pupils understand what is out there. Pupils can approach companies on 
the list by looking online and finding contact details or visiting employers in 

person to see if they can offer any Work Experience. 



View Companies 

To search: 

Click on Search Filters

1. Enter in Industry and Job type
2. Then select Post code

3. Select Radius/mileage from Post code
4. Click search and a list will appear below  



View Companies

This is an example of what you might see

Click Find out more to 
view more details. 

Click See on map to open 
Google maps to view location of 
the employer. 

Then click on the Job link to view 
what tasks could be included in the 
placement. 



Choosing your Work Experience placement

You can also approach people you know or who aren’t on the system. You can go 
and work with them if they are happy to have you and meet certain criteria with 
regards to insurance

Things to consider when making your choice
• Make sure it is something you are interested in
• Make sure you can get there - train, bus, taxi, walk
• Make sure when searching, use correct post code- school is PO16 9BD  
• You can work up to 40 hours a week, 8 hours a day and it will be unpaid
• Employer must have Employers Liability Insurance or we cannot approve 

placement
• Phone for Interview as and when placement is confirmed!!!

 



Create Placement – Enter in Own Placement Online

Click on Create 
Placement



Create Placement

Once clicked, this page will appear. The pupil will need to 
complete each of the three tabs shown (start process, select 
company and signatures.) They will not be able to submit 
the form unless all fields are completed. It's important that 
you include the employers contact details and email address.

It is important that if the pupil has any Special Educational 
Needs or medical conditions that may affect the placement, it 
is written here. These needs can be discussed further with 
the employer before the placement begins by 
parents/guardians or the student. 



Create Placement

Once all fields are completed , the pupil 
needs to read the declaration and sign 
electronically. 

Click here to send to parent/guardian for review. 



Create Placement

Parents/Guardians will then receive an email to review the details inputted by 
the pupil. If they are happy with the information provided, they need to sign 

the declaration and click send for approval. 

EBP South will then contact the employer to complete the checks and 
approve the placement. 

If you do not wish to use the Online Creation of a placement, you 
can use EBP South’s Paper based Own Placement Form to collect 

the placement information. 



Own Placement Form

Please remember to have 
completed:

• Employers’ Liability 
Insurance details.

• All three signature boxes.

Complete all information on 
the form and return to

Mrs. Tonks at Pupil 
Reception.



Status of Placement

Once the application has been approved this will be updated on 
the pupil’s dashboard.

ebp send reminder letters to all employers before the start of a 

pupil’s placement. 

It is very important that the pupil also contacts their employer to 
discuss the finer details. 



Costings for Work Experience

 Costs - £33 per pupil to cover all EBP South checks and admin costs.

If your child receives the pupil premium or if you have 2 children in Year 
10, there is a 1/3 reduction in the cost. If you are not sure if you are 
entitled to the reduction, please ask.



Placement Suitability Checks carried out by EBP South

• Employers’ Liability Insurance (not Public Liability).

• Evidence of H&S Policy (if above 5 employees).

• Evidence of Risk Assessments or Young Persons Risk Assessments (if above 5 employees).

• Check if employers provide PPE (Personal Protective Equipment) or if students need to 

provide their own.

• First Aid Procedures – First Aid kit on site, Accident Book/Reporting System and the 

employer understands RIDDOR (Reporting of Injuries, Diseases and Dangerous 

Occurrences Regulations).

• Fire Procedures – Fire Risk Assessment (if above 5 employees), how to raise the alarm or 

where the nearest call points, fire extinguishers, exits clear and unobstructed. 

• Any prohibited tasks and procedures for students .



• There is a copy of this presentation, links and help guides on the 
Work Experience part of the Careers page on the School website

    School life-Careers-Information-Work Experience

• Please encourage your child to speak with their tutor, teachers and 
Year team if they need help.

• Pupils should submit their Own Placement form, either online or via 
the paper form, as soon as it is fully completed. 

• Deadline for applications is Friday 19th December 2025.

Final information
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