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Don’t be nervous! This is a very worthwhile learning curve for you all! Wherever you work in the future, it’s extremely likely you will have to use the phone as part of your job.  
Ring the employer on the telephone number I have given you.  
Sample conversation: (Remember, this is only a guide, you might wish to add your own questions).  Make notes on this sheet, so that you can revisit the information! 
Hello, my name is ​​______ from South Nottinghamshire Academy in Radcliffe.

My work experience is arranged with you for state dates and I need to find out further information before my placement starts.

Can you tell me the following:-

What are my start and finish times?  Are these the same each day?
Would you like to meet me before the placement starts?

Is there anything specific that I need to wear?
Is a uniform required, if so, how can I obtain this?

Do I need special clothing? Ie Safety wear/boots
What are the lunchtime arrangements? Do you have facilities on site?
Who should I report to on my first day? Will there be an induction?
What can I expect to be doing during my work experience week?
Do I need to prepare anything beforehand?

Can you advise on public transport into work? (Ask, only if you do not know).

Are there any questions you wish to ask me?

IF you are on medications or have a health condition, please inform the employer

Thank you for your help.  I look forward to meeting you and your team in July.
	STUDENT NOTES:-



You must contact your employer AS SOON AS POSSIBLE to clarify all information! 
START GETTING PREPARED PLEASE. 
IF you try several times and cannot reach the contact person, then – and only then! – send an email, if it is available.  Any probs, speak with Mrs Caunt ASAP.

VERY IMPORTANT!! 

Remember to use your manners – you are an ambassador for the Academy and I need to retain our employer links for next year! If you need help to make the phone call, by all means get advice from a parent or older brother or sister, but do not let them make the call for you! Any issues see me in school ASAP (
Good luck 
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