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9th July 2026 
 
 

Dear Parent / Carer, 
 

Year 12 Work Experience 
 
Thank you for helping your child secure their work experience placement. I hope they are looking forward 
to the opportunity and will gain valuable insight and experience over the course of the five days. 
 
This week, students will receive important information about the school’s expectations during an assembly 
and again during Form Time. However, I would like to take this opportunity to share the key procedures 
with you as well. 
 
Arriving at Placement: 
Students are responsible for making their own way to their placement each day and should have arranged 
with their employer what is expected of them on the first day. These details were recorded in the Unifrog 
placement consent form, which students can refer to if needed. 
 
The school will be in daily contact with each placement coordinator to confirm student attendance and 
punctuality. In addition, the school will aim to conduct at least one in-person visit to each placement over 
the three-day period. 
 
If Your Child Cannot Attend Placement: 
If your child is unable to attend their placement on any day, normal school absence procedures apply. You 
must contact the school’s Attendance Team to report the absence and you must also inform the placement 
provider directly. Please note that the school will not contact the employer on your behalf. It is the 
responsibility of the student or parent/carer to do so, and this is considered best practice. 
 
Failure to notify both the school and the placement provider will result in the absence being marked as 
unauthorised. 
 
Completing a Log Book: 
Over the course of the three days, students are required to complete a log book to record their work 
experience. This booklet can be found on their Google Classroom. Students must complete their daily log 
entries and submit the finished log book to their Form Tutor and upload it to Unifrog by Monday 20th July. 
Both students and employers will also have the opportunity to provide feedback on the placement through 
Unifrog once it has been completed. 
 
If a Placement Falls Through: 
In the event that a placement is unable to host your child on a particular day, your child will be expected 
to attend school as normal. On-site work experience will be arranged and provided to them each morning. 
 
Maintaining Professionalism: 
Please ensure that best practice is followed at all times. These employers have kindly offered their time 
and support to host our students, and we want to maintain strong relationships with them for future 
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opportunities. Unprofessional behaviour or lack of communication could jeopardise these valuable 
partnerships. 
 
Thank you once again for your support. If you have any questions or concerns, please don’t hesitate to 
get in touch. 
  
Yours faithfully, 
 
Miss C Shanahan 
Careers Leader 
cshanahan@buckinghamschool.org 
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