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Why we have written this guide
Our Work Experience Policy sets out the legal and safety requirements for placements. This guide is different. It explains what actually happens in careers and work experience at Abbey Gardens, year by year, what is planned for this school year, and how you can get involved. If you have a question about your child’s careers plans at any point, please contact me directly using the details above.
This is a new site, and 2026–27 is the first full year of our careers and work experience programme. We have planned what we are confident we can deliver well this year, and we will build on it next year. Everything in this guide is adapted to each pupil. What one young person does will not be exactly what another does, and that is deliberate.
Careers at Abbey Gardens in brief
There are three strands, and they run through every year group:
1. Careers learning. Careers lessons within PSHE from Year 7, using Unifrog, an online careers platform. Every pupil has a Unifrog account that follows them through the school and records what they have done.
1. Experiences of work. Employer visitors, visits to workplaces, tasks and workshops set by employers in Years 7 to 9, and work experience placements in Years 10 and 11.
1. Personal guidance. Careers conversations with staff for all pupils, and one-to-one interviews with a qualified careers adviser for every pupil in Years 10 and 11, and earlier where it would help.
What your child will do in each year group
	Year
	Careers learning and guidance
	Experiences of work
	What we will ask of you

	Year 7
	Careers lessons in PSHE. Unifrog profile started. A careers conversation with their tutor.
	“Careers on our site”: meeting the staff who work in different roles around the school. An employer visiting school to talk about their work. A first visit to a workplace with school staff.
	Talk to your child about the jobs they see around them. Tell us about your own work if you are happy to.

	Year 8
	Careers lessons. Unifrog activities on interests and skills. A careers conversation.
	A workshop led by an employer. A workplace visit with a task to complete. A visit from a college or training provider.
	Consent for visits. Conversations at home about what they saw and what they thought of it.

	Year 9
	Careers lessons and planning for Key Stage 4. Careers input to the EHCP review, which from Year 9 must include preparing for adulthood. A one-to-one with the careers adviser where the review shows it would help.
	A work-shadowing day. A short in-school placement made up of half-days across a week.
	Your views at the EHCP review. Consent. Helping your child think about what they enjoyed and what they found hard.

	Year 10
	A one-to-one guidance interview with a qualified careers adviser in the spring term. Preparation for work experience. Sessions on what comes after Year 11.
	Work experience placement time: with an employer, supported by our staff, in school, or a mix. Mainly in the summer term.
	Your views on the right kind of placement and on possible employers. Written consent. A pre-placement meeting or phone call. Daily contact during the placement if it is needed.

	Year 11
	A one-to-one guidance interview in the autumn term with a follow-up in the spring. Help with college, apprenticeship and training applications. Transition planning through the EHCP review.
	Placement time to complete their week’s worth, timed around exams and linked where possible to their next step.
	Support with applications and open events. Consent. Coming to transition meetings.


Work experience explained
Years 7 to 9: building up to placements
The government now expects every young person to have two weeks’ worth of work experience by the end of Year 11: one week’s worth of activities in Years 7 to 9, and one week’s worth of placements in Years 10 and 11. In Years 7 to 9 this is not a placement. It is a series of shorter activities – visits to workplaces, tasks set by employers, workshops and short in-school jobs – that add up over the three years and that are always accompanied by school staff.
Because this is our first year, pupils now in Years 8 and 9 will not have the full build-up behind them. We will make sure that every Year 7, 8 and 9 pupil has at least two days’ worth of activities this year.
Years 10 and 11: placements
Over Years 10 and 11 every pupil completes a week’s worth of placement time. It does not have to be five days in a row, and it can be with more than one employer. There are four kinds of placement, and pupils can move between them as their confidence grows:
1. an external placement with an employer, away from school;
1. a supported placement, where a member of school staff stays with your child for some or all of the time;
1. an internal placement, which is a real job role within the school (or, by arrangement, another Outcomes First Group site) with a named supervisor, set hours and a job description;
1. a blended placement, for example two days in school and then three days with an employer.
Which route is right for your child is decided with you. It depends on their risk assessment, how ready they are, what they want to do, and what the placement can offer. No pupil is left out. If an external placement is not right yet, your child will still do work experience through an internal or supported placement, and we will use it as a step towards an external one.
How we keep placements safe
Every placement, including an internal one, has:
1. a risk assessment that takes account of your child’s needs, which we go through with you before the placement starts;
1. for external placements, a health and safety check of the employer and a copy of their insurance certificate;
1. supervision by an adult with an Enhanced DBS check, or a member of school staff with your child;
1. an induction before the placement starts, covering hours, duties, hazards, fire procedures and who to go to with a problem;
1. a plan with learning objectives, which is reviewed with your child afterwards;
1. daily contact from school, and a clear message to your child that if anything worries them they contact school straight away.
Your written consent is needed before any placement, and you will be given the placement details and the risk assessment beforehand. If you have any concerns about a placement, talk to your child’s tutor first. If the issue is not resolved, contact the Headteacher.
Careers guidance
Every pupil in Years 10 and 11 has a one-to-one guidance interview with a qualified careers adviser. Year 11 interviews happen in the autumn term, so there is time to act on them before college and training applications close. Year 10 interviews happen in the spring term, so they can shape the placement that follows.
Pupils in Years 7 to 9 have careers lessons in small groups and a one-to-one careers conversation with their tutor or with me each year. A one-to-one with the careers adviser is arranged where the Year 9 EHCP review shows it would help, or if you or your child ask for one. From Year 9, every EHCP review must include preparing for adulthood, and we bring careers information to those reviews.
A summary of each guidance interview and the actions agreed is recorded on Unifrog, and you can ask to see it.


What is happening this year (2026–27)
Dates are given by half term. We will confirm exact dates by letter or phone nearer the time, and the activities may change depending on which employers are available.
	When
	Years 7 to 9
	Years 10 and 11
	For parents and carers

	Autumn 1 (September to October)
	Careers lessons begin.
Unifrog accounts set up.
Year 7: “Careers on our site”.
	Unifrog accounts set up.
Year 11 guidance interviews begin.
Year 11 session on options after Year 11.
Year 10 introduction to work experience.
	This guide sent home.
“Tell us about your work” form.
Year 11: information about what comes next, sent home.
Talking Futures website shared.

	Autumn 2 (November to December)
	An employer visits school to talk about their work.
Years 8 and 9 meet a college or training provider.
	Year 11 interviews completed and applications started.
Year 10 begin preparing for work experience and talk with their tutor about the right route.
	Year 11 families contacted about applications.
Year 10 families contacted about placement routes and ideas.

	Spring 1 (January to February)
	National Apprenticeship Week activities.
Years 8 and 9: workplace visit with a task.
Year 7: employer workshop in school.
Year 9: planning for Key Stage 4.
	Year 10 guidance interviews (everyone).
Placements matched.
Year 11 applications submitted; interview practice; college taster days.
	Year 10 placement route confirmed with you.
Consent forms.
Risk assessment shared with you.

	Spring 2 (February to April)
	National Careers Week: employer visitors.
Year 9 work-shadowing day.
Year 8 workplace visit.
	Year 10 work experience preparation lessons and inductions.
Year 11 EHCP reviews focus on moving on; offers from colleges and providers.
	Year 10 pre-placement meeting or phone call.
Year 11 transition planning with you.

	Summer 1 (April to May)
	Year 7 workplace visit.
Year 9 in-school placements begin.
Careers lessons on skills.
	Some Year 10 supported and in-school placements start.
Year 11 exams, with guidance still available; college transition days.
	Daily contact arrangements during placements explained.
Feedback forms.

	Summer 2 (June to July)
	Employer challenge day.
Year 9 in-school placements completed.
Reflections recorded on Unifrog.
	Main Year 10 placement window.
Year 11 leavers: next steps confirmed and handed over to colleges and training providers.
	Placement feedback.
End-of-year summary and next year’s guide.



Our aim for this year is that every pupil has at least one proper encounter with an employer and one experience of a workplace, that every Year 10 and Year 11 pupil has their one-to-one guidance interview, that every Year 10 pupil completes at least three days of placement time (with the rest in Year 11), and that every Year 11 pupil leaves with a confirmed next step.
How you can help
1. Talk with your child about work: what they enjoy, what they are good at, what they notice about the jobs around them. Talking Futures (www.talkingfutures.org.uk) has short, practical prompts for these conversations.
1. Tell us about your own work, or about employers you know. Many of our best placements will come from families and staff.
1. Return consent forms promptly, and come to (or phone in to) the placement planning conversation.
1. Help your child prepare for a placement: getting up on time, the journey, what to wear, and what to do if something goes wrong.
1. Ask questions. If you are unsure whether something is right for your child, tell us.
Useful websites
1. Talking Futures – www.talkingfutures.org.uk – tips and prompts for careers conversations at home.
1. National Careers Service – nationalcareers.service.gov.uk – free, impartial advice for young people aged 13 and over, and for parents and carers.
1. Skills for Careers – www.skillsforcareers.education.gov.uk – government information on apprenticeships, technical routes and other options after school.
1. Suffolk Local Offer – search “Suffolk Local Offer” – information on SEND support in Suffolk, including preparing for adulthood.
1. Unifrog – www.unifrog.org – your child’s login details will be sent home once accounts are set up.
Abbey Gardens School, September 2026. This guide accompanies the school’s Work Experience Policy, which is available on request.
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