· [bookmark: _GoBack]The completed Work Experience Placement Approval and Consent Form is returned to the Work Related Learning Office in the library by 12th January 2018 
· Penryn College arranges a Placement Suitability Visit by Cornwall EBP to ensure that the employer can take account of the health, safety and welfare of the student.

Enclosed with this letter are three important documents:

1. Work Experience Placement Approval and Consent Form
This needs to be completed by all the parties involved in the placement.  This is to ensure that each partner in the placement is aware of what is expected and agrees to these conditions. It is essential that the form is completed in the correct order: 
Section 1: Information about the Student section, then Sections 2 and 3: Information about the Employer and the Placement and Young Person’s Risk Assessment sections, and finally Section 4 Parent/Carer Agreement and Consent.

2. Information For Parents/Carers Booklet
This contains important information about the work experience scheme and therefore needs to be read carefully.

3. Information for Employers Booklet
This needs to be given to the employer with the Approval and Consent Form

Students who have not arranged a placement and returned the completed Approval and Consent form to the library by 12th January will be required to attend compulsory afterschool or lunchtime sessions.  The sessions will involve working with the Work Related Learning staff to secure a suitable placement.  This extra support will be given to ensure that as many students as possible have the opportunity to take part in Work Experience.

Thank you in advance for your support in making the scheme work.

If you require any further information or support at any time, please do not hesitate to contact me. 

Yours sincerely
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Rachael Bastian
Work Experience Co-ordinator
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