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Dear Sir/Madam (or the name of the person you are writing to)

Thank you for agreeing to take me for work experience from 12th to 16th July 2021. 

I am really looking forward to spending the week at name of the company/organisation and having the opportunity to state something you want to do or hope to get out of your week.

I have enclosed my approval and consent form and would be grateful if you could complete sections 2, 3 & 4 and return to me as soon as possible. 

If you have any questions about completing the form or writing a risk assessment please contact Mrs Snowdon on 01326 372379 Ex1268 or ksnowdon@penryn-college.cornwall.sch.uk and she will be able to advise you.

Yours (sincerely if you are writing to a named person, faithfully if you are addressing your letter ‘Dear Sir/Madam’)




Your name.

