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September 2015

Dear Parent/Carer

Re:  Work Experience Opportunity

Work experience forms an increasingly important part of the educational process for students at Saddleworth School.  These opportunities provide invaluable insights into the world of work and help students to develop the skills and qualities they will need for future employment.  

The school has arranged for all Year 8 students to participate in work experience for one day.  They will be employed as an ‘Office Monitor’ and will be based in reception.  They will be expected to arrive for work promptly at 8.45am and will finish at 3.30pm (Wednesday 1pm).  Attached is a job description and person specification for the role of Office Monitor.  Please could you read through this with your son/daughter to help them understand the role and what will be expected of them throughout the day.

The students will be paired with another student for the day and will be informed of their allocated day prior to their work experience.  As with any job there may be periods when the office is quiet.  We would like students to bring in a reading book and/or homework that may be done at this time.  They are to wear full school uniform whilst at work particularly as they will be meeting parents and visitors to the school.

As your child will be off timetable for the day they are to ensure any missing work is caught up in their own time.  If you have any queries regarding this please do not hesitate to contact Miss Cook  (Home School Leader) or Mrs Reece (Office Manager) at the school.

Yours sincerely
[image: ]
Ms C Dempster
Co-ordinator for Work Related Learning

_ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __ _ _ _ _ _ _ _ _ _ _ _ _ __ _ _ __  __ _ 

‘Work Experience Opportunity’ – Year 8

Please return only if you DO NOT wish your child to take part in the Work Experience opportunity.

Name of Student	   Form:……………...

Signed:..................................................................... (Parent/Carer)
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Saddleworth
School

High Street, Uppermill
Oldham, OL3 6BU

Tel: 01457 872072

Fax: 01457 870190

Web: www.saddleworth.oldham.sch.uk

Headteacher: Mr M Milburn
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