
YEAR 10 WORK EXPERIENCE

JULY 14TH – 18TH 2025



OPTION A – CHOOSE YOUR OWN PLACEMENT

OPTION B - ASSISTANCE IN CHOOSING YOUR PLACEMENT



Work Experience Deadlines

Start looking for placements Friday 30th January

All paperwork in Wednesday 25th April



Option A: Choosing a placement using the 
Employability

How to login:

• Enter the web address for the 
Employability website: 
https://tep.learnaboutwork.net/

• Select ‘Cottenham Village 
College’

• Each student their unique pin 
which will then to be entered.  
They are not to share their 
unique pin with any other 
student.



How To Search For A Placement

• Click on ‘search’ at the top of the 
page and you will then see a 
screen which has different 
employment sectors.  You can 
either look through each sector 
individually, or you can click on 
‘browse all’ at the bottom which 
will enable you to look through 
all of the available placements.



Choosing A Placement

• Read the job description 
thoroughly and ensure that you 
are able to travel to the 
placement.

• Once you have chosen a job that 
interests you, make a note of the 
job reference number.

• Email Mrs Roth with the 
reference number.



Interview

• Once Mrs Roth has confirmed 
the placement, please look very 
carefully at the job description.

• At the bottom of the job 
description, it will state whether 
the student should be 
approaching the employer for an 
interview.

• It is the student’s responsibility 
to arrange the interview.



Confirmation

• If the placement is available, Mrs 
Roth will write to the student and 
confirm the placement.

• Mrs Roth will send the parent a 
copy of the job description and a 
parental agreement form.  This 
form needs to be signed by the 
parent and returned to Mrs Roth.

• Mrs Roth will send an ‘Employer 
Agreement’ to the place of work, 
which will be signed and returned 
to her.



Option B: Choosing Your Own Placement

• If choosing your own placement, 
please fill in the ‘Student Own 
Placement’ (SOP) form and return 
it to Mrs Roth.

• Mrs Roth will forward the form to 
Employability who then have the 
responsibility for ensuring that all 
correct insurances are in place.  

• Employability will then confirm the 
placement if everything is in place.



Out of area (Cambridge) placements

Please be aware that if a placement is arranged by the student and it is 
outside of Cambridge, then the equivalent of TEP will undertake the 
necessary checks to ensure that the necessary Health and Safety and 
insurances are in place.

If the company requires a visit, the cost can be in the region of £65-
£100 + VAT, however, if the placement is on the database the cost will 
be £30-60 + VAT.  

This additional cost would have to met by the parents/guardians of the 
student.



Contact

Mrs Roth –
Catherine.roth@astreacottenham.org

Careers Lead
Cottenham Village College

mailto:Catherine.roth@astreacottenham.org

