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ABC Work Experience Policy

WORK EXPERIENCE AT AZERBAIJAN BRITISH COLLEGE

At Azerbaijan British College, Work Experience is part of the school’s curriculum for all students and in
line with the International Best Practice ‘Gatsby Benchmarks’ that ensures that Azerbaijan British College
prepares its students with the skills and knowledge for employment and University study when they
leave us.

Work Experience is an integral part of the Careers University Guidance (CUG) programme. We believe
that all students should appreciate the importance of lifelong learning and be actively involved in their
own learning and action planning, and setting targets for improvement. All of these elements can be

found within the Work Experience programme for Year 10 and Year 12 students.

Work Experience takes place for Year 10 and 12, whilst Year 11 and 13 are on study leave (April each
year).

Related documents: University Application Policy
UK Department of Education: Every student should have first-hand experiences of the workplace through
work visits, work shadowing, and or work experience, to help their exploration of career opportunities
and expand their knowledge and networks.
Gatsby Benchmarks: By the age of 16, every pupil should have had at least one experience of a workplace,
additional to any part-time jobs they may have.
AIMS OF WORK EXPERIENCE

e To improve student self-esteem and self-confidence.

e Toincrease self-awareness, especially personal skills, talents, interests and potential.

e Toincrease future employability.

e To raise aspirations and awareness of education, training and career opportunities, and to
inspire students to achieve their full potential.

e To assist in the development of a personal career action plan.
e To give an understanding of employers’ expectations.
e To gain real life experience of working conditions.

e Toincrease understanding of why services, industry and commerce are important in our
society, and how they interact.
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LINKS WITH EMPLOYERS

Azerbaijan British College continues to expand on excellent relationships with a wealth of local
businesses. A wide variety of businesses are prepared to offer our students Work Experience placements
each year. In addition, members of the local business community (British Chamber of Commerce) and
parents also give generously of their time and resources to assist with mock interviews, employability
support taster days, career talks, and information sessions.

ROLES AND RESPONSIBILITIES OF STAFF INVOLVED

The Principal delegates the responsibility for Careers and University Guidance (CUG) to the CUG
Coordinator who has oversight of the Careers University Guidance Programme and Work Experience.
ABC’s CUG Coordinator has day-to-day responsibility for the Work Experience programme, and they may
use a member of the Admin Support Team to carry out the administrational duties related to work
experience coordination.

The Heads of Key Stages 4 (Year 10) and 5 (Year 12) as well as the form tutors work closely with the CUG
Coordinator to provide pastoral care and ensure the success of the programme.

PARENTAL ENGAGEMENT

We want parents to understand and embrace the important part they can play alongside ABC in
supporting their children. Parents are our vital resource and are called upon to aid their child in finding a
work experience placement. We invite ABC parents working in relevant industries/businesses to speak
at events and share their experience as well as to support their own and fellow students in providing
work experience placements.

Whilst the school can facilitate work placements, parents are the key feature to make sure they happen.
CURRICULUM LINKS AND RESOURCES DEVOTED TO THE PROGRAMME

Work Experience is an integral part of the CUG programme. It is viewed as a key experience in the
Curriculum Support and Pastoral Care Programme. There are six stages to the Work Experience
programme.

1) Preparation
Planned programme through assemblies, with Tutors in registration, in PSHCE lessons and
independently, through resources given out at the beginning of Year 10.
Students can seek advice and support through the CUG Co-ordinator and all other staff including
independent careers guidance.

2) Briefing

In assemblies, in morning registration, PSHCE lessons and through the resources given to
each student.
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3) Placement
In various businesses chosen by each individual student. Each placement is checked for
safety by an agent of the school. A booklet is issued as a resource base to collect and record
information in order to maximise time spent in the workplace.

4) Debriefing
Summary and evaluation of experience, including identification of skills and knowledge
gained. Informal discussion in lessons and registration.

5) Follow-up
A planned programme where learning is consolidated and targets are set during PSHCE
lessons. Written reports are received from employers following the placement for most
students.

6) Evaluation
Success of the programme and placements evaluated by both students and employers.

OTHER CURRICULUM SUBJECT LINKS

All subject areas are encouraged to display information about employment opportunities linked to that
subject, to inspire and inform. Information matching employment opportunities to subject areas at
various qualification levels can be obtained from the CUG Office and the software programmes on the
school network, such as BridgeU.

ORGANISING BLOCK PLACEMENTS

All students are asked to choose a placement that will be challenging and commensurate with their
career aspirations and potential, a full year in advance. Before deciding on a placement, students are
encouraged to carry out research and seek advice from teachers, tutors, family and careers staff.
Students can draw on their work with in PSHCE and subject classes, discussions at Options Evening,
parents’ evenings, and Career related events such as mock interviews.

The school will provide as much support as the student needs to secure a suitable placement. Placements
are not arranged by the school as we find that where students have more involvement in the process of

gaining a work placement, such as research and contacting employers, almost always benefit more.

An agreement form, completed by student, parent, school and employer sets out the responsibilities of
all parties, and is used to make sure that all parties have the essential information.
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LETTERS OF INTRODUCTION AND THANKYOU

Your name
Your full address or use the school address
Your contact phone number or email address

Contact name if known, or The Manager
Employer name
Employer address

Today’s Date
Dear Contact name or Dear Sir / Madam,

I am currently in Year 10/12 at Azerbaijan British College. To help me to make informed
decisions about Post 16 education or training, my future career plans, and as part of my
personal development, | am expected to arrange and attend a Work Experience Placement.

I would be very grateful if you would consider allowing me to spend a week at company name
in the department name if relevant because | am interested in put in the type of career or area
of work, or school subjects you are interested in.

My attendance, behaviour and timekeeping are excellent.
Our Work Experience Week is Monday xxxx April to Friday xxxxx April 20xx.

Please contact me on/at ... I look forward to hearing from you.

Yours sincerely (if you have used the persons name above).
or
Yours faithfully (if you did not have a contact name at the company)

Start and finish layout as Letter A. and use this middle section —

Thank you for your kind offer of a work experience placement during the week Monday xx April
to Friday xx April xx.

I am really looking forward to my week with company name because say how this

placement will benefit your chances, your decisions, or which aspects you want to learn about..

I would be grateful if you could arrange for the employer’s details on the enclosed agreement
form to be completed. Please return the completed form to Ms Nargiz Mammadova, the The
Career and University Co-ordinator at Azerbaijan British College.

Please let me know if you would like me to come in to discuss what my duties will be for the
week, starting and finishing times and the type of clothing | should wear. (Omit this sentence if
you have already arranged to meet with the employer or have this information).

Thank you for your assistance.

sync2d €



These are only basic guides. You can change and expand the letter to your own style, but be careful
to remember the type of person and organisation you are writing to.

Before you send your letter:

e Check your style - it is important to write your letter or email formally, and in full.
e Check your spellings and grammar.
e Check names and addresses are correct and include the postcode.

e Check you have completed your name, address and contact number correctly. Use the school
address if you prefer.
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Year 10 & 12 Work Experience
Employers Reference

Student:
Organisation:

Please tick your responses below, and add any comments and your name at the end.

This sheet provides the student with a valuable record of their week. A copy is retained at school
for use in lessons and career planning. The reference can be used as evidence for 6th form, college,
training, employment, university application etc.

On completion please return to: Nargiz Mammadova at Azerbaijan British College
Email: nargiz.mammadova@abc.edu.az

Please circle the correct response:
1) Attitude Poor OK Good Excellent

2) Timekeeping Poor OK Good Excellent
3) Enthusiasm  Poor OK Good Excellent
4) Courtesy Poor OK Good Excellent
5) Dress Poor OK Good Excellent
6) Listening, verbal skills, written work, graphs, posters etc. Poor OK Good Excellent
7) Information Technology. Not used at this placement  Needs practice Good Excellent
8) Improving Own Learning and Performance - taking on new skills, asking advice etc.

Not used at this placement Needs practice Good Excellent
9) Problem Solving/using own initiative Not used Needs practice Good Excellent
10) Working With Others/following instruction, getting along with work colleagues etc.

Not used at this placement  Needs practice = Good Excellent

This space is for your comments.
Please detail tasks completed well by the student, any praise or advice for the future.

Sheet completed by: Date:
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ABC Is tacriibasi siyasati

AZORBAYCAN BRITANiYA KOLLECI iS TOCRUBSSI

Azarbaycan Britaniya Kollecinda Is Tacriibasi biitiin sagirdlar {iclin nazards tutulmusdur va maktabin
tadris programinin bir hissasidir. Program 9n Yaxsi Tacriiba olan Beynalxalg “Gatsby Benchmarks”a
uygun olarag Azarbaycan Britaniya Kollecinin sagirdlarinin mazun oldugdan sonra ise gabul vea
Universitetda tahsil almaq tg¢uin bacariq va biliklarla hazirlamasini tamin edir.

is tacriibasi Karyera va Universitet Maslahati programinin ayrilmaz hissasidir. inaniriq ki, biitiin sagirdlar
Omirboyu 6yranmanin vacibliyini qgiymatlondirir va 6z 0Oyranmalarinds, faaliyyatlarinin
planlasdiriimasinda, takmillasdirma hadaflarinin miayyan edilmasinda faal istirak edirlor. Bitin bu
elementlari 10 va 12-ci sinif sagirdlari ticiin is Tacriibasi programi ¢argivasinda tapmagq olar.

Is tacriibasi 10 va 12-ci sinif sagirdlari (iclin nazards tutulmusdur, bu zaman 11 va 13-ci sinif sagirdlari
tahsil mazuniyyatinda olacaqglar (har il aprel ayi).

olagali sanadlar: Universitetlara miraciat siyasati

Boyilik Britaniya Tahsil Departamenti: Har bir sagird karyera imkanlarini kasf etmaya va bilik va alagalarini
genislandirmaya kémak etmak (i¢iin is safarlari va ya is tacriibasi vasitasila is yerinda ilk tacriibaya malik
olmalidir.

Gatsby Benchmarks:16 yasina qadar har sagirdin istanilan yarimstat is tacriibasina alava olaraq, an azi
bir miiassisada is tacriibasi olmalidir.

iS TOCRUBDSININ M2QSODLORI

e Sagirdlarin 6z glivenini artirmaq

e Oziini dark etmak, xisusila saxsi bacariq, istedad, maraq va potensial artirmag.

e  Goalacak masgullugu artirmag.

e Tahsil, talim va karyera imkanlari haqqinda istaklari va malumathiligi artirmaq va sagirdlari
tam potensialina nail olmagq Uglin ruhlandirmag.

e Soxsi karyera faaliyyat planinin hazirlanmasina komak etmak.

e isogodtiiranlarin gozlantilari hagginda anlayis vermak.

e s soraitiilo bagl real hayat tacriibasi alda etmak.

e Coamiyyatimizda xidmatlarin, sanayenin va ticaratin niya vacib oldugunu va onlarin qarsihgli
alagasini basa dlismayi artirmaq.
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iISOGOTURDNLD 9LAQD QURULMASI

Azarbaycan Britaniya Kolleci yerli biznes muassisalari ilo alagalari genislandirmakda davam edir. Bir sira
miuxtalif mlassisalar har il sagirdlarimiza is tacriblari taklif edirlar. Bundan alavas, yerli biznes icmasinin
Uzvlari (Britaniya Ticarat Palatasi) va valideynlar da miisahibalar, ise gabulla bagh sinaq glinlari, karyera
danisiglari va malumat sessiyalarinda kdmak etmak Uglin saxavatla vaxt va resurslarini sarf etmaya
hazirdirlar.

COLB OLUNAN MUSLLIMLORIN OHDOLIKLORI

Maktabin direktoru Karyera va Universitet Maslahatlarini Karyera va Universitet Programi va Is tacriibasi
Programi haqqinda biliyi olan Karyera va Universitetlar tizra Kordinatora(CUG) havala edir. ABC-nin CUG
Koordinatoru s Tacriibasi programi Ugiin giindalik masuliyyst dasiyir ve onlar is tacriibasinin
alagalandirilmasi ila bagh inzibati vazifalari yerina yetirmak Uglin Inzibati Dastak Qrupunun lGzviindan
istifada eda bilarlar.

KS4 (10-cu sinif) va KS5 (12-ci sinif) rahbarlari, elaca da sinif rahbarlari ila programin ugurlu icrasi va
sagirdlarin talim-tarbiyasi ila yaxindan maraglanmaq t¢tin CUG Kordinatoru ila islayirlar.

VALIDEYNLORIN CBLB OLUNMASI

Biz valideynlarin ABC ilo birlikda sagirdlare dastak gdstarmalarinda oynadiglari mihim rolu basa
dismalarini istayirik. Valideynlar bizim muihin resursumuzdur vo is tacribasi Uglin miiassisanin
tapiimasinda usaqglarina kémaklik etmaya davat olunurlar. Biz uygun sanaye/biznes sahasinda calisan
valideynlarimizi tadbirlarda sagirlar garsisinda ¢ixis edarak, 6z tacriibalarini paylasmaga va ganc
sagirdlarimizi uygun miassisalarda is tacriibasi almaq Ugln yerlasdirmaya davat edirik. Maktab sagirdlari
uygun miuassisalarle tamin eda bilsa da, valideynlar bunun hayata kegmasi ticlin miihiim rol oyanirlar.

PROQRAMA HOSR EDILAN KURIKULUM V3 LINKLOR

is tacriibasi CUG programinin ayrilmaz hissasidir. Bu Kurikuluma Dastak ve Davranis programinda
onamli tacriiba kimi dayarlandirilir. is tacriibasi programinin 6 marhalasi vardir.

7) Hazirhq
10-cu sinfin avvalinda sagirdlarla gorislar, sinif rahbarinin geydiyyati, PSHCE va mustaqil hazirlanmis
programlar vasitasila. Sagirdlar CUG kordinatoru va mistaqil karyera maslahatcilarina yaxinlasib,
suallarina cavab ala bilarlar

8) Malumatlandirma
Sagirdlarla iclaslar, sshar qeydiyyati, PSHCE darslari va har sagirda verilmis resurslar
vasitasila
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9) Yerlasdirma
Fardi sagirdlar tarafindan secilmis biznes miiassisalari. Har bir miassisa maktabin
niimayandasi tarafindan tahliikasizlik baximindan yoxlanilir. is yerinds sarf olunan vaxt
maksimum daracada artirmag lg¢lin malumat toplamagq va geyd etmak U¢iin resurs bazasi
bukleti verilir.

10) Debrifing
Qazanilmis bacariglarin va biliklarin, eyni zamanda tacriibanin yoxlanilmasi va
giymatlandirilmasi. Darslarda va qeydiyyat zamani geyri rasmi muizakiralar

11) Oyranilanlarin tatbiqi
PSHCE darslarinda éyranmanin birlasdirildiyi va hadaflarin tayin olundugu planlasdiriimig
program. Yazili hesabatlar aksar sagirdlar clin yerlasdirmadan sonra isagotiranlardan
ahnir.

12) Qiymatlandirma
Programin ugurlu olmasi va sagirdlarin yerlasdirilmasi ham sagirdlar ham da isgotlranlar
tarafindan giymatlondirilir.

DIGOR KURIKULUM FONN LINKLORI

Sagirdlari havaslandirmak va malumatlandirmagq Ugin bitin fann sahalari tizra is imkanlari ila bagh
malumat hazirlamanmasi gozlanilir. Fanlar Gzra muxtalif ixtisaslara uygun olan is imkanlari ila bagl
malumati CUG ofisdan va ya BridgeU platformasindan almaq mimkinddir.

BLOK YERLOSDIRILMOSININ TOSKiLi

Bitlin sagirdlardan bir il 6ncadan say talab edan va onlarin karyera istaklarina va potensialina uygun
yer segcmalari xahis olunur. Sagirdlar yerlasdirmaya qarar vermazdan avval arasdirma aparmaga va
muallimlardan, sinif rahbarlarindan, aila tGzvlarindan va karyera isciloarindan maslahat almaga tasviq
edilir. Sagirdlar PSHCE va digar dasrlardan, fann segimlari iclaslarindan, valideyn goérislarindan va
sinag musahibalari kimi karyera tadbirlarindan yararlana bilarlar.

Maktab sagirdlara uygun is yerlarinin tapilmasi Giciin miimkiin gadar dastak gdstaracakdir. is yerlarinin
miuiayyan edilmasi maktab tarafindan yerina yetirilmir, bels ki, sagirdlarin arasdirma va isagbtiranlarla

alaga saxlamaq prosesina calb olunmasi har zaman daha faydali olmusdur.

Razilig formasi, sagird, valideyn, maktab tarafindon doldurulur va isagbtiran bitiin taraflarin
ohdaliklarini geyd edir, biitlin taraflarin malumatli olmasini tamin edir.
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TOQDIMAT V3 T9S9KKUR MIKTUBU

Sanin adin
Sanin va ya maktabin iinvani
Sanin va ya maktabin alaqa némrasi

dlaga némrasi va ya Menecer
Iscinin adi
Iscinin dnvani

Tarix
Hormatli alagaladirici saxs va ya Hérmatli bay/xanim

Man hazirda Azarbaycan Britaniya Kollecinda 10/12-ci sinifda tahsil aliram. 16 yas sonraki tahsil
va ya talim, goalacak karyera planlarim va soxsi inkisafimin bir hissasi kimi mandan bir is
Tacriibasi almagim gozlanilir.

Mani miiassisanin adi-da, departamentin adi-da 1 haftalik is tacriibasi qazanmagq ligiin icaza
vermayiniza minnatdar olaram, ¢linki man karyeranin adi va ya sferasi, va ya maraglandiginiz
fannin adi ila yaxindan maraglaniram.

Manim davamiyyatim, davranisim miikammaldir

Biza ayrilan is tacriibasi haftasi Aprel, Bazar ertasi xxx Ciima giinii xxx tarixina gadardir.
Xahis ediram, manimls .... Vasitasila alaga saxlayin. Cavabinizi sabrsizlikla gozlayiram.

Hormatls

Baslangic va son hissasi yuxarida verilmis maktubla eynidir, orta hissa liclin asagidaki maktubu
istifada edin.

Bazar ertasi xx Aprel Ciima giinii xxx Aprel taxirina qadar mana taklif etdiyiniz is tacriibasi
yerlasdirilmasina gora siza tagakkiir ediram.

Miiassisanin adi -da 1 hafta is tacriibasi ke¢mayimi sabrsizlikla gézlayiram, ¢linki bunu siza hansi
faydalari olacaq, hansi aspektlardan éyranmik istayirsiniz.

dlava olunmus razilagma formasinda isagotiiranin alaga malumatlarini geyd etsaniz,
mamnun olaram. Xahis ediram, doldurulmus formani, ABC-nin Karyera va Universitetlar tizra
Kordinatoru Nargiz Mammadovaya gondarasiniz.

Xahis ediram, vazifa 6hdaliklarimi, programin tarixlarini, geyim tarzini miizakira etmak ligiin
gorismak istadiyiniz tagdirda mana bildirin.
(@gar bu hagda artig malumat varsa, bu ciimlani silin).

Kémayiniz liglin tagakkiir ediram.
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Bunlar ilkin malumatlardir. Maktubu 6z istayiniza uygun dayisdirmak mimkindir, lakin miracist
etdiyiniz saxsa va muiiassisaya garsi diggatli olun.

Maktubu gondarmazdan avval

e Moaktubun stilini yoxlayin — maktubu va ya emaili rasmi formatda va tam yazmaq 6énamlidir

e Qrammatik va harf sahvlarini yoxlayin

e Unvanin va adlarin, elaca poct kodunun diizgiinliyiinii yoxlayin

e Oz adinizi, iinvani va alaga vasitalarini yoxlayin, istasaniz maktabin tinvanini da geyd eda
bilarsiniz.
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10 va 11-ci sinif sagirdlarinin is tacriibasi progqrami ligiin
lisagotiuranin Rayi
Sagird
Miuassisa
Xahis ediram, asagidakilardan birini segin, alava ray yazin va adinizi sonda geyd edin.
Bu varaqgda sagirdin miassisada kecirdiyi 1 haftanin gediyyati gostarilir. Bir nlisxa darslards istifada
va karyera planlamasi liclin maktabda qalir. Bu ray kollec, talim, is va karyera planlamasinda dalil
Uclin istifada oluna bilar.
Bitirdikdan sonra, xahis edirik, ABC-da Nargiz Meammadovaya géndarin.
Email: nargiz.mammadova@abc.edu.az

Uygun cavabi secin
11) Minasibat  Zaif Qonasatbaxs Yaxsi 9la

12) Zamanin idara olunmasi Zaif Qanaatbaxs Yaxsl 9la
13) Havas Zoif Qanaatbaxs Yaxsi 9la
14) Nazakat Zoif Qanaatbaxs Yaxsi 9la
15) Geyim Zaif Qanaatbaxs Yaxsl 9la

16) Dinlamsy, sifahi bacariglar, yazili is, grafiklar, posterlar vas.. Zaif Qanaatbaxs Yaxsi 9la

17) informasiya Texnologiyalari. Burada istifads olunmayib inkisaf etdirmalidir  Yaxsi 9la

18) Saxsi 6yranma va performansin inkisafi — yeni bacariglar dyranir, maslahat alir va s Burada
istifade olunmayib  inkisaf etdirmalidir  Yaxsi 9la

19) Problemlarin halli/saxsi tasabbiisiin istifadasi Burada istifads olunmayib  inkisaf
etdirmalidir  Yaxsi 9la

20) Basqalari ila islama/talimatlara riayat etmak, is yoldaslari ila miinasibat qurmaq va s.
Burada istifada olunmayib  inkisaf etdirmalidir ~ Yaxsi 9la

Burada 6z rayinizi yaza bilarsiniz.
Sagirdin yerina yetirdiyi tapsiriq hagqginda detalli malumat verin, tarif va ya galacak lglin har hansi
tovsiyyaniz varsa, burada geyd edin.

Kimin tarafindan hazirlanib: Tarix:
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