
Organising Work Experience – Communicating with the Employer  

 

What to say and how best to behave – in person (recommended unless 

unavoidable due to distance)  

 

1. In most cases, the employer will not know why you are there so you will need 

to explain yourself clearly. REMEMBER, you are asking them if it would be 

possible to do work experience, not telling them you will be coming for work 

experience.  

 

 

2. Say: “Hello, I am …………………………from Calrossy Anglican School. I 

would like to talk to someone about the possibility of completing work 

experience with your business” Make sure you know the occupation you are 

interested in experiencing.  

 

 

3. If they say they are unable to take you, shake their hand, look them in the eye 

and thank them for their time, smile and then depart.  

 

 

4. If they say YES, then ask: “Can you please tell me if there are any particular 

dates which work best for your business and who is the best person to speak 

with for future conversations?”   

 

Make sure you write down the name and contact details of the person who 

you will be communicating with. If the employer asks if Calrossy provides 

insurance, you can say yes, and you can download the Certificate of Currency 

and either print and take to the business in person or download and email to 

the best person within the business.   

 

You will need to ensure all required paperwork is signed and returned to the 

School Career Adviser ASAP, and MUST BE BEFORE commencing work 

experience, otherwise students WILL NOT be covered for insurance in case 

of any incident or accident. Please download forms from the Calrossy Careers 

Website, https://careers.calrossy.nsw.edu.au/work-experience  

 

 

5. Find out what you have to wear, what time you are required to start and finish 

and are there any special instructions. Those details and more MUST be on 

your completed work experience form, which you give to me ASAP or before 

your work experience commences. 

 

 

 

 

https://careers.calrossy.nsw.edu.au/work-experience


 

 

 

What to say and how best to behave – by phone 

 

 

1. In most cases, the employer will not know why you are calling, so you will 

need to explain yourself clearly. REMEMBER, you are asking them if it would 

be possible to do work experience, not telling them you will be coming for 

work experience.  

 

 

2. Say: “I am …………………………from Calrossy Anglican School. I would like 

to talk to someone about the possibility of completing work experience with 

your business” Make sure you know the occupation you are interested in 

experiencing.  

 

 

3. If they say they are unable to take you, politely thank them for their time and 

then say good bye as you would normally do at the end of a phone 

conversation.   

 

 

4. If they say YES then ask: “Can you please tell me if there are any particular 

dates which work best for your business and who is the best person to speak 

with for future conversations?”   

 

Make sure you write down the name and contact details of the person who 

you will be communicating with. If the employer asks if Calrossy provides 

insurance, you can say yes, and you can download the Certificate of Currency 

and either print and take to the business in person or download and email to 

the best person within the business.   

 

You will need to ensure all required paperwork is signed and returned to the 

School Career Adviser ASAP, and MUST BE BEFORE commencing work 

experience, otherwise students WILL NOT be covered for insurance in case 

of any incident or accident. Please download forms from the Calrossy Careers 

Website, https://careers.calrossy.nsw.edu.au/work-experience  

 

 

5. Find out what you have to wear, what time you are required to start and finish 

and are there any special instructions. Those details and more MUST be on 

your completed work experience form, which you give to me ASAP or before 

your work experience commences.  

 

 

https://careers.calrossy.nsw.edu.au/work-experience


 

 

After you have finished your work experience  

 

1. At the end of your work experience days or week, thank them with a letter 

(sample is located on the Calrossy Careers Website) and thank them in 

person by name and shake their hand.  

 

 

2. Complete your student record and give to me, which I will then scan for my 

Career Program records and give back to you.  

 

Remember that first impressions are vital so be well mannered, organised and 

confident. 

 

If you have impressed the business and you are in either year 9 or 10, you may 

like to ask if they would be interested in talking about employing you as a 

School Based Apprentice or Trainee. If they say yes, please ask if Mr Impey 

can call them to discuss how this program works.  

 

If you are year 12, you may like to ask if they would be interested in talking 

about employing you as a Gap Year student or as a Casual or Part Time 

Employee while you are studying at University, or ask if they may be interested 

in giving you work or an internship while you are on your University holidays if 

their workplace is closely linked to your University interests.  


