
Work Experience Planner and Log Book

Name School Form/Tutor Group

Dates of Work Experience

Start date End date

How to make the most of your experience - Top Tips

● Plan your schedule in advance
● Allow time to get yourself set up and ready to work and set your alarm!
● Make sure you are wearing something that gets you in the right mindset for

work.  It might be harder to motivate yourself if you are in your pyjamas!
● Ensure everyone at home is aware of times when you need to focus
● Make sure you plan breaks including a lunch break just as you would if you

were at work
● Check that you can log in ok to Springpod before the start of your work

experience so any problems/issues can be resolved.
● You may need to enter your School Hub code to access the experiences.

Speak to your teacher if you have not got this.

How do you access the Springpod experiences?

1. You will need to log in to your Springpod account here.  If you have not yet
created one you can start here

2. Make sure you have activated your School Hub.  Go to Settings and then input
your code (ask your teacher if you need this code)

https://space.springpod.com/sign-in
https://space.springpod.com/sign-in
https://space.springpod.com/sign-up
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3. Go to your School Hub
4. Familiarise yourself with the platform
5. Watch the introduction video

Planning Tasks

https://vimeo.com/601699758/df5750a099
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Your 1st task is to complete this planner which asks you to reflect on your career
ideas so your experience is both relevant and useful for your future career.  Don’t
worry if you don’t know what you want to do. We can plan a fantastic experience
allowing you to explore lots of different career sectors.  By the end you should
have a whole load of evidence that you can include on your CV and applications.

1. Overall what would you like to get out of this experience?

2. Do you have any ideas of what you would like to do in the future?

Yes
No
Maybe

3. Jot down your current ideas even if you are still undecided.

4. What would you like to learn to help you with your decisions about your next
steps?

Now open up the Sector Insights in your Schools Hub

5. Which career sectors interest you the most?  You can see the overview of the
content if you click on the ones that interest you.  You can list as many as you
like but try to list at least 3.
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6. Try to identify a career sector that you may not have considered before.
Which one will you complete?

Now open up the Employability Skills in your Schools Hub

7. Which employability skills are important for your chosen career sectors?

8. What skills would you like to develop or improve?

9. Which employability skills will you choose to complete?  You can list as many
as you like but try to list at least 3.

Now open up the Employer Talks in your Schools Hub

10. Have a look through the upcoming talks.  Are there any scheduled talks that
you can register for?  Be open to new opportunities and perhaps find out
about different career opportunities?  You never know it may be different to
what you expect!

11. Have a look through the on demand talks.  Are there any that you can watch
that are linked to your career ideas?  Again be open to new opportunities so
you can hear from a range of professionals.

12. If you cannot find a talk in your Schools Hub you wish to attend.  Find a talk in
our online bank of talks from leading employers. Click on the links below to
explore.
Learn Lounge
Apprenticeships Explained

https://advice.springpod.com/series/learn-lounge
https://advice.springpod.com/series/apprenticeships-explained
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Classroom to Boardroom

MY FINAL PLAN

Click enrol on all of the sector insights and employability modules you plan to
complete.  Once enrolled you can just click ‘resume’.  Register for any talks you wish
to attend.

https://advice.springpod.com/series/classroom-to-boardroom
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List everything you plan to cover in your work experience programme making a note
of when you plan to complete.  Only complete the relevant days.  For example, you
may only be using Springpod for 1 or 2 days.

Day Sector Insights Employability
Skills

Employer Talks

1

2

3

4

5

Day 1/2/3/4/5 - You should keep a daily record of your activities

Complete at the end of each day.  For example if you are only completing 1 day
you only need to complete Day 1.

DAY 1 GENERAL QUESTIONS

How did you plan and structure your
time today?
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What new information have you learnt
today that you can use in your career
planning?

What did you enjoy the most?

What did you enjoy the least?

SECTOR INSIGHTS

What sector insights did you complete
today?

Thinking about one of the sector insights complete the following questions.

What task did you complete as part of
your sector insight?

What did you learn today from the
sector insight?

What skills and values will you need to
work in the career sector you
completed?

What experiences could you use to
develop/improve these skills?

Thinking about your own skills and
qualities do you think you could
evidence these skills now? If so, what
could you use as evidence?

You will have learnt about several roles
as part of this sector insight.  Is there a
particular role that you are interested
in?  If so, what qualifications will you
need to enter this career?
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EMPLOYABILITY SKILLS

Which employability modules did you
complete today?

Choose one Employability Skill you have learnt about and answer the following
questions

Why do you need this employability skill
in the workplace?

What activities/experiences could you
use to evidence this skill to a future
employer?

Thinking about your own career ideas,
why would you need this skill?

What will you do to improve this skill
over the next year?

Employer Talks

Did you attend an employer talk today?
If yes, which one?

Describe the speakers job role

What did you learn about the speakers
career journey?

What did you learn about the most
enjoyable aspects of this job?

What did you learn about the less
enjoyable or more challenging aspects
of this job?
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DAY 2 GENERAL QUESTIONS

How did you plan and structure your
time today?

What new information have you learnt
today that you can use in your career
planning?

What did you enjoy the most?

What did you enjoy the least?

SECTOR INSIGHTS

What sector insights did you complete
today?

Thinking about one of the sector insights complete the following questions.

What task did you complete as part of
your sector insight?

What did you learn today from the
sector insight?

What skills and values will you need to
work in the career sector you
completed?

What experiences could you use to
develop/improve these skills?

Thinking about your own skills and
qualities do you think you could
evidence these skills now? If so, what
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could you use as evidence?

You will have learnt about several roles
as part of this sector insight.  Is there a
particular role that you are interested
in?  If so, what qualifications will you
need to enter this career?

EMPLOYABILITY SKILLS

Which employability modules did you
complete today?

Choose one Employability Skill you have learnt about and answer the following
questions

Why do you need this employability skill
in the workplace?

What activities/experiences could you
use to evidence this skill to a future
employer?

Thinking about your own career ideas,
why would you need this skill?

What will you do to improve this skill
over the next year?

Employer Talks

Did you attend an employer talk today?
If yes, which one?

Describe the speakers job role

What did you learn about the speakers
career journey?

What did you learn about the most
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enjoyable aspects of this job?

What did you learn about the less
enjoyable or more challenging aspects
of this job?

DAY 3 GENERAL QUESTIONS

How did you plan and structure your
time today?

What new information have you learnt
today that you can use in your career
planning?

What did you enjoy the most?

What did you enjoy the least?

SECTOR INSIGHTS

What sector insights did you complete
today?

Thinking about one of the sector insights complete the following questions.

What task did you complete as part of
your sector insight?

What did you learn today from the
sector insight?

What skills and values will you need to
work in the career sector you
completed?
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What experiences could you use to
develop/improve these skills?

Thinking about your own skills and
qualities do you think you could
evidence these skills now? If so, what
could you use as evidence?

You will have learnt about several roles
as part of this sector insight.  Is there a
particular role that you are interested
in?  If so, what qualifications will you
need to enter this career?

EMPLOYABILITY SKILLS

Which employability modules did you
complete today?

Choose one Employability Skill you have learnt about and answer the following
questions

Why do you need this employability skill
in the workplace?

What activities/experiences could you
use to evidence this skill to a future
employer?

Thinking about your own career ideas,
why would you need this skill?

What will you do to improve this skill
over the next year?

Employer Talks

Did you attend an employer talk today?
If yes, which one?
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Describe the speakers job role

What did you learn about the speakers
career journey?

What did you learn about the most
enjoyable aspects of this job?

What did you learn about the less
enjoyable or more challenging aspects
of this job?

DAY 4 GENERAL QUESTIONS

How did you plan and structure your
time today?

What new information have you learnt
today that you can use in your career
planning?

What did you enjoy the most?

What did you enjoy the least?

SECTOR INSIGHTS

What sector insights did you complete
today?

Thinking about one of the sector insights complete the following questions.

What task did you complete as part of
your sector insight?

What did you learn today from the
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sector insight?

What skills and values will you need to
work in the career sector you
completed?

What experiences could you use to
develop/improve these skills?

Thinking about your own skills and
qualities do you think you could
evidence these skills now? If so, what
could you use as evidence?

You will have learnt about several roles
as part of this sector insight.  Is there a
particular role that you are interested
in?  If so, what qualifications will you
need to enter this career?

EMPLOYABILITY SKILLS

Which employability modules did you
complete today?

Choose one Employability Skill you have learnt about and answer the following
questions

Why do you need this employability skill
in the workplace?

What activities/experiences could you
use to evidence this skill to a future
employer?

Thinking about your own career ideas,
why would you need this skill?
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What will you do to improve this skill
over the next year?

Employer Talks

Did you attend an employer talk today?
If yes, which one?

Describe the speakers job role

What did you learn about the speakers
career journey?

What did you learn about the most
enjoyable aspects of this job?

What did you learn about the less
enjoyable or more challenging aspects
of this job?

DAY 5 GENERAL QUESTIONS

How did you plan and structure your
time today?

What new information have you learnt
today that you can use in your career
planning?

What did you enjoy the most?

What did you enjoy the least?

SECTOR INSIGHTS

What sector insights did you complete
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today?

Thinking about one of the sector insights complete the following questions.

What task did you complete as part of
your sector insight?

What did you learn today from the
sector insight?

What skills and values will you need to
work in the career sector you
completed?

What experiences could you use to
develop/improve these skills?

Thinking about your own skills and
qualities do you think you could
evidence these skills now? If so, what
could you use as evidence?

You will have learnt about several roles
as part of this sector insight.  Is there a
particular role that you are interested
in?  If so, what qualifications will you
need to enter this career?

EMPLOYABILITY SKILLS

Which employability modules did you
complete today?

Choose one Employability Skill you have learnt about and answer the following
questions

Why do you need this employability skill
in the workplace?
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What activities/experiences could you
use to evidence this skill to a future
employer?

Thinking about your own career ideas,
why would you need this skill?

What will you do to improve this skill
over the next year?

Employer Talks

Did you attend an employer talk today?
If yes, which one?

Describe the speakers job role

What did you learn about the speakers
career journey?

What did you learn about the most
enjoyable aspects of this job?

What did you learn about the less
enjoyable or more challenging aspects
of this job?

Final Day

Your final task is to create a presentation reflecting on what you have learned
during this work experience and your aspirations for the future.

Create a presentation detailing what you have learnt through these experiences
and how this has influenced your plans for the future.  You can be as creative as you
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like with how you present this but we have some suggested questions to consider
below.

1. What have you enjoyed most about this experience?
2. What have you enjoyed the least about this experience?
3. What did you learn from the career sector insights?
4. What did you want to learn more about?
5. What tasks have you completed as part of this experience?
6. What skills have you developed?
7. Which roles/industries do you think you may consider now in the future?
8. What qualifications do you need to aim for?
9. How will you use this experience to inform your future career pathway?
10. Where will you be in terms of your career plan in 10 years from now?


