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Graduate
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As part of the Graduate Head Start programme an 
optional work-based placement is available to you.

We understand that many graduates find themselves 
in the frustrating ‘experience trap’, where you need 
experience to get a job but you need a job to get the 
experience. The focus of this placement handbook is 
to provide you with some helpful information that will 
not only support you in gaining relevant placement 
experience, but will assist you in maximising on an 
opportunity to ensure you get a head start towards your 
chosen career. 
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Contact information

Jaime Cox 
Placement Co-ordinator 
01244 511864
j.cox@chester.ac.uk

Sally Harding    
Project Co-ordinator   
01244 511293   
sally.harding@chester.ac.uk  

Christine Peach
Finance and Data Officer
01244 511864
c.peach@chester.ac.uk

We	are	happy	to	provide	the	information	
in	this	booklet	in	alternative	formats	
upon	request.	
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The benefits of undertaking a placement

By making the most of your placement, it will enable you to…

 �  gain valuable employment experience and develop skills that will 
further enhance your career prospects

 �  enhance your transferable skills, including your communication, 
problem-solving and team working skills

 �  see your particular chosen area of study or career path from 
an employee’s perspective whilst gaining experience in a 
professional environment

 �  build your networks and give you access to potential contacts 
who may help your career in the future

 �  give your CV the competitive edge when applying for jobs

 �  become more independent and confident when undertaking 
work-related activities

 �  gain a reference, which is a valuable tool in the job market

 �  give you a head start within the graduate job market

 �  benefit from the support and guidance of your Placement  
Co-ordinator throughout the placement process

 �  potentially be made an offer of employment at the end of 
your placement. Companies often use placements as part of 
their selection process and in some cases graduates have 
been offered permanent work after successfully undertaking a 
placement through the GHS programme.
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Statistics and quotes

 � In a survey of 500 directors, when recruiting, 64% said “recent 
graduates’ employability skills were more important to their 
organisation as an employer than the specific occupational, 
technical or academic knowledge/skills associated with the 
graduate’s degree”. (Prospects – website).

 �DfES research report entitled: ‘Employer and University 
Engagement in the Use and Development of Graduate Level 
Skills’ highlighted the fact that many employers preferred 
graduates with placement experience, because they have gained 
practical experience and have a better idea about what the world 
of work has in store for them. 

 �The Association of Graduate Recruiters echoes this view in its 
2008 Summer Review, stating: “according to our members, 
completing an internship or placement remains the royal road to 
the improvement of soft skills for graduates”.

 �Students who have completed a placement often earn £3000 
- £5000 per year more than students with a similar profile who 
have not gained relevant experience from a placement (Robert 
Gordon University).

 � In a survey of employers who take placement students, 69% of 
these students were offered graduate jobs, 80% of employers 
recruited placement students with the primary aim of attracting 
them back to permanent jobs, and 40% of the annual graduate 
intake of these employers consisted of former placement 
students (University of Manchester and UMIST, 2004).
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Case studies

Here’s what graduates who have undertaken a placement as part of 
the Graduate Head Start programme and their placement providers 
had to say...

Elizabeth and a local housing trust
Elizabeth, a recent graduate in Animal Behaviour and Welfare, 
wanted to explore options not directly related to her qualification. 
A 5-week placement was organised with a local housing trust. As a 
result of a successful placement, in which the employer rated her as 
outstanding in adaptability, time management and ability to use her 
initiative, Elizabeth is now employed on a full time basis with them. 
Elizabeth said of the intervention “The course was very helpful to me 
as I have now gained employment. It is a great way of getting into an 
area of work that you are interested in.” 

Christopher and an independent education provider
Christopher, a recent graduate in Counselling Skills, was interested 
in working in youth or social work. A placement was arranged with 
an independent education provider. Their primary aim is to encourage 
young people who may be experiencing difficulties in local schools, 
to re-engage in education and training; helping them to achieve 
their aspirations. The Director of the organisation said “Chris took 
to the role naturally and provided excellent support to both staff 
and students.” Christopher is now employed on a part-time basis 
with the organisation. He said “My experience on this course has 
given me back my self-confidence which I lacked after applying for 
numerous jobs and never hearing anything back. It also forced me 
into situations where I had to lead and interact within a large group, 
which I would not have done before”.
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Finding you a placement
 �  The placement proforma which you completed prior to beginning 
the GHS programme is the starting point in helping the Placement 
Co-ordinator to identify a suitable placement

 �  During the course of the programme you will be contacted by 
the Placement Co-ordinator who will discuss your placement 
requirements and other considerations, i.e. transport, part-time 
work or family commitments

 �  Support and advice will be provided to help you to decide on a 
placement and a one-to-one meeting with a Career Consultant can 
be arranged should additional guidance be required

 �  We have a bank of local organisations seeking graduates to 
undertake projects. These will be best matched to your specific 
needs, ensuring you get the most relevant placement for your ideal 
career path

 �  Your CV will be sent to a potential placement provider and a 
visit to their premises will be arranged for you prior to starting  
your placement

 �  Your initial visit with the organisation is your opportunity to further 
discuss the project to ensure that the role is suitable for you 

 �  During the visit you should also discuss your availability to undertake 
a placement (i.e. full time or part-time), the hours of work you can 
accommodate and confirm your start date.

Organising your own placement
 � If you are looking for a placement outside the Chester / Warrington 
area it will be more relevant to arrange your own placement

 � If you already have contact with an organisation that can offer you 
relevant experience this could be utilised for your work placement

 � It may be that your placement could take place within your current 
workplace

 �You will have the full support and guidance of the placement team 
in organising your own placement

 �Please ask for the ‘Organising Your Own Placement’ leaflet.
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Rules of the work place – top tips!

Arrive on time, every time
Ensure you have planned your route and given yourself plenty of time 
to get to the organisation. Turn up late just once and you’ll be noted 
as a bad timekeeper!

Look the part
Ensure your appearance is clean, tidy and appropriate. If you are 
working in a professional organisation you want to be taken seriously.
This isn’t a fashion show, it is business so keep it simple. The following 
general rules apply:

•	 Males – smart trousers and a shirt and tie, optional suit jacket, 
clean shoes.

•	 Females – smart trousers / skirt and a top, clean shoes – low cut 
tops and short skirts are a no no!

Make a good impression
It is professional to shake hands (using your right hand) when you 
greet someone for the first time. Ensure you maintain positive body 
language, smile and make appropriate eye contact. Always behave 
professionally and enthusiastically as everything you do and say 
could be being assessed for your potential suitability for becoming a 
permanent staff member or could affect a future reference.

Remember the aim of this placement is to aid  you in finding a permanent job!
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Do your homework
Researching the organisation prior to starting will 
not only impress your employer but will prepare you 
for the inevitable questions and conversations that 
will arise. Start with the company website to get a 
general background then, if relevant, research your 
specific project area.

Business language
Whilst you are working on your placement you are 
representing the organisation. Whether you are with 
another staff member or clients use appropriate 
language and avoid informal language, slang or jargon.

Be flexible
Although your placement is project-driven, showing 
flexibility and being willing to help others will always 
be advantageous. This shouldn’t be to the detriment 
of your own work, but assisting team members even 
with basic tasks, will not only help you to become 
more familiar with the organisation’s business and 
culture, but will boost your profile.

Remember the aim of this placement is to aid  you in finding a permanent job!

87
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Expectations whilst on placement

What to expect from the employer
Whilst you are completing your placement, the University expects you 
to be treated like any other employee as far as possible. You should be 
made aware of working hours, facilities e.g. toilets, health and safety 
regulations, and any other induction procedures that normally apply. 
It is important as an employee to be responsible for your own health 
and safety. If you have any concerns during your placement contact a 
member of the placement team immediately.

What they will expect from you 
Workload – Your workload should be discussed during your first day 
with your placement provider to ensure you are fully conversant with 
what is expected. The aim is to be as self-reliant and self-directed 
as the workload allows. In most cases you will find you are able to 
resolve queries or problems that arise. However, don’t be afraid to ask 
for help, but do so at a time that is appropriate. Interrupting a meeting 
is unlikely to be appreciated. 

Confidentiality – Your placement provider will have entrusted you 
to treat all information you come across as confidential. If you are 
liaising with other businesses, whether over the phone, through email 
or face-to-face, remember you are a representative of the company 
during your placement and information which could be deemed as 
confidential or detrimental should not be given to clients/customers 
without permission. 

Absence from placement – You will be expected to be punctual and 
attend work throughout the placement as agreed with the placement 
provider. The company will expect 100% attendance for the whole 
of your placement. If you are unable to attend work due to sickness 
or other extenuating circumstances, it is imperative that you contact 
your placement provider and the Placement Co-ordinator immediately. 
Failure to do this may result in your placement provider terminating 
your placement.  
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What you can expect from the placement team
You can contact the Placement Co-ordinator at any time during the 
placement if you would like some advice or if you have any questions. 
In the unlikely event that you need to raise a grievance or complaint, 
please speak to the Placement Co-ordinator or another member of the 
GHS team. Contact numbers can be found on page 2 of this booklet. 

Expenses claim
You will be issued with a placement expenses document once a 
placement has been secured for you. This document should be 
completed and submitted at the end of your placement to claim back 
any expenses that you may have incurred. This document consists 
of the claim form, an evaluation form and a timesheet which must be 
countersigned by your placement provider.

You are entitled to claim back expenses up to the value of £10 per 
day. Therefore, upon the completion of the maximum 25 days on 
placement, you are entitled to claim up to a total of £250. 

Expenses can be reimbursed towards lunch and travel costs for each 
day that you are on placement. To support the claim, please ensure 
you retain all travel tickets and lunch receipts and submit these 
along with the completed document. If you are using your own car, 
we will reimburse you 36p per mile for your journey to and from the 
placement provider’s premises.



Frequently asked questions

What type of placement should I take?
The placement team will work hard to ensure your experience is 
related to your future career ambitions. It is worth considering all 
options as the real value of a placement is that you not only gain work 
experience but that you also acquire many transferable skills. 

Where will my placement be based?
Your placement will be based at an organisation within reasonable 
travelling distance from where you live. Your transport and accessibility 
will be taken into consideration.

Can I choose where I work?
Yes, we will match up your specific requirements with a suitable 
placement provider offering a project that best fits the experience you 
are seeking.

What sort of placements are available?
Marketing, Administration, Computing and IT, Information Systems, 
Project Coordination, Project Management, HR roles, Teaching 
Assistant... we will do our best to match to your needs.

Can I organise my own placement?
Yes, if you are currently working for a company that can offer you a 
project or if you already know of an organisation that will be able to 
offer you additional relevant experience.

What will my hours of work be whilst on placement?
The placement will be for around five weeks on a full time basis and 
up to 10 weeks on a part-time basis, working a maximum of 37.5 
hours per week. Hours of work will be negotiated with the employer 
prior to you starting the placement to ensure both the organisation 
and your needs are met. 
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I already have a part-time job and can’t undertake a full 
time placement. What are the options?
We will aim to find you a placement to fit around your current work 
commitments and will try to place you with an employer who is able 
to offer you flexibility. 

Will I get paid for the placement?
The majority of placements are unpaid, however you can claim up to £10 
per day expenses for each day you are on placement up to a maximum 
of £250. Please see page 10.

How do I claim expenses?
Please see the full information provided on page 10. 

What do I wear to my initial visit to the company?
Dress appropriately. Giving the right impression from your first 
meeting is important so ensure you dress smartly. Please see the 
section ‘Look the part’ on page 7. 

What do I wear during my placement? 
Once you have attended your initial meeting with the organisation, you’ll 
have had a chance to establish what the organisation’s dress code is by 
observing what other staff members are wearing. As a general rule, we 
recommend dressing smartly on your first day (see page 7), then follow 
the lead of other employees.

I am not sure where the company is located
Ensure you have researched your travel route and that you have given
yourself plenty of time to get there on time. Punctuality in the work-
place is important in making the right impression. You can plan your 
route using Google Maps or AA Route Planner.

11 12
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I only have limited information about the organisation
Research, research, research, particularly prior to visiting the organisation 
for the first time. We strongly recommend having a good look at the 
company website. This will not only impress the employer but will 
prepare you to answer any questions they are likely to ask.

What happens if I get an offer of paid work with another 
organisation?
Fantastic! Securing paid work should always take precedence over 
an unpaid placement. The Placement Co-ordinator will support you 
with withdrawing from your placement. Please remember that the 
placement provider has provided you with an opportunity and so 
giving them some notice and thanking them for the opportunity is a 
reasonable request. 

How will I be treated by the organisation?
We expect that you will be treated as any other employee whilst working 
for the organisation in terms of safety, hours and conditions of work.

Can I delay my placement?
Yes, in some cases it may not be possible for you to start your 
placement straight away due to requiring a CRB check or due to other  
commitments. In this case a placement can be organised at a later 
date to suit your needs.

I am looking to gain experience within a school 
All placements within a school require a CRB disclosure which is 
obtained and paid for through the University. CRB disclosures take up 
to ten weeks to be issued, which means a placement will not be able 
to commence straight after the programme.

To discuss any of the questions above further or if you require any 
additional information please contact the Placement Co-ordinator in 
Careers and Employability. 
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Alternative employability experiences

Work Shadowing
Within Careers and Employability a work shadowing visit can be 
arranged. This may be a suitable alternative option for individuals who 
are unable to undertake a placement. Work shadowing will last for 
half a day or a day and will be your opportunity to shadow a person 
in the workplace to learn about their job role or a specific industry 
sector. Work shadowing visits are a great way to learn more about 
a profession and make valuable contacts within an organisation for 
future networking opportunities. 

Enhance Your Employability (EYE) Training 
When you apply for work, it is more important than ever to be able to set 
yourself apart from the rest of the field. The EYE Training programme, 
coordinated by Careers and Employability, runs throughout the year and 
focuses on developing your employability skills to perform effectively 
in the workplace. Each session focuses on a different aspect of the 
key skills that a graduate employee needs. EYE sessions are delivered 
by experienced professionals from a variety of different backgrounds, 
providing you with the opportunity to maximise your potential.

Information Interviews
Information interviews are an increasingly popular way of finding 
out more about a career path that interests you. Undertaking an 
information interview will provide you with the opportunity to meet an 
employer in their place of work, to find out about their role and how 
they have progressed through their career. We would recommend 
that you prepare some questions beforehand to ensure that you gain 
all the information you require. This will enable you to decide whether 
it’s a suitable career option for you in the future. 

For more information, please visit the Careers and Employability 
webpages: www.chester.ac.uk/careers
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