Date
Parent Name

Address

Suburb

Dear Parent
STUDENT NAME is about to undertake work placement as part of their SCHOOL PROGRAM.  A placement has been organized at EMPLOYER NAME on a DAY over the period of START – END DATE.

Local research has shown work placement to be a very valuable learning experience for senior secondary students.  You can assist STUDENT NAME to have a successful work placement by:  

· Making sure you have signed the relevant arrangement form that was issued by the school and return it to the school in a timely manner
· Encouraging STUDENT to take their logbook each day.  (Logbooks 
record the work undertaken in the workplace and are issued by the school.)  

· Checking whether STUDENT has adequate transport to and from the workplace

We are always in need of more employers to help support the program.  If a business you are involved with is able to host a student for one day a week or for a week block at a cost of only $5 a day, we would be very pleased to hear from you.  Queries may be directed to TEACHER NAME.
Please consider helping another young person to maximise their learning and opportunity by becoming a host employer.

Yours sincerely,

TEACHER
SCHOOL
CONTACT NUMBER
