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WORK PLACEMENTS 2009-2010
Programme Start: 
Any Monday - All year round

English Level: 
Upper Intermediate and above 

Age Requirement: 
18+

Education level:
Under and postgraduates 

Length of Stay:
Minimum 4 weeks 

STUDENTS MUST STUDY AN ENGLISH COURSE FOR A MINIMUM OF 4 WEEKS BEFORE STARTING WORK PLACEMENT. VISA STUDENTS CANNOT DO A PLACEMENT THAT IS LONGER THAN THEIR ENGLISH COURSE
Remuneration: 
Most companies do not pay any salary but many will cover Travel/Lunch expenses.

Areas of Work:  
Accountancy, Architecture, Business Administration, Customer Services, Educational Administration, Events Management, Fashion, HR, Internet, Marketing and Research, IT, Museums, Arts, NGO, Sales & Marketing, Tax companies, Advertising, Design, Engineering, Finance, Hospitality, Law, Media -TV and Film, Public Relations 

Placements may be available in other sectors - please ask!

Shane Global Language Centres offers students the opportunity to undertake work experience to will help them improve their English and gain valuable experience in a British working environment.

We offer a variety of work experience placements for both EU and non-EU students.

A Work Experience Application must be made at least 4 weeks before the start date of the student’s English Course

Work Experience applications may be submitted all year round for whichever start date students require. Students must complete and send the following documents:

· English course application form

· Work Experience Application Form

· CV

· Personal statement, explaining the type of placement the student wants and why, and detailing all relevant work/study experience.

· All documents must be in Word format, we cannot accept jpegs or scanned copies.

Student Services staff then will contact the student/agent with details of the telephone interview with a placement counsellor to discuss the student’s placement needs.

After this phone interview, Shane Global will inform the student of the interview date, time and company details for the face-to-face interview which will take place during the first week of the student’s course.

If the student is successful at interview, we will confirm this with the student and give them full details of the tasks they will be expected to carry out. If the student is unhappy with the company, we will find an alternative placement. A second interview is only arranged if the first is not suitable. In this case the student loses the right to take the first placement if they choose to reject it. The student must accept a placement if it complies with the area requested on the application form. Generally the student will have to work full time hours and behave as any other employee in the company would. The placements are unpaid but some companies do pay reasonable expenses. This is however a bonus and should not be expected. The student should not discuss payment with the company.

Placing details

We submit their details to our agreed companies in the sector or area the candidate wants. Most students will be required to go for an interview before they begin their placement. This is a good opportunity to assess what the placement is like, and to see whether or not it is what the student is looking for. The interviews can range from very formal to completely informal and we will advise on this and all other details about the company prior to the interview. Some companies will notify the result of the interview at the end of the interview, some may take a couple of days. We will speak to the student after the interview to check how they got on and then advise them of the result of the interview. If the student was unsuccessful, then we will advise the candidate on the reasons why and give them some tips on how to have a better interview the second time, however we will only find a maximum of 3 interviews for them in exceptional circumstances , if the chosen sector allows for it.

Placement Location

The placement is located in the city requested unless mutually agreed otherwise. A student must expect to travel to work as other city dwellers do, via public transport for distances up to 1 hour from their accommodation.

Assistance and basic rules whilst placed.

Whilst the student is at the placement, we monitor the candidate’s progress. If the student is unhappy with the placement, they must discuss this with the school before they leave the placement. If a student leaves the placement without the consent of Shane Global Language Centres UK, we will not find them an alternative. We are happy to move people if we feel they are not getting the right experience, as was previously agreed. The student must also expect to be doing very basic jobs to start and then they will be given more responsibility as they prove themselves. If a student gets sacked because of their own poor behaviour, Shane Global Language Centres UK will not replace them.  The student will be employed under UK Employment Law and must adhere to this. They must also follow the host company’s rules and regulations. 

Certification

Both of our work experience partners are accredited by the University of Cambridge, Cambridge International Examinations. This allows all of our students to apply for a standard or advanced certificate of work experience when they have completed their placement.

Students will complete the majority of the application form but will need their host company to complete the final section,which is an assessment of their work experience

All students should ideally have some relevant work experience or educational qualification for the field they choose. Inexperienced candidates can select general areas where no specific skills may be required. We recommend that students have a language level of IELTS 5.5 or above, but some sectors may require a higher level.

Cost of Program. 

2009

The cost of the program is

· £450 for placements up to 8 weeks

· £550 for placements of 8 weeks to 17 weeks

· £700 for placements of 17 weeks or more

2010

The cost of the program is

· £550 for placements up to 8 weeks

· £700 for placements of 8 weeks or more

Accommodation

Accommodation is not included in the fee. Shane Global can help provide students with accommodation should they wish at the usual cost.

Cancellations and payments

Cancellations

Based on the fact that when the placement starts the majority of the services have already been carried out by Shane Global Language Centres UK, the following cancellation fees apply: 

Prior to interviews

· £60: 
 for any accepted booking up to 2 weeks prior to placement commence date 

· £115:    cancellation thereafter.

With interviews arranged/attended

· £175:  When an interview has been arranged but not yet attended  or  if a 1st suitable interview was unsuccessful and a further interview is not available within the chosen field (In the case of more specialised fields).

· £450/£550: Cancellation after a successful interview will require full net payment or after 2 suitable interviews have been attended, whatever the outcome in 2009
· £550/£700: Cancellation after a successful interview will require full net payment or after 2 suitable interviews have been attended, whatever the outcome in 2010
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