Arshom Spencer from Highgate Wood School                                                                                                   


Caxton House School Work Experience Diary 26th – 30th April 2010

Monday 26th April: On the first Monday of my work placement I was given an induction by the Centre Manager who is my employee. We sat down in a quiet, calm room where we discussed the details of what was going to happen in the following week. This involved talking about the projects that I was going to be working on, and organisation of the schedule. Furthermore we talked about the safety and regulations that apply to all members of staff working at Caxton House community centre.

Then after having the induction with Mr. Furze, I began my week of work starting with John Garces, who works for the Time Bank. I spent a total of half an hour with the Time bank. I began to work on the Caxton House annual newsletter. It was very enjoyable and interesting.

Then at 11am I went to the Islington Credit Union, where I was briefly taught the system, and the objective of the work.

Tuesday 27th April: On Tuesday I worked on two projects. The first project I worked on was fundraising, run by Christine Nickles. Christine defined the word fundraising, and explained what skills were involved in the work. I was then given two tasks to complete. One involved me finding out what status the Charity Commission was. The second task involved me searching for suitable organisations that would provide funding for the Under Fives. 

Then at 3pm I was taken to the Connexions office to meet with Keith La Rose. He explained to me the benefits and opportunities I can receive through education. Furthermore he gave me leaflets promoting the well being of young people.

Wednesday 28th April: On Wednesday I went out of office with an off site mobile repair service. I was guided and looked after by one of the employees. His name was Khin Lay. He taught me the necessity of controlling a situation with a customer. He also taught me that with everything work related, you should organise yourself to give you full capability to do the work.

Thursday 29th April: At 10:30am I went to go and visit Elthorne Regeneration. I met one of the employees in the office. He explained to me what services Elthorne Regeneration provides for the community.

After that at 2pm I worked on book keeping with Sue Collins. I was taught how to file written cheques into the system, and was shown how to keep records of the receipts of purchases made by Caxton House community centre.

Then at 4-5pm I was introduced to Joanna who runs the after school club. I spent one hour in total looking after the kids in the club. We played Snooker, Football, and Badminton. 

Friday 30th April: At 10am I met Emma Bibal, who is the head of the Bahay Kubo Housing Association. Emma explained to me the history of the migrants who traveled here to England, from the Philippines. I was taught what the housing association does.

At 10:30am I was taken to meet Julie Parish who is one of the founder’s of the Octopus Community Network ltd. I was taught what the Octopus network does, and what it consists of.

Then I was taken to John Garces, where I finished working on the Time Bank annual newsletter. 

At 3pm I was taken to the Islington credit union to meet Patricia. I was taught how to operate the accounts, and record a customer’s details in a database. 

