Work Experience Process

Work experience takes place for both Year 10 and Year 12 students each year, where they
will work with employers outside of the school setting. All other year’s groups have access
to virtual work experience through Springpod- https://www.springpod.com/

W are using ‘Unifrog’ for the administration of Work Experience-
https://www.unifrog.org/sign-in

All students are encouraged to be out on work experience during the work experience
week. With our new system, the student must identify and contact employers that they
would like to have a placement with for the week, we will provide support in school for this.

All students in year 10 and 12 will have lessons and assemblies on using Unifrog and
thinking about how to identity and approach potential work experience placements. They
were also given their login details for Unifrog. They can sign in at any time on any device
at: www.unifrog.org/sign-in or via the link on the homepage of our school website.

Once the student is logged in they can see the following options. They need to click on the
‘Placements’ tool to enter the details of the work experience placement they are hoping to
go on.
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Once they click on ‘Placements’ they will see this screen.

Placements

Here you can add work experience placements, fill in your forms, and check the progress of employer, parent and school coordinator forms.
Want an overview of how organising a placement works? See the whole process »

0 placements added so far

Only add a placement after you've been in contact with the employer, and they have
agreed to host you.

+ Add new placement

Some inspiration from the Know-how library

For employers: how to run a For students: a guide to How to... use the Placements
successful placement placements / work experience tool

Top tips for employers on how to run a placement Students: how to find it and how to be successful on Here's how our Placements tool works

that makes everyone happy it

Here there are videos aimed at employers, students and parents/guardians explaining the
process. As a parent/guardian, you can also view these without signing in using the links
on the previously emailed letter. They are here:
https://www.unifrog.org/placement/parent-guides

By clicking on ‘+ Add new placement’ you can add all the key details of the employer that
has agreed to the placement:
In person

Student initial form
You're adding a Student initial form

£
|

or a placement

Fill in the information below carefully. When you're done tick 'finished' at the bottom of the form.

Afterwards we'll ask the placement lead at the employer to fill in the next form.

* In person or Virtual - select - &

“

* Placement coordinator ---- pick one —---
This is the school / college staff member who will be coordinating the placement from your

school's / college's side.

* Name of placement business / eg Lottie's little bakery
organisation

“

* Placement start date - day - : --month - : - year -


https://www.unifrog.org/placement/parent-guides

The first two boxes should be completed as follows:

In person or Virtual In person :

Placement coordinator Miss Catesby-Evans

e school / college staff n

After this there are more areas to fill in, including questions around how the student will
get to the placement, whether the student has any needs/illnesses/injuries that the
placement should be aware of, etc. The student will also need to add your email address
as parent/guardian.

They then must confirm the following:

Do you agree to:

- Unifrog sending your details to the employer email address you've provided;
- Abiding by any confidentiality policies held by the employer;

- Observing all safety, security and other policies laid down by the employer;

- Informing the employer and school as soon as possible of any absences?

* Agree Yes, | agree to all four points above.

After this, Unifrog will contact the employer, you as parent/guardian and the school to
gather key details. This will include the employer’s insurance details (which are a legal
requirement) and your permission for your child to go on the placement. If everything is
completed satisfactorily after this, the placement will be confirmed.



