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So far you should have......

1. Either researched an existing career idea or generated career ideas and then researched outcomes.
2. Drafted a list of local employers operating in your preferred career area.

3. Started contacting local employers about work experience.

This part is the most time-consuming and challenging stage. Remember, you will need to contact lots of employers;
many may say no or not respond. Contacting 15-20 employers is an appropriate figure. Refer to your student pack,
part 1, for further guidance and support with any of the above points.

To support the placement vetting process, all students must have a basic understanding of the process. This will
help you manage any questions from employers and track the progress of your placement through the system. Be-
low is a more detailed explanation.

Placement vetting explained:

Placements will be vetted by the school/work experience coordinator. The placement vetting process is a series of
forms. This includes a Student Form, Employer Form & Parent/carer Form. They must be completed in that order.
Each person can only complete their form once the previous person has done theirs. At each stage, the individual is
asked and inputs key information. Employers are either asked about or required to share their insurance, risk as-
sessment and health & safety policy, depending on the nature of the work experience and the organisation's set-
up. The flowchart below summarises the placement vetting process.

Once a student secures a placement, they must complete and submit the Unifrog placement tool. Unifrog then automatically contacts the employer,
{using the employer email on the student form- make sure it is accurate). Information in the student form is shared with the employer, so detail any
medical issues or additional needs.

Employer Form

The employer receives a link to Unifrog and completes their own form. This includes key questions about the placement, their health & safety
practices, insurance and risk assessments. Once submitted parents/carers are notified.

Parent / Carer Form

Parents/carers review all the information (student & employer forms) and consent to participation. They can add any further details if needed.

Placement Coordinator Review

The schools work experience coordinator reviews all answers from each form and decides if the placement is approved. If approved, the student,
parent and employer will be automatically notified, by email. The placement can then occur. Occasionally, an answer may generate further enquiry.
The placement coordinator will contact the various people to clarify any i1ssues, before hopefully approving the placement.



When a Placement is Offered

Once an employer has agreed to host you for work experience, you then need to:

1. Gather all the key information, ready to complete the ‘Placement Tool’ on Unifrog. See below for a reminder of
the information needed. This is a repeat of the same section in part 1 of your student pack. You may have already
recorded your information there.

2. Inform the employer that there is a placement vetting process, and for them to expect an email from an organi-
sation called Unifrog. Share a copy of the employer’s guide to Unifrog. This is located at the end of this support
pack. An electronic copy is available on the school website, under the ‘curriculum’ tab. Link: ashgreenschool.org.uk/

curriculum/work-experience You could direct the employer to this webpage if easier.

3. Add the placement to Unifrog by completing the student form in the ‘Placements tool’. A detailed guide to com-
pleting the student form is on the following pages.

Essential placement information needed to complete the student part of the placement tool.
Employer/Company Name:

Name of the employer contact supporting the placement:

Email of employer contact:

Telephone number:

Employer address:

Is this address where you will be working during your placement: Yes / No

Other details to check, make a note of answers, if needed.

Start/finish times for the working day -

Lunch breaks and access to food- is there a canteen where you can purchase food? -

Dress code -

Where and who do you report to on the first day and for the remainder of the placements? The first day can of-
ten be different, as you may need to be introduced to staff, go through health and safety/fire procedures be-

fore joining the relevant department. Details:

Clarify company objectives and expectations- What are they likely to ask you to do or what can’t you do because

of safety/training reasons?

Clarify what you would like to experience- would you like to see a certain department, task or project, and is it
possible the company could facilitate this?


https://www.ashgreenschool.org.uk/curriculum/work-experience
https://www.ashgreenschool.org.uk/curriculum/work-experience

Guide to completing the Student Form

Please see below for a walk-through on completing the placement tool- student form. Key information to enter at
each stage is highlighted in red. Log into Unifrog from any internet enabled device. Unifrog.org/sign-in

step1  Using the Unifrog Placements tool

o The next few slides will show you how to use the Placements tool.

Recording

Aetivities + After logging into your Unifrog account, scroll

% Recorded atleast 10

down to ‘Recording.’

o > + If you don't see the Placements tool straight

nteractions away, click ‘All tools'.

® Missing 2 Interaction types >

Placements b

% No placements added YO U r tO O |S

R

Step 2 )
[ To get started, click ‘Add new placement.’

Placements

Here you can add work experience placements, fill in your forms, and check the progress of employer, parent and school coordinator forms

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

Step 3 Using the Unifrog Placements tool
/ Student initial form
YOU'" ﬁrst see a » Student initial form
Fill in the information below carefully. When you're done tick 'finished" at the bottom of the form.
page that asks you Afteowards well ask the placementead a

to confirm that

This form is only for organising a placement that is in the future.
’ o A placement is where you are hosted directly by an employer, you have direct individual contact, and you observe their
youre organising a ; work.
You must already have the employer's individual email address, and they must already have personally agreed to host
you.
e
placement that's in

Use the Activities tool instead to record:

the future and

agreed with the ready agreed ith he

employer?

\ e m p one I‘. / Agree the placement with the employer (eg by email) before adding it on this

Yes, | have agreed it with the employer

tool.




Step 4 - You will then see your Student Initial Form. Here you will be able to enter important details
about your placement. The following images highlight key questions and responses for this form. Work
through each, ensuring you are accurate and double check all details. Mistakes here will affect the
speed and potential approval of the placement.

Using the Unifrog Placements tool

The placement dates are:
You'll then see your

Student initial Basic details

27th April 2026 -

1st May 2026
form.

Placement start date day . month + year

ﬁ Placement end date - leave blank if « & - leave blank if 1 2 - leave blank if 1 ¢

- select —

Here, you'll be able
to enter important Placement coordinator | —pickone —

details about your

placement.

Using the Unifrog Placements tool: Basic details

Enter the business name and placement dates and select whether your placement is

part of a T level or not.

Name of placement business/  Unifrog Select ‘No’ -
organ sation
T-level -— select — 3 Question not
Placement start date 1 s May 2023 k
k Is this placement part of a T-level you are sttlying always Showing
Placementend date 12 N May B 2023 s

Then select the staff member at school/college who's coordinating your placement.

Placement coordinator Miss Emily Adkins i

Select ‘Mrs Mahloud;ji’

This is the school / college staf
| JI[:

Using the Unifrog Placements tool: Logistics

Enter the time commitment, e.g. part time Mon-Thu 09:00-13:00. See notes on the next

page about Time commit-

Logistics ment
Then select whether your
Describe the time Full time R .
commitment placement 1S |n'person or Vlrtual
' ’

Will you meet the - select ---- SeIeCt In-PerSOH
employer in-person *
(not on a video call) .
at any point during The rest of the form will look All students are expected

the placement?

to be physically with an

Important: If the expe dding involves any ir

different, depending on your
person time with the e lory in

: Ject Ves s al o pa : employer.
peron selection. o ploy




For the time commitment, input ‘Full-time’ if your placement will be for 5 full days, Monday — Friday. Anything less,
record as ‘Part-time’ and note which days you will not be at the placement, e.g. not Wednesday. You will be expected
to be in school on any days you are not attending your placement.

If your placement would like you to work a Saturday or Sunday instead of a weekday, complete the following. Record
as full-time. Detail which day you are not working and the alternative day, e.g. Not Monday, Saturday 2™ instead.

Using the Unifrog Placements tool: Logistics o

If your placement is all or part in-person, you'll need to add some extra information.

Placement country --- select ----
k Record where the
Placement address .
placement is and
Placement postcode / zip code
whether this
Is this the workplace where ----select - s
you'll be based throughout the Workplace |S Where
placement?

you'll be based
If you select ‘no’ then you'll need to explain where you'll be based. throughout the

placement.

Explain where you'll be based For half of the placement, I'll be at...
throughout the placement For the other half, I'll be at...

Sometimes employers have multiple sites, or the role requires attendance at a customer's address. The school
needs to know where you will be based and if you are likely to be ‘offsite’ at any time.

Using the Unifrog Placements tool: Logistics 0

If your placement is all or part in-person, you'll need to add some extra information.

will you live at home as normal === select - 3
during the placement? k

How will you travel to and from
the placement?

Select whether you'll live
at home as normal

If you select ‘no’ then you'll need to explain where you'll be living. during the placement

and how you'll travel

Explain where you'll live during I'll be staying with my grandma - her full name and contact details are... th
! - ere.

the placement, includin,

name of the person wk
staying with and their contact
number



Using the Unifrog Placements tool: Your objectives

Your objectives

Create some learning

What are your objectives During this placement, I'd like to observe...

for this placement? I'm really keen to learn about... ObjectiVeS fOI’ you r
I'd like to know...
placement.
We will show this to the employer, to help them plan a really useful placement for you. What S k| | I S d 0 yo u want

to develop? What do

you want to learn?

A Remember that this text will be shown to the employer.

Using the Unifrog Placements tool: Employer contact details
Employer contact details
Employer placement lead: name Enter the employer placement lead’s name,

email address, and phone number.

Employer placement lead: email
\mporta.nt his mu rwe won't be a p

Employer placement lead: email (again) A

Employer placement lead: phone numbet Double check that you‘ve entered the

country code - ’ employer's email address correctly!

The employers email address is very important, recorded incorrectly will cause a failure in the delivery of the em-
ployer form or an email to an incorrect person! Either will delay the vetting process.

Using the Unifrog Placements tool: Your details 0

If your placement is all or part in-person, you'll need to add some extra information.

Y detail i i
our details Enter your date of birth, any special

Your date of birth needs, illnesses, medical conditions,
1 % . .. .
allergies, or injuries.
January s
2000 B

If you select 'yes’ then you'll need to add details.

Do you have any special needs, ilinesses, medical conditions,
allergies or injuries that may affect your placement? Jescribe what  Peanut allergy

---- select ---- é

It is essential you inform the employer of any illnesses, medical issues or special educational needs. Failure to do
this could risk your safety or of those around you. Being honest about additional needs will help the employer
manage the placement better and tailor the opportunity, wherever possible.



Using the Unifrog Placements tool: Your details o

If your placement is all or part in-person, you'll need to add some extra information.

Parent / guardian (who must also be your emergency contact)

Enter your parent/guardian’s name

and email address.

Parent / guardian email

Important: this must be correct, or we won't be able to progress Double check that you’ve entered

the placement

your parent/guardian’s email

A

Parent / guardian email (again)

address correctly!

Using the Unifrog Placements tool

Read the four points and tick

Do you agree to:

- Unifrog sending your details to the employer email address you've provided; "Agree’ to ac kn 0W|edge you r
- 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/college as soon as possible of any absences? agree me ﬂt.
Agree % agree to all four points above.
Form finished? Eurk this form as finished and notify employer to fill in their initial form On Ce you,ve Ch ecked yo u r form ,
k tick ‘Form finished? and then click

‘Add placement.’

Using the Unifrog Placements tool

Unifrog If you need to change anything,

01 May 23 - 12 May 23 In person

click ‘more’ next to ‘Student
@ Student initial form

initial form’ and then ‘Edit.’

b 2 4

You'll be able to keep track of
the next steps by clicking ‘'more’

next to the other forms.

The view above will allow you to track where your placement is in the vetting process. Green means the form and
stage are finished. Orange is the current stage, and the form still needs to be completed. Grey titles are yet to be
initiated. For example, the one above is waiting on the employer to complete their form.



Work Experience Timeline

October 2025 - Student/Parent Launch
- Student support packs- Part 1 issued
- Start to conduct your research- Identify career sectors of interest and local companies
November 2025 - Actively contacting employers & making enquiries- Use the support pack for examples
of emails & phone conversations.
- Tutor support activities
- Student Support Packs- Part 2 issued, with assembly on the vetting process.
30th January 2026 Secured a placement and submitted the details on Unifrog, (Placement tool) — this trig-

gers health & safety checks to start.

On-going notification of placement approval—Via Email/Unifrog

W/B 13th April 2026

Contact the placement provider again to remind them you will be joining soon. Double-
check key information to ensure it has not changed, e.g. start/finish times, arrival on the
first day, dress code, lunch arrangements, etc.

W/B 27th April 2026

Undertake placement & Complete logbook.

W/B 4th May 2026

Review placement and update your CV.




