? = Swavesey
=7 Village College

A Guide to Getting Your Work
Experience Placement Approved

You will need the following information to hand:

Name of the placement business
(The name of the company where you will be
doing your placement)

Employer placement lead name

(The name of the person who has offered you
the placement)

Email address of the person who has
offered you the placement

Your parent or guardian’s email
address

:il'-::---::' EI§

Login to your Unifrog account at
https://www.unifrog.org/sign-in, or
scan the QR code



The first step in getting your Work Experience Placement
approved is to upload the details into Unifrog, please follow
the instructions below:

un'frog ABOUT  BLOG INSIGHTS
) . If you can’t remember your password, click
Slgﬂ In on ‘Reset password’ and an email with
instructions on how to reset your password
Your email address will be sent to your school email address. If
this still doesn’t work, then contact Mrs
Your password Raven in the Careers Office (opposite L7) or

email sraven@swaveseyvc.co.uk

Reset password / Resend welcome ema

ACCESS ALL THE TOOLS BELOW

Exploring pathways

Interests profile Personality profile Work environments profile

« Quiz last taken 16 Mar 21:Rand | and C % Quiz not taken % Quiz not taken

Start > Start > Start >

Careers library Subjects library Know-how library

x Careers favourited x Subjects favourited x Guldes favourited

‘ Go to tool > Go to tool > Go to tool >

MOOC Webinars Read, Watch, Listen
Make your first shortiist Hear dicectly from the experts x Profiles favourited

LGinwtonlj Start > !

Placements

% No placements added

Gototool > | Once you are logged into Unifrog scroll
down the page to ‘Exploring Pathways’
and select the ‘Placements’ option.

Un!frog HOME  FAVOURITES LOCKER APPLY HELP £ 4 [Teacher >

fill in your ‘ores, and check the progress o er

Then select ‘Add new placement.



mailto:sraven@swaveseyvc.co.uk

unifrog
(1) student initial (2 ¢

HOME

Student initial form
' 3 Student initial form for

Afterwards we’ll

*In person or Virtual

* Placement coordinator

* Name of placement business /
organisation

* Placement start date

Placement end date

* Describe the time commitment
* Employer placement lead: name

* Employer placement lead: email

* Employer placement lead: email
(again)

* Placement country
* Placement address
* Placement postcode / zip code

* Is this the workplace where
you'll be based throughout the
placement?

* Will you live at home as normal
during the placement?

* How will you travel to and from
the placement?

* Do you have any special needs,
ilinesses, medical conditions,
allergies or injuries that may

affect your placement?

Fill in the information below

carefully. Whe

1d at the employer to f

FAVOURITES

n the next form

LOCKER

APPLY

HELP

6 =

1 you're done tick 'finished' at the bottom ¢

Make sure you
select Mrs Raven

- select -
Mrs Raven
This is the school / college staff member who will be coordinating the placement from your
school's / college’s side.
Work Experience
Week is 8th — 12th
-- day -- : -- month -- : July 2024
--leave blank if 1 # --leave blank if 1 # -- leave blank if =
tify
This should be full

—- select —

---- select ----

-—- select —

ondon

e able to progress the

time unless you are
doing more than
one placement

Make sure you get
all your employers
details correct
otherwise they will
not receive a copy
of the form that
they need to
complete.

L3

4




Parent / guardian (who must Salva

J Make sure you get

also be your emergency contact)

your parent /

\ guardian’s details
Parent / guardian email

Important: this must be correct, or we won't be able to progress tt

Parent / guardian email (again)

Do you agree to:

correct otherwise
ace they will not
receive a copy of
the form that they
need to complete.

- Unifrog sending your details to the employer email address you've provid®e

- 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.

Finished? O mark as finished and notify employer to fill in their initial form?

Once you have
completed this form
press the green ‘Add

placement’ button.
You cannot edit the

s s

information after you

have submitted it so

please make sure it is
all correct!

Once you have added your placement an email will automatically be sent to your
employer with a link to the form that they need to complete.

Vicki's Photo Shop
Scheduled for: 29 September 22 - 29 September 22 Type: In person

@ Student initial form corpieses on 28 seprember 2022 e

placement approval in

You can track the
progress of your

the placement tool
summary view.

@ Employer initial form compietes on 28 sepcerer 2022 o

123@gmail.co.uk

28 September 2022 10:26:23

form the details will be
sent to your parent or

Once your Employer
has completed their

guardian for their
agreement.

The school will then
complete their Health
and Safety checks with
the aim of approving

your placement.

If you have any problems uploading the details of your placement please contact Mrs
Raven in the Careers Office (opposite L7) or email sraven@swaveseyvc.co.uk.
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