Using UniFrog to log Work Experience

When a student has had an agreement from an employer for them to be able to do the work
placement with them, they need to now log this on UniFrog. There is no longer the ability to
complete and submit paper forms.
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Once the student has logged in, they will
have a screen with coloured boxes
offering them a variety of things to do
such as Skills Profile, Careers Library, and
Subject Library. They need to navigate to
the greyish box for ‘Placements’.

After they have clicked on this, they may
be asked for their date of birth, but don’t
worry if they are simply shown the next
screen:
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Here you can add work experience placements, fill in your forms, and check the progress of employer, parent and school coc

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

From here the student needs to click on the green box ‘Add your placement’.
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This will then give the student the form that they need to complete. This is very self-explanatory, btu
the student will need the placement information to be able to do this. Most importantly they need
the email address of the person that has agreed the placement and their emergency contact email
address, usually the parent.

Student initial form Select ‘Mrs Arkell’ as the Placement
Student initial form coordinator
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After they have put all of the
information into the form, they

Do you agree to:
- Unifrog sending your details to the employer email address you've provided;
will be asked to agree to 4 - Abiding by any confidentiality policies held by the employer;

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

statements, which is similar to the
form that they would have signed.

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

Then check on the box to indicate oY1 RIS S0 T RER. S
that it is complete and ‘Add
Placement’
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After they have added their placement, a form will be sent to the employer asking them for a variety
of information such as their Employer Liability Insurance, whether they have suitable age specific
risk assessment, and to agree to a variety of aspects with regards to the safety of the student.

After the employer has completed the form, the Emergency Contact will be asked to complete a
form via email. This simply asks if you want to add any more information and that you are happy for

the placement to take part.

It is at this point that | can then approved the whole placement.



