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Year 12 Work Experience 
Programme

• What is Work Experience?

Work experience introduces you to the world of 
work. It is an opportunity to gain experience 
and new skills in a company of your choosing. 
Work experience placements are unpaid.
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Year 12 Work Experience 
Programme

Why is it so important? 
• You can sample career options and develop skills.
• Way to get a real sense of your chosen industry and 

meet influential people who may support you.
• Important for CV’s.
• May lead to employment, apprenticeships, 

mentoring.
• It allows you to make informed choices about your 

future.
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Year 12 Work Experience Programme

• Work Experience is compulsory 

• PLACEMENTS CAN BE WITHIN 
ORGANISATION OF YOUR CHOOSING
AS LONG AS CRITERIA IS MET.

• It is YOUR responsibility to find a 
placement NOT Parents/Carers/School
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Year 12
Work Experience Programme

Start Planning Now:
• Identify what you would like to do.
• Consider possible venues and locations you 

would like to work in.
• Identify next steps. What do you have to do 

to move forward?
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Year 12
Work Experience Programme

• It is YOUR responsibility to find a 
placement NOT parents/carers/school

• Employer’s MUST have Employer’s 
Liability Insurance 

• YOU MUST inform Employer’s of any 
medical/physical needs BEFORE the 
placement is agreed. This is for basic risk 
assessments to be carried out. 
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Year 12
Work Experience Programme

• YOU are expected to work a full working 
week e.g. up to 40 hours in line with your 
chosen placement environment.

• You are not allowed to work with current 
part-time employer. 
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Year 12
Work Experience Programme

• Placements must take place within the UK.
• Your placement should not be carried out 

at private residential addresses or within 
multiple venues. 

• Placements will not be authorised where 
students work with one person in a one-
person business.
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Year 12
Work Experience Programme

• Look for placements from now. 
• Ask friends/family. 
• Make contact directly and keep chasing.
• Placements with close family/friends 

shouldn’t be seen as a ‘last resort’. 
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Year 12
Work Experience Programme

Once you have found a placement, you need 
to log in to your Unifrog Account and use the 
Placements Tool to submit your placement 
information. 
Login details were sent to you earlier this 
term.
The following slides will show you how to do 
this.
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Quick task: Adding a 
placement



Using the Unifrog Placements tool

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

• After logging into your Unifrog account, scroll down to ‘Exploring pathways.’

• Click ‘Go to tool’ on the ‘Placements’ tile.



Using the Unifrog Placements tool

In person work experience

Direct, personal interaction with an 

employer that involves visiting a 

workplace.

Virtual work experience

Direct, personal interaction with an 

employer via an online platform.

You can use the Placements tool for:



Using the Unifrog Placements tool

To get started, click ‘Add new placement.’



Using the Unifrog Placements tool

You’ll then see your 

Student initial form.

Here, you’ll be able to 

enter important details 

about your placement.



Using the Unifrog Placements tool

Select whether 

your placement is 

in person or 

virtual.

The rest of the form will look different, depending on your selection.



Using the Unifrog Placements tool: in person and virtual

Select the staff member at school/college who is coordinating your placement.

Then enter the business name, placement dates, and time commitment.



Using the Unifrog Placements tool: in person and virtual

Enter the employer placement lead’s name and email address.

Double check that you’ve entered the email address correctly!



Using the Unifrog Placements tool: in person

Enter the placement lead’s phone number and the location of the placement.

If your placement is in person, you’ll enter some additional information:



Using the Unifrog Placements tool: in person

Select whether or not the 

placement address is 

where you’ll be based.

If your placement is in person, you’ll enter some additional information:

If you select ‘no’ then 

you’ll need to explain 

where you’ll be based. 



Using the Unifrog Placements tool: in person

Select whether or not

you’ll live at home 

during the placement 

and how you’ll travel to 

and from the placement.

If your placement is in person, you’ll enter some additional information:

If you select ‘no’ then 

you’ll need to explain 

where you’ll live during 

the placement.



Using the Unifrog Placements tool: in person

Enter your date of birth. Then select whether or not you have any special needs, 

illnesses, medical conditions, allergies, or injuries that may affect your placement.

If your placement is in person, you’ll enter some additional information:



Using the Unifrog Placements tool: in person

If you select ‘yes’ then you’ll need to provide a description. 

If your placement is in person, you’ll enter some additional information:



Using the Unifrog Placements tool: in person

If your placement is in person, you’ll enter some additional information:

Enter your parent / guardian’s name and email address.

Double check that you’ve entered the email address correctly!



Using the Unifrog Placements tool: in person and virtual

Read the four points and tick 

‘Agree’ to acknowledge your 

agreement.

Once you’ve checked your 

form, tick ‘Form finished?’ and 

then click ‘Add placement.’



Using the Unifrog Placements tool: in person and virtual

If you need to change anything, 

click ‘more’ next to ‘Student 

initial form’ and then ‘Edit.’

You’ll be able to keep track of 

the next steps by clicking ‘more’ 

next to the other forms.



Year 12
Work Experience Programme

• After you have submitted the Initial 
Student Form, your Placement Employer 
will receive an email with a form to 
complete. 

• Once the Employer has completed their 
section, your Parent/Carer will receive a 
consent form to complete. 

• Mrs Collier can view your progress 
throughout the process.
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Year 12
Work Experience Programme

Deadlines:
Student Initial Form to be completed on 
Unifrog no later than Monday, 15th April.
This allows time for the next steps to be 
completed by Employers and Parents/Carers
by Friday, 26th April.
Your placement is not confirmed until the 
school has approved it on Unifrog.
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Work Experience Coordinator

Mrs Collier

01689 850 271 ext. 1018

E-mail: l.collier@darrickwood.bromley.sch.uk


