[image: Unifrog | St Edward's Church of England Academy][image: Work Experience – WEX | Aldridge School]Unifrog is used throughout the work experience process and is a one stop shop for the organizing of the placement. Students, parents, employer and Rivington will all need to use Unifrog in order to have the placement agreed. 
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Process


Student speaks to employer and has the placement confirmed




Student logs on to Unifrog, scroll down the page to find the lilac box that says ‘Placements’

Student to complete


Click on   [image: ]



The Student Initial Form appears. Fill in the information. You will need the following information from the employer (placement contact)
· Placement Coordinator is Miss Latham
· Name of the business/organisation
· Placement start date is Monday 12th July
· Placement end date is Friday 16th July
· Time commitment – add the times of work here
· Employer placement lead – contact name of employer
· Employer placement lead – email of employer
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	Click the agree to all and mark form as finished before clicking ‘Add placement’






Parent/carer to complete
Sixth Form will receive the consent and it is then up to them to review and give permission for the placement to go ahead.
Students will receive an email to confirm the placement is going ahead.
Please read all of the information and if you are happy for the placement to go ahead, please mark the checkbox and click finish  
You will then be asked to confirm your understanding around the placement.  
Please complete the specified area

Information required is:
· Relationship to student
· Contact number
· Information regarding special needs, illnesses, medical conditions, allergies or injuries that may affect placement
Parent/carer to read the information submitted by both the student and employer
Email received from Unifrog asking for parent/carer to complete the parent/guardian agreement
Click Complete it now
Parental Consent
Once the employer has completed their form, your parent/carer will receive an email to the address you have provided. They will be invited to read the placement information and agree to parental consent.
Once you have marked as finished and clicked ‘Add placement’ an email is then sent to the employer for them to compete their section. 
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Employer placement lead: name

Process Employer placement leact email

Important: this must be correct, n't be able to progress the placement.

Student speaks to employer
and has the placement
confirmed
Employer placement lead: email
(again)

Student logs on to Unifrog, scroll down
the page to find the lilac box that says.

“Placements 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 O Yes, | agree to all four points above.
‘The Student Initial Form appears. Fill in the information. You will need the following
information from the employer (placement contact)
«  Placement Coordinator is Miss Aspen
* Name of the business/organization
«  Placement start date is Monday 8" July

o Placement end date is Friday 12" July
o TEETETER=m s e s e Form finished? O mark this form as finished and notify employer to fill in their initial form
o Employer placement lead — contact name of employer

o Employer placement lead — email of employer
You have not yet marked this form as finished. If all the details are correct, mark it as finished and

well email the Employer initial form to the email address you've provided.

PR LTl or cancel changes
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Placements

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

W@RK with %Unifrog See the whole process >

ExpeRIENCE
1 placement added so far

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

<&

Unifrog is used throughout the work experience process and is a one stop shop for the organizing of the
placement. Students, parents, employer and Rivington will all need to use Unifrog in order to have the

placement agreed. agreed to host you.

+ Add new placement

Process

Student speaks to employer
and has the placement

confirmed Rivington & Blackrod High School

24 July 23 - 28 July 23 In person
Student logs on to Unifrog, scroll down P v
the page to find the lilac box that says. @ Student initial form more
‘Placements
@ Employer initial form more v
Click on @ Parent / Guardian agreement more v
@ School permission more v
@ School during-placement check-in more ~

This stage is optional: Miss Aspen the school placement coordinator can check-in on how the placement is going

24 July 2023
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