
 

 

How to use the placement tool 
 
A guide for parents and carers 
 
This guide explains how students should submit their work experience placement details using 
Unifrog. Once submitted, the school will review the placement to ensure it meets safeguarding and 
health and safety requirements. 
 
Before submitting a placement on Unifrog, please ensure that: 
 
The employer has agreed to host your child for the work experience week 
 
You have the employer’s contact details, including: 

●​ Organisation name 
●​ Address 
●​ Main contact name 
●​ Email address 
●​ Telephone number 

 
The placement will take place during the week commencing 29/06/2026. Placements must be 
submitted by the student via their Unifrog account. 
 

 

 



 

Step-by-step guide 
 

1.​ Log into Unifrog 
 
​ Students should log into Unifrog using their school email address 
 

 
 
 
 

2.​ Go to the Placements Tool 
 

From the Unifrog homepage, students should select the Placements tool. 
 

 
 

 
 

 

https://www.unifrog.org/sign-in


 
3.​ Add a New Placement 

 
Click “Add new placement” 
 

 
 

 
4.​ Complete the initial student form. Fill in all details of the employer placement 

 

 
 

You will need the following information to fill out this section: 
●​ Name of the business & Employer contact information 
●​ Dates; 29/06/2026 - 03/07/2026 
●​ Logistical information - how you will get there 
●​ Brief summary of what you intend to get out of the experience 

 
5.​ After submission 

 
Once submitted, this will generate an email for your employer to fill in. Please politely inform 
the employer so we are able to get more information about the placement. 

 



 
​  
​ An example of a complete placement can be found below: 
 

 
 
 

 

 



 

FAQs 
 
Does the school provide work experience placements? 
 
No. Students are expected to source their own placements, with support from parents/carers. The 
school provides guidance, resources and approval checks. Please contact the careers lead for more 
support in this regard. 
 
What kind of placements are suitable? 
 
A wide range of placements are appropriate, including: 

●​ Shops, cafés and local businesses 
●​ Offices and professional workplaces 
●​ Sports clubs, nurseries or community organisations 
●​ Family or personal contacts, provided appropriate supervision is in place 

 
Placements do not need to be linked directly to a future career. 
 
Can a family member provide a placement? 
 
Yes, as long as: 

●​ The placement offers meaningful work experience 
●​ Appropriate supervision is in place 
●​ The placement meets safeguarding and health and safety requirements 

 
All placements must still be submitted and approved via Unifrog. 
 
What if we are struggling to find a placement? 
 
This is common. We encourage students to: 

●​ Start early 
●​ Contact local businesses in person or by email 
●​ Use family, friends and community contacts 

 
The school will provide ongoing guidance and support. 
 
Is work experience compulsory? 
 
Yes. Work experience is an expected part of the Year 10 curriculum. 
 
Can the work experience dates be changed? 
 
No. All placements must take place during the week commencing 29 June 2025. 
 



 
 
What if a placement is not approved? 
 
If a placement cannot be approved, the school will explain why and support the student in finding an 
alternative. 
 
 
Are virtual or online work experience placements allowed? 
 
No. Virtual or online work experience placements are not accepted as part of the Year 10 work 
experience programme. While virtual experiences can be valuable for career exploration, the 
purpose of this programme is for students to gain in-person workplace experience, develop 
professional behaviours, and build practical employability skills in a real working environment. 
 
What if the employer does not complete their part of the information on Unifrog? 
 
If an employer has not completed their section, students should politely follow up with the employer, 
as they may have missed the request. Parents/carers can support this if needed. 
 
If there is still no response, students should inform the school rather than continue chasing. 
Placements cannot be approved without this information, and an alternative placement may be 
required. 
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