How to add a placement on Unifrog

Below are the screen shots explaining the process of adding work placement details onto the
Unifrog system. This must be completed by the student.

Step 1

Students need to agree the placement with the employer first, and then students will add the
placement to their Unifrog account. All students have access to the Unifrog system, email
reminders with a link to the system have been sent out for those who have not recently
logged in. When a student logs in it will take them to the home page, and they need to scroll
down and click on the ‘placements’ link
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Step 2 - Select add a new Placement
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Placements

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

Want an overview of how organising a placement works? See the whole process »

0 placements added so far

anly add a placement afeer you've been in contact with the employer, and they have
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Step 3 - Complete the details of the placement, which includes the employer contact details
Also, please select Mr Lewitt as the Placement Coordinator. Work placements will be from

Monday 8™-Friday 12" June 2026.
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Fill in the information below carefully. When you're done tick 'finished' at the bottern of the form,
Afterward the employer to fill in the next form
This form is anly for organising a placement that is in the future.
A placement is where you are hosted directly by an employer, you have divect individual contact, and you observe their work.
You must already have the employer s individual email address, and they must already have personally agreed to host you.
Use the Activities tool instead to record:
Placement in the »  Work experience webinar / course / preser n > Job > Woerkplace visit »
* Already agreed with the - select —-- s
employer?
Agree the placement with the employer (eg by email) before adding it on this tool.
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Basic details
* Mame of placement business / ef Lottie's |ittle bakery
organisation
* Placemeant start date --day - = -- manth -- = -- WEdr -- =
Placement end date - leave hlank if+ # - leave blank if o # - leave blank if ¢ %
* Placernent coordinator -—- pick one -— :
This is the school / college staff member who will be coordinating the placement from your
school's f college's side.
Logistics
* Describe the time commitment eg Full time
Eg 'Full time' ar 'Tuesday and Thursday afternoons'.
*Will you meet the employer in- - sElect - :
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When all sections have been completed click ‘Add Placement’ and the screen should look
like the below.
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The Unifrog system will then email the employer, the parent / guardian, and the school, to
collect the necessary information and permissions. For the process to work, it is essential
that students add the initial information about the placement accurately.

For any queries please contact workexperience @lutterworthcollege.com

Regards
Mr Lewitt
Careers Advisor
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