
Quick task: Adding a 
placement



Important information

This PowerPoint is to be used after students have been in contact with 

employers and the employers have agreed to host them.

This PowerPoint provides a walkthrough for students complete the Student 

initial form using the Placements tool.

This PowerPoint does not support students to find 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.’

• If you don’t see the Placements tool straight 

away, click ‘All tools’.



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 first see a 

page that asks you 

to confirm that 

you’re organising a 

placement that’s in 

the future and 

agreed with the 

employer. 



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: Basic details

Enter the business name and placement dates…

…then select the staff member at school/college who’s coordinating your placement.

This will always 
be Mrs Sinclair!



Using the Unifrog Placements tool: Logistics

Enter the time commitment, e.g. part time Mon-Thu 09:00-13:00.

Then select whether your 

placement is in-person or virtual.

The rest of the form will look 

different, depending on your 

selection.



If your placement is all or part in-person, you’ll need to add some extra information.

Using the Unifrog Placements tool: Logistics

Record where the 

placement is and 

whether this 

workplace is where 

you’ll be based 

throughout the 

placement.

If you select ‘no’ then you’ll need to explain where you’ll be based. 



Using the Unifrog Placements tool: Logistics

Select whether you’ll live 

at home as normal 

during the placement 

and how you’ll travel 

there.

If you select ‘no’ then you’ll need to explain where you’ll be living. 

If your placement is all or part in-person, you’ll need to add some extra information.



Using the Unifrog Placements tool: Your objectives

Remember that this text will be shown to the employer.

Create some learning 

objectives for your 

placement. 

What skills do you want 

to develop? What do 

you want to learn?



Using the Unifrog Placements tool: Employer contact details

Enter the employer placement lead’s name, 

email address, and phone number.

Double check that you’ve entered the employer’s 

email address correctly! If this is wrong, then the 

rest of the forms will not be able to be completed!



Using the Unifrog Placements tool: Your details

Enter your date of birth, any special 

needs, illnesses, medical conditions, 

allergies, or injuries.

If your placement is all or part in-person, you’ll need to add some extra information.

If you select ‘yes’ then you’ll need to add details.



Using the Unifrog Placements tool: Your details

Enter your parent/guardian’s name 

and email address.

Double check that you’ve entered 

your parent/guardian’s email 

address correctly!

If your placement is all or part in-person, you’ll need to add some extra information.



Using the Unifrog Placements tool

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

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.

Please remember that your 
placement will not be authorised 
until your School Permission form 
has gone green – this means that 

Mrs Sinclair has checked everything 
and confirmed your days off with the 

absence team!



Adding a placement

Now it’s your turn to add your placement!

Read each section carefully and 

check the information you’ve 

entered before clicking ‘Finished.’

Make sure you have the contact details of your employer placement lead to 

hand.
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