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25th February 2026 

 

Dear Parents and Carers, 

Work Experience Placements 

Thank you to everyone who has already supported their child in securing a work experience placement. As a 

reminder, all students are responsible for finding their own placement for Work Experience Week. 

To log their placement details, students will need to follow the steps below: 

How to Submit a Work Experience Placement (Step-by-Step) 

1. Check school email: Your child will have received an email from Unifrog asking them to reset their password. 

2. Reset password and log in: Once the password has been reset, they can log into their Unifrog account. 

3. Go to the “Placements” tab. This is found on the Unifrog homepage. 

4. Enter placement details using the attached help sheet. Students should complete all required information 

about their chosen placement. 

5. Employer Details: Once submitted, the form is automatically sent to the employer to complete their section 

and confirm the placement. 

6. Parent/Carer approval: After the employer completes their part, the form will then be sent to parents/carers 

for approval. 

7. School authorisation: Finally, the completed form will come to me for final authorisation and confirmation by 

the school. 

Thank you for your support in helping students secure meaningful and safe work experience opportunities. 

Kind regards, 

 

Miss Kerris Stirling 

 

mailto:enquiries@stockport-academy.org


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 and select whether your placement is 

part of a T level or not.

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



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!



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.
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