
Work Experience
& Unifrog Forms 
A Guide for Employers



Experiences of the world of work are invaluable
for students.  It helps them to develop a range
of important skills and experiences which
enhance their CVs, Personal Statements and
future job applications.  Your support of that is
very much appreciated.

The Careers Lead and Guidance Practitioner at
Whickham School is Mrs Debbie Ross.
Please feel free to contact her with any questions or
queries you may have in advance of the placement or
should there be any issues during the placement
itself.

Thank-you for hosting a
Whickham Student for
Work Experience!

We use an online careers platform called
UNIFROG to manage our placements, this
simplifies the paperwork and forms as they
can all be done on-line and are mostly tick
boxes for you. The process is as follows:

1. Student Form

Forms & Paperwork

Student completes the Initial Student
Placement form with basic information: 

Your contact details / business name
Any medical conditions/alergies they have
Parent/Carer Contact Details

3. Parental Consent
Once you have completed your form a
copy will go to the Parent/Carer to give
their consent to the placement.

Contacting Whickham School

0191 4960026 

www.whickhamschool.org/ourcurriculum/ceiag/ 
dross@whickhamschool.org 

2. Employer Form

You will receive an email from Unifrog (this
can sometimes go into your spam/junk
folder) You will be asked for:

A brief placement overview
Details of your insurance, risk
assessments and health & safety
systems. 
Some basic housekeeping information
(e.g. dress code, working hours, food
and refreshments arrangements etc).

This should take 5-10 minutes and guidance
is on the next page.

4. School Sign Off

Mrs Ross  reviews all information and decides
on final approval. At this stage she may
contact an youdirectly to clarify any
information,  but only if needed.

Non-Attendance / Illness
Students and parents are advised that, in the
case of illness they need to notify both you and
Whickham School, with the stipulation that the
call should take place on the morning of each
day of absence. Should a student be absent
without notification from either a parent/carer
or a member of Whickham School Staff could
you please contact Mrs Ross (details above).



You should then be able to see all the information that the student has entered.  Please check it is correct

The Employers Form

Once the student has submitted their
form you will recieve an email from
UNIFROG with a link to the
Employers Form. 

Click the green “Complete it
now” button

jross@hotmail.org

Complete the first section with information about
your business.  

What activities the student will be doing
What time the student should arrive and who
they should ask for
How the induction will work
Who the student will be reporting to

Initial Email

About your Business 

About the Placement



Tick the boxes to Confirm that :
Your organisation follows Fire Risk Rules
That you have an appropriate Risk Assessment
That you have a Health & Safety Policy
That you will abide by Data Protection Law
That you will follow the Safeguarding Policy (as
detailed on the form)

Use the drop down multiple choice boxes to
answer quesitons about Safeguarding (i.e.
keeping both YOU and the STUDENT safe)

N.B. As our students are under the age of
18 they do not require a DBS check
(unless you require it for your setting)

Safeguarding

Insurances
Confirm that your company has employers
liabitily insurance and that it covers work
placements.  Proivde details of the Provider,
Policy Number and Expiry Date.

N.B. If you dont have this insurance select
the “My Organisation is exempt from
needing Employers Liability Insurance

Then provide further details in the text box
that will apprear

Health & Safety

Mark As Finished
Tick the Mark as Finished Box 
Click the Green Update Button



Careers Provision at Whickham

Website

Phone
0191 4960026 

E-mail

Mrs Ross, Careers Lead & Guidance Practitioner
dross@whickhamschool.org 

Mrs Gainey, Associate Senior Leader & SLT
Careers Link
jgainey@whickhamschool.org 

Whickham School 
Burnthouse Lane 
Whickham 
NE16 5AR

www.whickhamschool.org/ourcurriculum/ceiag/ 


