
Quick task: Adding 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 pathways.’

• Click ‘Go to tool’ on the ‘Placements’ tile.



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 then see your 

Student initial form.

Here, you’ll be able to 

enter important details 

about your placement.



Using the Unifrog Placements tool

Select whether your 

placement is in 

person or virtual.

The rest of the form will look different, depending on your selection.



Using the Unifrog Placements tool: in person and virtual

Select the staff member at school/college who is coordinating your placement.

Then enter the business name, placement dates, and time commitment.



Using the Unifrog Placements tool: in person and virtual

Enter the employer placement lead’s name and email address.

Double check that you’ve entered the email address correctly!



Using the Unifrog Placements tool: in person

Enter the placement lead’s phone number and the location of the placement.

If your placement is in person, you’ll enter some additional information:



Using the Unifrog Placements tool: in person

Select whether or not the 

placement address is 

where you’ll be based.

If your placement is in person, you’ll enter some additional information:

If you select ‘no’ then you’ll 

need to explain where 

you’ll be based. 



Using the Unifrog Placements tool: in person

Select whether or not 

you’ll live at home during 

the placement and how 

you’ll travel to and from 

the placement.

If your placement is in person, you’ll enter some additional information:

If you select ‘no’ then 

you’ll need to explain 

where you’ll live during 

the placement.



Using the Unifrog Placements tool: in person

Enter your date of birth. Then select whether or not you have any special needs, 

illnesses, medical conditions, allergies, or injuries that may affect your placement.

If your placement is in person, you’ll enter some additional information:



Using the Unifrog Placements tool: in person

If you select ‘yes’ then you’ll need to provide a description. 

If your placement is in person, you’ll enter some additional information:



Using the Unifrog Placements tool: in person

If your placement is in person, you’ll enter some additional information:

Enter your parent / guardian’s name and email address.

Double check that you’ve entered the email address correctly!



Using the Unifrog Placements tool: in person and virtual

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: in person and virtual

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.



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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