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Introduction 

 
This document provides an overview of the steps required to apply and choose your work experience opportunities. 

A learner’s account will need to be set-up correctly by your school administrators. If you do not see the work 

experience link on your account page please get in touch with your school to make the appropriate changes to your 

account. 
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The Process 

This diagram provides an overview of the Work Experience process; 
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Work Experience and How to Submit 
 

 

 

Firstly, Log into your account with your 
username and password. 

If you can’t remember your details , 
either use the Forgotten your 
username? or Forgotten your 
password? Links to retrieve this. 

If you’ve never received details please 
contact your school to create your 
account and give them to you. 

 

 

Before we start selecting our work 
experience, first we need to add our 
parental details to your profile. 
This will be needed later down the line 
when your parent/carer needs to do 
their bit. 

 
Click Update your details. 



 

Now click Update Details in the 
Parental Information section. 

 

 

Now fill in your parent/carer details 
here and click Save and continue. 

You can now return to the accounts 
page. 



 

Once back on the accounts page, scroll 
down to the Tools section and locate 
the Work Experience panel. 

 
Note: if you do not have this then 
contact your school to make the 
appropriate changes. 

Click Manage your work experience. 

 

 

 
This shows the way  to add your own 
placement. Use this option if you 
have managed to find work 
experience and yourself and need to 
add the details of this to your 
account. 



 

 

When you have found your own work 
experience and would like to enter the 
details for your school to approve, 
click Add work Experience. 



 

Enter all the details of your work 
experience in this section here. All 
fields with the (*) are mandatory fields 
and must be completed. 

 

 

Once you have filled in all the 
appropriate fields and you are happy 
with the content inside them. Click 
Save and continue. 



 

You will then be taken back to the 
Work Experience page and will find a 
green “success” banner towards the 
top and the item will be in your list. 

 

 

Once you have submitted your selection/s, you will now need to wait until 
your school and the work experience coordinators have approved your 
selection and completed the necessary documentation. 

 
Once this has been done, you and your parent/carers will be sent an 
agreement to sign to complete the process. This should be emailed to you 
however the school can print this out for you or your parent/carer to sign 

 



Signing Your Agreement 
 

 

 

When your work experience has been 
approved and the documentation has 
been completed, your school will send 
you an email similar to this. This email 
will contain a link to an agreement 
form for you to sign. 

Click the link in your email. 

Alternatively, you can sign it in the 
documents section of the work 
experience tool in your account on the 
website. 

 

 

 

 
The link should open up a browser 
window with the form attached. 

Please read through the form checking 
all information is correct and you are 
happy with what you are signing. 



 Once you have read through the 
agreement, scroll to the bottom to find 
where you need to sign. Then click the 
blue Sign button at the bottom right of 
your page. 

 Type in your name in the top box and 
you will see an e-signature be created 
for you below. 

 
Once you are done click Confirm. 



 

You will then be taken to this screen 
where you have now completed 
signing your agreement for the work 
experience you have applied for. 

 
The completed agreement will be 
automatically emailed to you. 
However, you can download it now by 
clicking the Download button too. 



Parent/Carer agreements and Emergency Medical information 
 

 

 

Your Parents/Carers will also get a 
similar email to you however, they will 
be given 2 links that they will need to 
follow, fill in and sign. 

 
The Parent/Carer Agreement is similar 
to the student agreement process so 
follow the student agreement 
instructions above to complete this. 

 

 

 

Your Parents/Carers will need to fill in 
and sign the Medical and Emergency 
Contact form. 

 
Click the second link to complete this. 



 

They will then be sent to this page 
here to fill in the form. 

If any fields aren’t applicable to the 
learner, then please leave these 
empty. 

 

 

Once all fields have been completed, 
provide your contact details at the 
bottom of the page and the click Next. 



This will then generate a new form 
with all the information they have 
entered within it. 

 
Click Sign to sign the Emergency 
Medical contact form. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Your Parent/Carer will then need to 
type in their name to create an e- 
signature to attach to the form. 

Click Confirm to submit this. 



 

The completed agreement will be 
automatically emailed to them. 
However, you can download it now by 
clicking the Download button too. 

 
Their part in now complete. 
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