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Unifrog
EVERY YEAR 10 STUDENT IS GIVEN THE

OPPORTUNITY TO TAKE PART IN A WORK
EXPERIENCE WEEK IN MARCH 2027

All students are expected to find their own
placements. Help and support will be given to

students from school staff. 

Work Experience Important Dates

Introduction Assembly

Weekly Drop-ins 
  Room TR 104 

Finding a Placement Deadline

Record & Approve Placement 
Final Deadline

Work Experience Week

Begin 8th September,
every Tuesday Lunchtime

Friday 15th January 2027

Monday  22nd February 2027

1st - 5th March 2027

Year 10 introduction assembly September 2026



Unifrog
Key Support in school

Year 9  Tutors 

Madam Blyth- Careers Lead

Mr Longshaw -  Head of year

Madam Goronwy - Assistant
Head  of Year

c.blyth@fernwood.school

d.longshaw@fernwood.school

g.goronwy@fernwood.school

Start your placement search now! 
You can use the summer holidays to start asking

people - get ahead of the game!
This booklet will guide you through it.  

It is important to remember students can only go to a
workplace that employs other staff. They cannot attend
a placement that is a sole trader, so does not employ
anyone, as they won’t have the right Employer Liability
Insurance - even if its a family member!



Unifrog

There will be a list of career areas with company names who
have accepted students in the past on the careers

noticeboard in September. Students will have to contact the
companies themselves using the information in the work

experience handbook to help them.

WEX messages and notices will be displayed on the
noticeboard outside Madam Blyth’s office in the dining hall. 
Please check the notice board regularly from September. If

you need a new booklet you will find them here.

SEARCHING
Ask family and friends first!
Who has a job or career that interests you? 
Can you ask them if you can shadow and support them
for a week?
If this isn’t possible, ask them if they have any contacts
you could try.

1

Do you have an idea of where you would like to go?
Find the organisations email address and ask!
Use the email template on the next page to ask an
employer if they can accommodate your wex
placement. 
Make sure you give our placement dates and what
career interests you have. 
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Unifrog

3 If you don’t know where you could go, but have a
career area/sector in mind - GOOGLE!
Search for sectors online and find the ‘Contact Us’
section on their website. Find an email address, and
email them to ask.
e.g. Google: ENGINEERING COMPANY NOTTINGHAM

Contacting
PHONE, IN PERSON & EMAIL

                  Hello, my name is_________
I am a year 9 student at Fernwood School. 
  I am looking for a work experience
placement from 1st - 5th March 26, when I
will be in year 10. 
 Are you able to accommodate a 
      student for a work placement in                          
                March? 



Always make sure you use your school email to
contact employers.

Dear_______/ To whom it may concern,

I am a year 9 student at Fernwood School in Nottingham and I
am seeking an opportunity to gain up to a week long work
experience placement when I am in year 10. 

I have  an interest in _____ and would love to gain an insight
and enhance my skills in this area. 

Our work experience dates are Monday 1st- Friday 5th March
2027.

Pease don’t hesitate to get in touch if you are able to offer me
a placement, or would like to discuss the details.

Kind regards,
Name

Contacting

If you manage to find a placement over the summer
holidays. Make sure you write down the contact person’s
name and email address and let them know they will get
an email from a Website called Unifrog asking for details

of the work placement.  



Unifrog

 Once students have a placement confirmed, it must be
registered on the Unifrog placement tool, you will get lots

of support with this and a Work Experience Handbook
when you start year 10. 

Sign in at: Unifrog.org/sign-in

Don’t forget to remind the employer that they will need
to check their emails from September as they will get an

email from Unifrog for them to put all the information
they want you to know about the work you will be doing.

This will include work times, any uniform, lunch and break
information.

REGISTERING A PLACEMENT
All work experience placements need adding to your
UNIFROG account.
This can only be started once a placement contact
has formally agreed to take a student on placement.
You don’t add the placement until the company or
organisation has said they can offer you a placement
and confirmed the date, but then add it straight away
or you will losse the placement.
 

All safety checks, permission forms and risk assessment are
completed through UNIFROG. If a student has a placement
but it hasn’t been added to Unifrog before the placement
deadline, they will not be able to attend their work
experience placement.



There will be another assembly in September, to go through
the details again and to explain how to add the work
placements to your Unifrog account. 

Unifrog
Sign in at: Unifrog.org/sign-in

There is a lot of help available in school . Students can see
Madam Blyth in the careers office at break and tutor time
every day, and every Tuesday from 8  September there will be
a lunchtime drop in from 12.50pm - 1.35pm in IT room TR104

th

Please be aware that the deadline to add placements is a
strict date - there is a lot of behind the scenes work that

needs to be completed, so we can make sure all our
students are safe when on their placement.

Notes
Keep a note of who you have contacted asking for a

placement. If a company offers you a placement, make sure
you know the contact persons name and email address, the

name of the company or organisation and the address. You will
need all of these when you register your placement on Unifrog. 
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