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WEX WEEK:

September 2024: WEX Launch Assembly. 
Students start the search for placements - Phone calls, emails
and visits to find employers. A letter has been sent to your
parents informing them of the process. 

October - March 2025
Students find and log placements on to Unifrog (using this
guide) Form tutors will monitor placement searches and support
students during form time, directed by the careers team. 

April 2025 
Compulsory 1:1 support session with form tutors for those who
have not found placements.

Friday 23rd May 2025 
Final deadline - No placements will be process after this date. 
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30 JUNE - 4 JULY

KEY DATES
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Mrs Khan 
Careers Lead
wex@guiseleyschool.org.uk
01943 872315

Once you have chosen a placement, we will authorise it, and
support you while you’re on it.

When you make contact with a setting, they may ask you for my
information, in which case give them the details above.

Whilst on placement you must report any absence to the main
office, and contact school if any issues arise. 

Mrs Ogden
Director of Sixth Form 
info@guiseleyschool.org.uk

01943 872315 x1222

x1276

Mr Barron 
Assistant Director of Sixth Form 

01943 872315 x1241

Mrs White
Careers Advisor

Your Form Tutors are the first line of support who will help you
through the placement process:

Mrs Barron, Mr Walker, Ms Newton, Mr Isherwood, Mr Singh, 
Mr Disney, Mrs Hopwood, Mrs Malhi, Miss Clayton

careers@guiseleyschool.org.uk
01943 872315 x1276

info@guiseleyschool.org.uk

https://www.google.com/search?q=guiseley+school&rlz=1C1GCEB_enGB1100GB1107&oq=guiseley+school&gs_lcrp=EgZjaHJvbWUqBwgAEAAYjwIyBwgAEAAYjwIyFggBEC4YgwEYrwEYxwEYsQMYgAQYjgUyBggCEEUYOzIHCAMQABiABDIHCAQQABiABDIGCAUQRRg8MgYIBhBFGDwyBggHEEUYPNIBCDQyNzJqMGo3qAIAsAIA&sourceid=chrome&ie=UTF-8&safe=active&ssui=on#
https://www.google.com/search?q=guiseley+school&rlz=1C1GCEB_enGB1100GB1107&oq=guiseley+school&gs_lcrp=EgZjaHJvbWUqBwgAEAAYjwIyBwgAEAAYjwIyFggBEC4YgwEYrwEYxwEYsQMYgAQYjgUyBggCEEUYOzIHCAMQABiABDIHCAQQABiABDIGCAUQRRg8MgYIBhBFGDwyBggHEEUYPNIBCDQyNzJqMGo3qAIAsAIA&sourceid=chrome&ie=UTF-8&safe=active&ssui=on#
https://www.google.com/search?q=guiseley+school&rlz=1C1GCEB_enGB1100GB1107&oq=guiseley+school&gs_lcrp=EgZjaHJvbWUqBwgAEAAYjwIyBwgAEAAYjwIyFggBEC4YgwEYrwEYxwEYsQMYgAQYjgUyBggCEEUYOzIHCAMQABiABDIHCAQQABiABDIGCAUQRRg8MgYIBhBFGDwyBggHEEUYPNIBCDQyNzJqMGo3qAIAsAIA&sourceid=chrome&ie=UTF-8&safe=active&ssui=on#
https://www.google.com/search?q=guiseley+school&rlz=1C1GCEB_enGB1100GB1107&oq=guiseley+school&gs_lcrp=EgZjaHJvbWUqBwgAEAAYjwIyBwgAEAAYjwIyFggBEC4YgwEYrwEYxwEYsQMYgAQYjgUyBggCEEUYOzIHCAMQABiABDIHCAQQABiABDIGCAUQRRg8MgYIBhBFGDwyBggHEEUYPNIBCDQyNzJqMGo3qAIAsAIA&sourceid=chrome&ie=UTF-8&safe=active&ssui=on#


ABOUT

SEARCHING
Know a place you’d like to go? Find their email address

or phone number and ask if they could accommodate
you. Make sure you specify the dates and what your

career interests are.

Don’t know where you could go, but have a career in
mind? Google!

Search for businesses and settings online and find the
‘contact us’ section on their website. Find an email

address or phone number, and contact them to ask!

e.g. Google: Volunteering Leeds  - example below
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Hi, my name is  ____ and I am a
current student at Guiseley School
Sixth Form. I am looking for a week
long placement to gain some work
experience in July, are you able to

take anyone on at this time? 

PHONE, IN PERSON &
EMAIL

Dear ____, / To whom it may concern,

I am a student at Guiseley School Sixth Form and I am seeking an
opportunity to gain a week long work experience placement.

I have an interest in _____ and would love to discuss the
possibility of shadowing and supporting in____.

Would you be able to take me on for a week long placement in
____? I look forward to hearing from you soon.

Kind regards, 
My Name

CONTACTING

TIP: USE YOUR SCHOOL EMAIL TO CONTACT EMPLOYERS AS
THIS WILL LOOK MORE PROFESSIONAL!
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ABOUT

REGISTERING A PLACEMENT

Go to Unifrog - log in with your student email. Click reset password if
you don’t know it.  
Select ‘PLACEMENTS’ in the ‘Exploring Pathways’ section

Click on - ‘Add a Placement’

Start completing the ‘STUDENT INITIAL FORM’ with the correct dates and
details. You will need an email address of the main placement contact,
and a parent’s email

IMPORTANT: THIS CAN ONLY BE STARTED ONCE A PLACEMENT
CONTACT HAS FORMALLY/INFORMALLY AGREED TO TAKE A STUDENT
ON
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Add  the employer’s email - this is the person who will be the
main contact. Let them know that they will receive an email to
fill in a form about you and your placement

Now you’ll need a parental email - someone at home who can give permission
for you to go on your placement. They will receive a quick Unifrog form to fill in
by email, so make sure their email is correct!

Select the placement coordinator - your coordinator is Dan Waters

OVERALL PROCESS
STUDENT FILLS IN UNIFROG FORM ONCE THEY HAVE PLACEMENT LEAD CONTACT EMAIL ADDRESS1.
EMPLOYER RECEIVES UNIFROG FORM TO FILL IN WITH PLACEMENT DETAILS, HEALTH AND SAFETY
DOCUMENTS ETC

2.

PARENT RECEIVES UNIFROG FORM TO FILL IN AND GIVE PERMISSION. THEY WILL SEE ALL DETAILS
FILLED IN BY STUDENT AND EMPLOYER

3.

SCHOOL RECEIVES COMPLETED FORMS, CHECKS, AND GIVES PERMISSIONS - SET TO GO!4.
 ATTEND PLACEMENT - FILL IN UNIFROG REVIEW FORM WHEN COMPLETE!5.
EMPLOYER FILLS IN FEEDBACK FORM ABOUT YOU6. 5

Dan Waters



ABOUT

PARENTAL PERMISSION FORM

As the parent, you will receive an email inviting you to complete a
quick permission form (whichever email adress the student has
entered into their form)

Click on the green button
“COMPLETE IT NOW”

You will be able to see
all of the student form
details as well as the
employer information,
health and safety
procedures. You will be
asked to add  the
following:

Name, email address and phone number
Does the student have any special needs, illnesses or injuries that may affect
your placement? (the answer to this question is kept confidential from the
student)
Confirm you're aware that the placement provider will have primary
responsibility for the health and safety of the student
Agreement for the student to take part in the placement
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CHECK YOUR
JUNK OR SPAM

FOLDER!



ABOUT

GOOD LUCK! REMEMBER...
THE PASTORAL AND CAREERS TEAM ARE HERE TO HELP, JUST ASK! ATTEND THE
DROP INS TO USE A COMPUTER AND TO HAVE ANY QUESTIONS ANSWERED

DON’T KNOW WHAT YOU WANT TO DO AS A CAREER? THAT’S OK. ANY
EXPERIENCE IS GOOD EXPERIENCE - YOU’LL MEET DIFFERENT PEOPLE AND
EXPERIENCE WHAT A GENERAL WORK PLACE MIGHT BE LIKE

DON’T ADD A PLACEMENT ON UNIFROG UNTIL YOU HAVE PERMISSION FROM AN
EMPLOYER TO USE THEIR EMAIL ADDRESS! LET THEM KNOW THEY’LL RECEIVE
AN EMAIL TO FILL IN A UNIFROG FORM

START YOUR SEARCH, TALK TO
FAMILY, THINK ABOUT WHAT YOU
ARE INTERESTED IN, DON’T LEAVE
IT TOO LATE!

YOU CAN’T START
THE PLACEMENT
UNTIL YOUR
PLACEMENT HAS
BEEN CHECKED
AND CONFIRMED
ON UNIFROG - YOU
WILL RECEIVE AN
EMAIL WHEN IT’S
GOOD TO GO!
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