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it  Welcome 't Database

Welcome to the Education Business Link’s Work Experience Database, where you are able to view Employer Details
and begin your work experience journey at the simple click of a button.

We have created this manual to help provide guidance and further information on how to use our database, and
help you to:

* Get Started

e Advise - Searching For Your Placement

* How to Search For Your Placement

* Viewing My Potential Placements

* Sending Placements For Approval

 Adding a new business

* Your Approved Placements

Education

. king hand in hand
* Your Declined Placements i Bigingssan




ail and password which your teacher should have
orkExperience/ to access your account

Using the Work experience account, you will need to login
provided. If you have this please click https://dac.telford.gov.u

View a history of your requests, track their progress and get local services and

information based on your address.

o Login with your MyTelford or Everyday Telford account. If you sign in
with your Everyday Telford account it will be upgraded to a3 MyTelford
account that can be used to sign into both the app and this site.

Email Address
Username

Password

Password

(] Keep me logged in

Don't select this option if you're on a shared or public device.

Login

Register

Forgot Password

Please remember you must not share your Login details with anyone.


https://dac.telford.gov.uk/WorkExperience/

Getting Started —
Your Work Experience Journey

Once you have been granted access to the Database, the following Work Experience Headings will appear on the Database.
This is your Work Experience Homepage.

In this section you will be able to view Employer details to assist you with your work experience search and see your work
experience journey.

mfﬂrk EXI]ETiE'ﬂEAE/ Click here to help you search for placements and view Employer details

T I Click here to look at all your work experience activity, and look at your:
s Search For Placements _ o
/ Potential Placements — these are the placements you have noted as maybe thinking

about applying for
Pending Placements — these are your work experience placements you have sent to

your teacher for approval
Declined Placements — These are your placements that have not been approved and

s Logout the reasons why
Approved Placements — These are the placements that have been approved for you
to go on work experience

s2: My Placements



fat Advise - Searching For Your Placement

When searching for your placement take into consideration what you enjoy doing.
Think about what hobbies you have, or a career you are really interested in, and
would really like to get some experience in.

Your placement can help you decide if a career you are interested in is actually for
you, or if it is something different than you expected. Getting hands on work
experience is a great introduction into the world of work.

Take a psychometric test https://icould.com/buzz-quiz/

Research the careers that you may be interested in
https://www.ucas.com/ucas/after-gcses/find-career-ideas/explore-jobs



https://icould.com/buzz-quiz/
https://www.ucas.com/ucas/after-gcses/find-career-ideas/explore-jobs

) How to ement

To begin searching for a placement, click on the “Search For Placement” tab on your Homepage, and the following page will
appear:

_ AtoZ My Telford Contact Latest news Search Q

Telford & Wrekin

COUNCIL
Harry2 - Aldersley High School

o @
Telford
Search for Work Experience
. If you know the Business Name of the work experience placement you want to request simply select 'Business Name'
Work Experlence from the list below.

If you are unsure where to reguest, you can narmow down your search by selecting Address, which will filter your search
by Town, County or partial Post-Code.

£ Search For Placements

(111
2 My Placements
¥ Alternatively you can filter by the type of job you would like by selecting Placement or Business

Select from the options below.

£ Logout

Please Select
Business Name

Address

Type of Placement

Type of Placement and Address

; . Accessibility | Cookies | Privacy | Sitemap | RSS
Facebock ’ Twitter m Flickr nYoulube | | | |
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How to gearch For Your Pﬂement —
Search Options

You are now able to start your Employer search, and can do
this in a number of ways:

By searching for a ‘Business Name’ — If you know the
name of the business, simply select 'Business Name' in
the dropdown menu

By searching for the business ‘Address’ — If you know
what area you would like to do your work experience in,
you are able to filter your search and bring up employer
details by their Town, County or Post Code area

By searching for a ‘Type of placement’ — If you know
what type of work you want to do, you are able to search
by category e.g. Admin, Hairdressing, Mechanics.

By searching for both the ‘Type of Placement and
Address’ - if you know exactly what type of work you
want to do and what area, you are able to filter both the
placement category and address

I ) AtoZ My Telford Contact Latest news Search Q
Telford & Wrekin
COUNCIL

Harry?2 - Aldersley High School

my (&
Telford
Search for Work Experience
W 1{ E . If you know the Business Name of the work experience placement you want to request simply select 'Business Name'
o1 Xp Erience from the list below.

If you are unsure where to request, you can narrow down your search by selecting Address, which will filter your search
by Town, County or partial Post-Code.

£2f Search For Placements

... ;
i2: My Placements
- . Alternatively you can filter by the type of job you would like by selecting Flacement or Business

Select from the options below.

i Logout

Please Select
Business Name

Address

Type of Placement

Type of Placement and Address

. . Accessibility | Cookies | Pri Sit RSS
Facebook ,Tmtter mPllckr uYoutube e e s e |
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How to Search For Your Placement —
Employer Detalls

When searching for a placement by either the name, address or type of placement, the below page will appear with a list of
businesses for you to take a look at:

@
Tnglford

Work Experience
i Search For Placements

i My Placements

i Logout

Student Portal

Harry2 Taylor - Aldersley High School Simply click on the “View” button to take a look
Your teacher is Mr.Taylor . . .
at the contact information for that business.

Here are a selection of placements based upon the information you gave. To add a placement to you potential placement
bank please select view.

Don’t worry if a company you would like to go
Search results for business names like " tesco " on Work experience to isn’t on our data base’
you can add it as a new business. Simply click

Business Address Category View

Tesco Park Avenue, Madeley, Telford, Shropshire, TF7 5AB Retail / Customer View 0 n t h e ”Ad d n ew b u Si n ess"
Semvice

Tesco Exira Tesco Stores Ltd Wrekin Retail Park Whitchurch Drive, Retail / Customer -

Wellington, Telford, Shropshire, TF1 2DE Service

Tesco Stores Park Avenue, Madeley, Telford, Shropshire, TF7 5AB Retail | Customer .., Please remember that new businesses should
Semvice

only be added once the business has confirmed

(Shrewsbury) Service

you are able to do your work experience with
Add new business th em



£ How to Search For Your Placement —

Saving Potential Placements

o If you have found some employers that you are interested
:: ) Contact Information in doing your work experience at, you are able to add
Feseo Extra these into your Potential Placements to review later on.
i got ]'ei-:c Stores Ltd Wrekin Retail Park Whitchurch Drive, Wellington, Telford, Shropshire, TF1
. Select a Placement Category that you would like to be
:I"'::;:Tm N working in, e.g. Business Admin, and add these
Emai Addrass businesses in your “Add to my Potential Placements”
Buzinesn Catagory Retal ! Custames Senvdos SeCtion.

You will be able to view these businesses from your “My

Add to My Potential Placements )
Placements” tab on your Homepage.

ey confctt e By et o hore? Remember to always add notes of who you have
contacted, how you have contacted them and any other
information your teacher needs to know. This helps keep
racament Ctagary y track of your contact history with the business as well as

allowing your teacher to see your regular updates.

fgdd to My Potantial Placemeants



o) sments

AtaZ My Telford Contact Latest news . .
‘ | E:}:'L":t.':?': You are able to view all the businesses you have saved as
Potential Placements from your “My Placements” tab on
. @ My Placements your Homepage.
Telford

HarryZ Taylor - Aldersley High School
Your teacher is M. Taylor Your Potential Placements are all the companies you are

&1 Search For Placements Bedow you will see a list of al your work experience activity. Please click each tab for further irfarmation intereSted inl bUt haven’t ContaCted yet Or had any
i My Placements confirmation for work experience with them.

Confirmed Placements

Work Experience

Our handy guids will alss give you informeation on what b doe nest ik o student quide on finding your placesma )

il -—3';':4-'-[ member o iri Souch wit I Lp L r start date in 1o & start imes, inlenview date a . .

e e ST e - Your next step is to contact the Employer by either phone
Eusiess Contact status or email to see if they are able to offer you a work

Mo curenty agoroed requests experience placement.

My Potential Placements

e recess are o el placement. Once an employer has confirmed you are able to do your
s = stetus Notes / work experience with them, you can send the placement
Tasco Jill Rogers Wi . .
Eﬁﬁﬁﬁﬁm Eman:parsi busouciescocom | O to your teacher for approval. Simply select the “View”

| button on your chosen Employer to start this process.

Pending Approval

Declined Requests



fat

Work Experience
&i Search For Placements

¥ I | . S
HI Ny FLECEMEDN

Sending Placement to be Approved

Update/View Placement

T apply far your placemeant please complete nob

update. This wil serd you 1t your futor

Pl ansure that you have spoken bo the emploer and that your placemeant is confirmed before daing this.

Tesco Extra

Tesoa Stores Lid Wrekin Retal Park Whitchunch Drive, Wedlington, Telford

Comtact: Jill Ragers
Emall: parnela busaiFubk beson com

Number: 01252 426604

Add a new note

Placamant Category
Ratal { Sales

Hote

Hatus
Panding

Notes I‘:'.Sjn::"-:r

s, Salac] eguaes! aponoal o the drop down box and then dick

Shrapshira, TF1 2DE

Once you have selected “View” on the business in your
“Potential Placements” this page will appear.

Here you can add notes for your teacher.

If the placement category is confirmed to be different by
the business than what you originally picked, select the
correct one from the drop down menu.

Once you have done this, go to the drop down menu and
select “Request Approval” and then “Update”.

Be sure to keep an eye on your potential placements as
sometimes the teacher may request more information, this
moves the business back into “Potential Placements”.

The notes the teacher may attach can be found under
“Notes History”. This means you will have to respond to the
teacher and request approval again.



fa Adding a New Business -

Sending For Approval

To add a new business once they have confirmed you are able to do your work experience there, click on the “Add new
business”, the below page will appear:

AOd a NeEwW DUSINess

Fiford Simply fill in the Business details. Please contact the business if you do
Harry2 Taylor - Aldersley High School . .
not know the requested information.

Work Experience Plasse nsire veus o

& My Placement . .
: Business Details

Select a Placement Category that you would like to be working in, e.g.
Business Admin

Remember to add in the notes section information such as:

* How you contacted the company e.g. phone, email

* If the company has confirmed you can go there for work experience
* Any other information your teacher needs to know

PostCode

Contact Mama
Contact Emall
Contact Mumbar

My Potential Placement
Details here
Placament Categary Salact .

Once this has been completed, simply select “Submit” and your
placement request will go into “Pending Approval” whilst it is waiting to
be approved or declined



At X My Telford Contect Latest news

@ My Placements

my

Telford my
Harry2 Taylor - Aldersley High School Telford

. Your teacher is Mr.Taylor
Vork Experience

Work Experience

i Search For Placements Bedow you will see a list of all your work experience aciiity. Please click sadh tah for further indomation
i My Flacements &i Search For Placements

Confirmed Flacements i My Placements
- Our hardy guida will alss give you information o what o do next (ink to studant guide on finding your placssma )
t Logout Reermermber o kasp in touch with your amployer ug untl your start dabe in order 1o arange start Bmeas, inlerview dabe and
any additional requinemants. I
1 Logonrt

Buziness Conact Siafus

Ma currerily approwed neesshs

My Potential Placements
Pending Approval

This requests are curmently awaiting approval

Basiness Contact Status Hotes
Teaco Extra Jill Ragers [P
\Whitchurch Drive, Wellington, Telor, Emall; pareda busofiUk tesco.com Panding Approval
Shropshire, TF1 2DE Phone: 01862 428804

Any Placements you have requested for
Approval will first go into your “Pending
Approval” section

AtaZ My Telford Contact Latest news

My Placements

Harry2 Taylor - Aldersley High School

¥our teacher is Mr.Taylor

Below you will e a list of all your work experience activity. Please click each tab for further irdomation

Confirmed Placements

Owr handy guice will also give you information on what to do nesd (Brk o student guide on finding your placeme d)
Remember (o kasp in touch with your amploger up ol your start dabe inorder o arange start mes, inlervies dabe and
any additional requirements.

Buzinzss Contact Status
Teaca Extra Jil Ragers Iy
Whitehurch Drive, Wislington, Taflord, Emall: parreka busodus feson.com Approvied -
Shrapstire, TF1 2DE PRons: 01862 426604

My Potential Placements

Pending Approval

Declined Requests

If your placement has been Approved it will
appear under the “Confirmed Placement”.
This means everything is ok, and your work
experience will be going ahead with this
Employer. To see additional information for the
business please select “View”.



Your Approved Placements —
Business Information

Acorn Kennels

Heath Road, Whitchurch, Shropshire, S¥13 244 Afte r Se I ecti ng Hviewl) O n yo u r llco nfi rmed

Contact: Andrew Perry

Email: acomkennels02@gmail.com place ment” yo u Wi I I see t h e page O p pos ite .

Number: 01948 662931

| - Here you are able to see important information
Important Information .
regarding your placement.
zﬂ3:35|:|3:jlllgul_elrh,::ét:g;m:L:;ngJtle kennels. helping with cleaning and feeding the dogs, walks and trainings. You are able to VieW details Such as your Working
hours, dress code or any PPE you may be asked

to provide. What tools and equipment you

Business Days Monday

Available days for placement, please discuss the hours of your placement Tuesday maybe USi ng I U nCh deta i |S a ny med ica |
with your teacher and the employer Wednesday ’ ’
Thursday

! R conditions that might prohibit the placement,
S any important hazard information and a
description of the different tasks you will be

Tool usage details: WA

Prohibition details: M/A d Oi ng-

Please note that this information could change
and it is strongly advised you check any details
with your employer before your placement

These should be discussed further by the employer Lift Carry
SlipTripFall b e ins
Medical Conditiong that can prohibit placement Allergies g ‘

Please make the employer aware of any applicable medical conditions you Colour Blindness
may have Physica



I At I My Telford Contact Latest news
E ‘ Zounert

Tme*lfg@r)d

Work Experience

uuuuuuu

My Placements

HarryZ2 Taylor - Aldersley High School

Your teacher is Mr.Taylor

#i Search For Placements Bl you will e a list of Sl your work axperisnce activity. Pleass click eadh tab for further infammation

#i My Placements

Confirmed Placements
Our haarvdy guincie wall ala give you informetion on what b do nest (§nk i student guide on finding your placemen)
Remermiber b kesep in touch with your employer up unl your start dabe in order 1o amangs start mes, inlenvee dabe and
any additional requinemeants.

Buzinsss Contact stafus

Ko curently approved requests

My Potential Placements
Pending Approval

Declined Requests

Thesee requests hane bedn dedined

Buginess Contact Status Hotes
Tasco Extra Jill Rogers ) \irw
Whitchurch Drive, Wellington, Teliord, Emall: panea busoE ik 1eso0.com Dieclined

Shropstire, TF1 20E Phane: 01652 426804

If a placement request has unfortunately
been declined it will appear under your
“Declined Requests” section.

Click on “View” to see any notes with the
reasons why

-)

Work Experience

&i My Flacements

ts

Harry2 Taylor - Aldersley High School

Your teacher is Mr.Taylor

Update/View Placement

#i Search For Placements This placament Fas been dedined. Click an view in order ba find out why. For further infarmation plaase speak with your

futor

Tesco Extra

Whitchiireh Drive, Willington, Tetird, Stecgpshine, TF1 2DE
Cantact: Jil Ragers

Emall: parnela bussi@uk besen som

Numbar: 01552 426804

Status: Declined or Withdrawn

Motes History

Date Hots

2202020 08 26:05 MR Tardor [Teacher) - | am afraid this business is now dosed,
20062020 14:41:38 Hasrry@ Tarvlor (Shadant] - Happy for me o have WEX e
201002020 14:41:18 Haarry2 Tarvlor ( Student) - Comtacted, thery have not confimed yet

Back toList

Once you have selected “View” you are able to see
the notes from your Teacher or the EBL Health &
Safety Team with reasons why it was declined.

You will need to start looking for another Employer
and contact them to arrange your work experience
placement



