
   
 

How to submit your placement details 

1) After logging in open the menu by clicking/tapping on the 3 lines in the top left 

hand corner of the page and go to My Placements 

 

 

 

2) Tap/click on Work Placement 

 

  

 



   
 

3) Click/tap on Placement Details 

 

 

  

4) The dates will already have been entered for you 

 

 

 

 

 



   
 

5) Scroll down through the form and enter a job title (which you must add) and any 

extra details about the role 

 

 

 

6) Add the name of the employer/business and a postcode so you can look up the 

address 

 

 

 

 

 



   
 

7) Finally add the name of the contact person at your chosen employer/business 

and their contact details and click/tap Submit 

 

 
 


