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Website: http://ebpsouth.work-experience.co.uk  

Click on the Login tab and enter your username and password. The Work Experience Team will 

provide the login details. Below is what your home screen will look like: 

 

 

From here you’re able to fully manage the process. For example you can pull off reports, track 

applications, print paperwork, and view who has never logged in.   

 

 

 

 

 

 

Logging on   

http://ebpsouth.work-experience.co.uk/
http://ebpsouth.work-experience.co.uk/
http://ebpsouth.work-experience.co.uk/
http://ebpsouth.work-experience.co.uk/
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Click on Search along the top tool bar. The screen below will appear. From here you can 

search for individual students and keep track of their applications.  

 

 

Once you’ve found the student that you’re looking for, click on their name and it will bring you to 

their profile. On the profile you’ll be able to view their date of birth and add any medical notes that 

we need to make the employer aware of. Medical notes MUST be entered under the ‘SEN/Medical’ 

tab. There is a drop down menu to choose the condition/illness/disease from. Any other important 

information such as if the student will be accompanied whilst on placement must be entered in the 

‘Notes’ tab.   
 

Searching for students  
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From the student’s profile, you can see the applications they’ve made. In the status column, it will 

give you an indication of the progress we’ve made. You’ll also be able to change an application for 

the student if you don’t think it’s right for them.  

 

 

When viewing applications, there will be one of six statuses in the status column: 

 

 
Wish List 

The Work Experience Team have not yet started work on the application. 

This may be because we’re awaiting your approval, or the applications have 

only just been made. 

 
Allocated to Learner 

This is a choice that you have approved but is on hold because they have 
another choice awaiting employer offer. 

 
Awaiting Employer Offer 

We have sent off the application to the employer and are chasing them for 
an answer. 

 
Employer Accepted 

The employer has accepted the application. It’s not confirmed because 
either we have never carried out a placement suitability check with them, 
or we need to renew the check. Once this is completed, the application will 
be moved to confirmed.  

 
Confirmed 

All placement suitability checks are up to date and the placement has been 
approved. 

 
Unavailable 

The employer has informed us that they’re unable to accommodate work 
experience for the time the school goes out. If the student has no more in 
their Wish List they need to make some more applications.  

 

 

 
 

 

 

 

Applications   
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NB: Three weeks before placements are due to 

commence, EBP South will send out a Reminder 

Letter to each employer (Own Placements and 

online applications) confirming the details, who 

to contact in an emergency, Child Protection 

Guidance, a Letter of Understanding, and an 

Employer Feedback Form which we encourage 

the employer to complete. 

The Online Application Process 

Students log into the system and add 4 choices to their Wish List and rank them in order of 

preference from 1-4 (1 being the one they prefer the most). 

You log into the system and approve all Wish List applications by changing them to Allocated to 

Learner (Please see page 9.) This gives us the go ahead to start working on them. If there are any 

choices you notice that are unsuitable for the applicant – You can change the status to Unavailable 

and provide a short reason why. 

EBP South will move all first choices to Awaiting Employer Offer and send an application email/letter 

to the employer.  Please note that not all students’ first choices always go to Awaiting Employer 

offer for a multitude of reasons – one reason could be because multiple students have applied for a 

job that only takes 1 student at a time. If this is the case then we’ll move straight onto the next 

available choice.  

Some employers take longer than others to respond – If they don’t respond to the initial request 
letter within 5 days, we will make follow-up phone calls and emails.  If it gets to 30 days with no 
response, we will make it Unavailable and move onto the next choice.  

 

If the employer says yes, we will 
change the status to Confirmed or 
Employer Accepted. It is at this point 
you print out the consent form and 
hand it to the student for them to 
contact the employer and arrange 
their interview. It is the student’s 
responsibility to arrange their 
interview in a timely manner – 
Failure to do so could result in the 
employer cancelling the placement. 

. 

If the employer says no, or we cannot 
get hold of them after 30 days we will 
make the application Unavailable 
and move onto the next choice. 

We will continue this process and do 
our utmost to get a placement 
confirmed.  It is the student’s 
responsibility to ensure their Wish 
List is constantly topped up with 
choices – If they have no more in 
their Wish List then they will need to 
log back in and make some more 
applications. 

. 
Once the student has attended an 
interview, the placement can go 
ahead. They need to return their fully 
signed consent form to school ideally 
before the placement starts.  EBP 
South do not require copies of signed 
consent forms – They are for the 
school to keep on file.  

. 
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Allocation report 

The Own Placement Process 

The Own Placement Form is available to download from the Useful Documents section of the Work 

Experience website.  

Completed Own Placement Forms must be returned to you with all sections complete, fully legible, 

and signed by the employer, student, and Parent/Carer.  

We strongly suggest that Own Placement Forms are submitted to us at least 12 weeks before 

you’re due to go out on Work Experience to allow time to complete the necessary placement 

suitability checks.   

EBP South will process all Own Placement Forms within 7 days of receipt. Once processed they will 

appear on the website as either ‘Allocated: Employer Accepted’ or ‘Confirmed’ – Please note that 

both statuses mean that placement has been confirmed by the employer.  Allocated: Employer 

Accepted just means that we need to conduct a placement suitability check or update the 

information we currently hold.  

Placement Suitability Checks 

The Employer has primary responsibility for the health and safety of the student and should be 

managing any significant risks. We will take reasonable steps to satisfy ourselves that employers 

are doing this by following the HSE guidance.  

Not every employer requires a visit. For low risk environments, such as an office or shop, with 

everyday risks that will mostly be familiar to the student, assessing the Own Placement Form and 

speaking with the employer on the phone is enough in most cases. 

Medium to high risk placements, we will satisfy ourselves that the employer has made 

arrangements for managing risks through induction, training, site familiarisation, policies and risk 

assessments. 

We will not seek additional paperwork for assurances purposes or to second guess an employer’s 

risk assessment or their risk control measures. 

Parental Consent  

Parents are required to give their agreement to work experience and provide any information 

about special needs and/or health and safety issues. Employers should be advised of any conditions 

that could result in an unacceptable risk to the student’s health and safety or that of another prior 

to the start of the placement. Once a placement has been arranged, the employer, the student and 

his/her parent or guardian will be asked to sign a consent form. The school is responsible for 

obtaining the required signatures. 

Placements during the school holidays 

Some students, with the approval of the school, choose to undertake their work experience during 

school holidays. Such placements can only be approved on condition that EBP South and the 

employer have details of a teacher at the school who can be contacted in the event of an 

emergency. 
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On the home screen, go to the bottom right and you will see a list of reports 

that you can pull.  One of these useful reports is the Allocation Overview 

List. It shows you all the students and the status of their applications all on 

one page.  

The above screenshot is what you will see when you click on allocation overview. On this page you 

can search for students with specific statuses on their applications. If you go to student status on 

the options and choose Confirmed (for example), you will be able to see all the students who have a 

confirmed placement.  

You are able to export the information to an 

Excel spreadsheet where you can print and 

edit it.  To do this, you will need to go to the 

Action tab and click on it – It will give you a 

dropdown menu. Output current results to 

Excel will give the information you have on 

the page, and output all results to Excel will 

give you every student in the year. 

Allocation Report 
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Allocating placements to students   

 It is the school’s responsibility to allocate Wish List placements. To do this, click on the Manage 

Requests tab along the top tool bar.   

 

Scroll down a little bit 

and ensure that only 

Wish List is ticked on 

the menu on the left 

hand side and filter all 

results to show on one 

page. 

Click on the cog at 

the top right hand 

side and press Select 

All which highlights 

every application on 

the page.  

Go back to the cog 

and press Options.  

Change 

request status 

to Allocated to 

Learner using 

the drop down 

menu.  

You can also allocate applications individually:  

Go to the Manage Requests tab at the top of the screen and filter all Wish List applications to show 

on one page using the steps above.  

Click on the cog highlighted on the 

right hand side of an application 

and select ‘Allocate to Learner’ 
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Printing paperwork  

 

 
You have the facility to print consent forms and 

certificates.  

To begin - click on the paperwork tab along the top 

toolbar.  

Use the quick filters to customize your search and find the 

correct ones that need to be printed. You’ll need to 

ensure that only ‘Allocated: Employer Accepted’ and 

‘Confirmed’ are ticked. You’ll also need to select the 

paperwork you would like to print: consent form or 

certificate as demonstrated here.  

Hit filter. 

Next, you’ll need to click on the Actions tab and select all.  

(tip: ensure that you have all results on one page 

otherwise they won’t all print). You then need to click on 

the Actions tab again, but this time click on Options.  

You’ll come across a screen that asks for some 

information. You will need to change the paperwork 

status to ‘sent to all’ and then select ‘mark as sent and 

print’ Once you’ve done this, all of the documents will 

download into a word document ready for you to print. 

 (tip: turn off your browser’s pop-up blocker otherwise 

the word document won’t download).  



11 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Handy Hints  

• If a student has decided that they no longer want to attend their placement, or have 

changed their mind about an application that hasn’t been confirmed yet, you are able to 

decline it for them.  

 

Search for the student and open up their record: 

 

Go to the application you want to remove, hover over the cog on the far right: 

Click ‘Unavailable’ 
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Using the drop down menus available, please use the appropriate selections 

and hit ‘Unavailable’ once done. 

• When students are applying for their placements, they have the facility to add choices to 

their ‘Favourites’  

 

You, the coordinator, and EBP South do not get to see this list. It’s important that the 

students know that adding choices to this list doesn’t equate to an application – Its sole 

purpose is to save placements to come back to and apply for at a later date. 

There are rare occasions where students add choices to their Favourites list thinking they 

have applied when they haven’t- this can mean that these choices get missed.  

• From the home page, you can access ‘Useful Documents’ on the left hand side.   

Here you’ll find useful guides, employer application forms, the own placement 

form, and much more. 



13 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

• A good way to keep track of the students that have either never applied, never logged in, 

or who’s choices have all become unavailable is through the Not Allocated List.  

 

Click on ‘Reports’ either using the top toolbar, or on the home page and click on ‘Not 

Allocated List’: 

When the report screen opens, make sure the following information has been selected 

from the drop down menus: 

** Remember to select ‘Live’ students and students that are taking part in Work Experience as highlighted above for an accurate report **  

Your screen will look something like this:  

You can export this report to excel by clicking on the Action tab at the top right (highlighted 

above) and selecting Output all results to Excel.   
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• Placement applications can be cancelled up until the employer agrees to take the student. 

If a student wishes to cancel a placement after the employer has accepted there will be a 

fee to cancel it. The same is applicable to Own Placements.  

• The Job Bank is always worth checking for any placements that are available.  To access it, 

click on ‘Job Bank’ using the top toolbar: 

Your screen will look very similar to this:  

Jobs end up in here when a placement has been confirmed by the employer and the student 

has changed their mind, or when a student has a confirmed placement but has left the school.  

The Jobs in here are available to the best of our knowledge for the dates indicated.  

If any of the jobs on display are suitable for any of your students still looking for a placement 

– Phone or Email the Work Experience Team and they will contact the employer on your 

students’ behalf.  

The Job Bank changes on a day-to-day basis so it’s always worth checking.    

• The system has a range of reports you can pull off to assist you with the management of 

the process. Here are a couple of examples:  

Login statistics: A report of which students have logged in, when they last logged in, and 

how many times they have logged in.  

Grovel List: A report showing outstanding applications that are waiting for a response from 

the employer.  

Confirmed List: A report showing all students with confirmed placements.  

If there is ever anything else you require but are unsure where to look - please don’t 

hesitate to speak to the Work Experience Team. We will endeavor to provide you with the 

information you need. 


