WORK PLACEMENT PROCESSING FOR STUDENTS AND STAFF

Student researches and finds an appropriate placement for year
abroad following guidance from year abroad coordinator during
briefing session in year 2.

Student seeks
approval to proceed with
proposed placement from year
abroad coordinator.

PLACEMENT NOT APPROVED

PLACEMENT APPRQOVED

Student to complete section 1a (information) and section 1b (signature) of the work placement
agreement form.

(Forms can be found on the LEARN year abroad page under General information and forms > Pro-forma documents)

Employer to complete section 2a (information) and section
2b (signature) before returning the form to the student.

Student to return completed form to the DELC teaching office. Student should also
return proof of work placement approval from the year abroad coordinator (will
normally be a copy of an approval email).

Once received, Teaching Office to:

1) Check approval for placement received. If yes, sign off
placement, if no, send to YA coordinator for confirmation
2) update database with workplace information
3) Add work placement to students EUCLID record

Once received, Teaching Office to:

1) update database to confirm certificate of attendance
received

OR
2) If certificate of attendance not received within two weeks
of completion of the placement, remove work placement
from students EUCLID record and note a 'red flag' on the
database for the exam board

Student: once placement complete, ensure you
provide your employer with a copy of the 'certificate
of attendance agreement and return a completed
copy to the DELC teaching office
(THIS SHOULD BE WITHIN TWO WEEKS OF

COMPLETION OF THE PLACEMENT)




