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This is a guide for students who are finding Own Placements for their 

work experience. It also gives you some information about how The 

Work Experience Team manage the process. 

 

Be sure to listen for the deadlines that you are given as you may miss 

the opportunity to do Work Experience all together! 
 

 

 

 

 

 

 

 

 

Our purpose is to help you get a work experience placement. We work with 

a designated coordinator within your school and ensure that as many 

students as possible have a placement for work experience. 

 

Good Luck! 

The Work Experience Team 

 

 

 

 

 

 

 

 

 



 

 

Own Placements 

 

An own placement is a work experience opportunity that you have found for yourself.  

If you have a friend or relative that owns a business, you may want to complete your work experience 

with them. Or you can approach any business local to you or outside the area. You may also use our 

database to search for ideas of employers who have offered work experience previously to schools. You 

will see their address details, but you will need to search for contact details yourselves using the 

internet or visiting the employer.  

 
If you have found an employer and they have said yes, then you need to have an ‘own placement form’ 

completed. These forms are available from the coordinator in school and on the work experience website 

through the resources tab. It is important that these are returned to school by the deadline given and are 

completed as thoroughly as possible. 

 
TIP: If the Own Placement forms are not complete or are hard to read, they will be sent back, and you will be asked to redo it. 

 

 

The Process 

Once your Own Placement form is completed, your School will forward it to The Work Experience Team 

who will process your application. They will enter the details from the form to your online profile 

initially. Your status will be one of the following, usually dependent on whether that company has 

offered placements to people in the past: 

 

Confirmed This means that the placement has been approved and all checks are up 

to date. 

Employer Accepted Your request has been accepted. 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, your application will be 

confirmed. 

Unavailable The placement has not been approved.  

 

Unavailable Placements 

In some cases, we must make a placement unavailable. Even confirmed placements can become 

unavailable, and it can be for a variety of reasons. If this happens, the team will contact your school and 

share the reason the placement was unsuccessful. They will then inform you, and you will be able to 

apply for another placement. 

 

 

 

 

 

 

 



 

 

Out of area 
Sometimes students want to do work experience in a different part of the country. In this case, all we 

ask is that you ensure the form is completed as thorough as possible. These placements will still undergo 

the same checks. 

 

Checking Own Placement Status 

 

 

Logging on for the first time 
 

Websites: https://ebpsouth.work-experience.co.uk 

      

Your school will have generated you an account on the database and your work experience coordinator 

will give you your Username and Password. Once you have signed in, you can change your password to 

something more memorable. You will be able to then click on My Placements Tab and see the status of 

your own placement. You can also see the contact details for your placement here as well.  

 

 

 

Searching for Employers on Database 
 

On the upper tool bar click the tab named ‘Search’. This is where you can search the database for 

opportunities.  

 

 

There are many different search criteria you can use when looking through the options. You can use one, 

or multiple.  

https://ebpsouth.work-experience.co.uk/


 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

This is where you can enter a company name and search for opportunities there.  
Be very aware that for this function to work your search term needs to match how that company is recorded in the database. So  for example if you search for 

Marks and Spencer’s you will not find stores that are in as Marks & Spencer. A safer option in most cases is to pick a part o f the company name – for example 

in the case of Marks & Spencer searching on just “Mark” would be adv ised. 

 

Searching by Postcode will bring up all 

options in that area. 

 

You can use the category feature to 

search for the field of work that 

interests you. Once clicked on, it will 

give you a drop down menu for you 

to choose from. 

These boxes to tick are useful to find 

jobs that relate to interests that you 

have. 
TIP: Try to keep your search to a maximum of 3 

boxes. If there are too many ticked the system won’t 

be able to search effectively. 

 

Increasing mileage will bring up more 

employers. 



 

 

Job Descriptions 
 

The system should now be showing you a list of Employers on our database who have offered work 

experience previously to students. From this list of employers, you can have a look and see if there are 

any that interest you. If any do, then search and look up the company on the internet and make contact.  

 
TIP: If you are not seeing many then try expanding your search criteria. 

 

From the list of jobs, you can have a closer look and apply for them! If you hover over the job title, you 

will be given a brief job description. This will give you an insight to what the job involves. 

 

 

Once you have found an employer that you 

like the look of, you can click on the job title 

to take you to the full description. Here you 

will be able to see all the neccesary details 

of the placement. For example; working 

hours, dress code, lunch, etc. 

 

 

It is important to check the address and 

find out where you need to go. If it is an 

area that you don’t know too well, clicking 

on the postcode will bring up google maps, 

which will allow you to decide if the trip is 

possible. 

 

 
 

 

 



 

 

My Placements 

 
You can keep an eye on the progress of your own placement by logging in and clicking on the “My 

Placements” tab. This will then keep you updated on the progress the work experience team has made 

with your Own Placement. 

 

 

 

Employer Confirmed? What to do next 
 

As soon as your own placement is confirmed, ALL employers expect you to contact them to arrange an 

interview before the placement starts. You can get the phone number from your completed own 

placement form or see the details logging in and checking ‘My Placements’. 

 

 

IMPORTANT INFORMATION 

 

You must contact the employer as soon as possible to arrange a pre-

placement interview.  

 

It is crucial that you do this, employers do not look favorably upon 

people who do not make contact or leave it until the last minute. It is 

not uncommon for them to withdraw their work experience offer, so 

make the call early. 

 

If your work experience is not for months, they are likely to tell you to 

ring again or meet them nearer the time. It is YOUR responsibility to 

ensure that your interview takes place. 


