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Young Person User Guide

Introduction – The Journey 
Below is a timeline of the steps you will follow during your work placement.
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Step 1: Logging In 
Your Teacher will send your username and password to your glow email address. Once you receive this 
you will be able to log onto WorkIt – https://www.workit.info/
When you log in the system will prompt you to update with your own password, we recommend that 
you change your password to something that is easy to remember. 

The first thing you see 
when you login is the 
Dashboard. The dashboard 
will take you quickly to 
different areas of the site. 



Step 2: Completing Your Profile 
If you click on the ‘Update My Profile’ tile, you will be able to add information about your hobbies, any 
training you have completed and your career aspirations. This information will be helpful when it comes 
to making your CV or completing application forms. 

Step 3: Deciding which placement is right for you
Click the ‘Browse Careers’ tile on your dashboard. This tab will give you information on 25 different 
career areas where you can learn about different industry sectors and specific jobs. There are some 
videos you can watch that will give you more of an insight into the job.

Step 4: Finding a placement
Once you have decided on the type of placement you would like, you can search to see what placements 
are available using the ‘Find a Placement’ tile. You can narrow down your search by completing the 
categories below in the search panel: 
•	 Career area
•	 Provider (Company /Employer) name
•	 Town
•	 Key words e.g. admin

Once you find an opportunity you are interested in, click on the magnifying glass. 

This will bring up more details on the work placement, including the full address, contact details and a 
job description. 
At the bottom of the page you can click on the ‘Job Card’ button to download and print the job description.
If you are interested in one of the work placements, simply click ‘Request Placement’. The request will 
go to your teacher to approve, once your teacher approves the 
placement your request will be sent directly to the employer. The 
employer will respond by clicking ‘accept’ or ‘reject’ to the placement 
request. If they ‘reject’ the request,  you will receive an alert on your 
dashboard under ‘Employer Refused or Cancelled Requests’.  
You will also receive an alert here if the placement is cancelled.



Step 5: Adding A Placement You Have Sourced
If the opportunity that you’re looking for is not on Workit, you can find your own work placement and 
add the employers details to Workit. 
Placements can be organised by yourself through a family friend or with the help of school staff.
Before you enter the employers details on Workit, you should have agreed the placement with the 
employer and have the following information 
ready before you make a request to add your own 
placement.
•	 Main contact name and job post 
•	 Main contact numbers
•	 Email address
•	 Address

To submit the request, select the ‘Add my own 
placement’ tile on your dashboard.

Complete the ‘Request Details’ fields
Complete the ‘New Placement Details’ fields

Complete the submission.

Once you submit your request, the system will send a registration 
form to the employer. So double check that the employers’ email is 
correct!
Your job is done and all you need to do is wait for the placement 
status to update to ‘Booked’.
Once booked, you will receive a placement confirmation email like this



Step 6: Preparing for Placement 
To help you prepare for your placement 
you can complete some tasks by 
clicking on the ‘Prepare for my 
placement’ tile on the dashboard or 
by clicking on the ‘Before Placement’ 
tab on the top bar and selecting 
‘Resources’. These tasks will help 
you learn about keeping safe in the 
workplace.

Click on the dashboard link to access 
resources



Step 7: During your Placement
Whilst you are on your placement, it is 
a good idea to complete your learning 
log. This will help you keep a record of 
what tasks you completed, what you 
enjoyed or didn't enjoy and what skills 
and qualities you have used or learned. 
You can access the learning log by 
clicking on the ‘Complete your learning 
log’ tile. 
You can complete it online or print it off 
and take it with you. 
Right is an example of your Learning 
Log.

Step 8: After your Placement
After you complete your work placement, you should take 
some time to reflect by completing the Evaluation Form. 
It is also a good idea to send a thank you letter to the 
employer. You can access these documents by clicking 
on the ‘Reflect on my placement’ tile on the dashboard 
or clicking the ‘After placement’ tab on the top bar and 
selecting ‘Guidance’ and ‘Resources’ from the drop down. 
In the resources section you will also find support in 
creating a CV and completing a career plan. 



Placement Status Key – how do I know what stage my placement is at?

Requested You have submitted a work placement request

Booked The placement is booked and ready to go ahead!

Employer Refused The employer is unable to host the placement during the dates 
requested

Cancelled The placement has been cancelled


