
  

 

Welcom e and  thank you! 
Thank you  for offe ring to  support our studen ts 
with  the ir work p lacem ents th is year. 
Work p lacem ents a re  a  vita l pa rt of our students’ lea rn ing program m es and  we  rea lly va lue  
your support to  he lp  our stude nts deve lop  the ir em ployab ility skills  and  be tte r pre pare  them  
for the  world  of work. Your support to  the  college  and  our studen ts is  grea tly apprecia ted . 

 

In troducing the  Grofa r Work Placem ent Pla tform  

Our college  uses an  innova tive  software  p la tform  ca lled  Grofa r to  he lp  m anage  our student 
work p lacem ents. During ce rta in  stages of the  p lacem ent, you  will be  se n t em ails from  the  
Grofa r p la tform  and  be  asked  to  com ple te d  sim ple  on line  form s - to  accept p lacem ents, ve rify 
hours, and  provide  feedback. The  next pa ge  provides m ore  de ta ils  of the  actions for you  to  
com ple te . 

How studen ts re cord  the ir p lacem ents 

Whilst on  p lacem ent with  you , students will be  re quired  to  com ple te  the ir d igita l work 
p lacem ent logbook to  record  the ir a tte ndance  hours and  log the ir experiences in  the  
workplace . Students have  access to  the ir logbook via  a  studen t app  which  they can  access 
online  or th rough the ir m obile  phone . 



  

 

What’s requ ired  by your business  

As the  p lacem ent progresses you  will be  re quired  to  com ple te  actions a t the  following stages: 
 

1) Pla ce m e n t  Acce p t a n ce  – When a  p lacem e nt is  crea ted , you  will be  asked  whe ther you  
will accept the  p lacem ent.  

Act ion : You will rece ive  an  em ail a sking you  to  Accept or Decline  the  p lacem ent for a  
student – sim ply follow the  green  Accept or Decline  bu tton  in  the  em ail to  open  an  
online  form  where  you  can  accept the  p lacem ent and  add  any additiona l notes. 

 

2) Pla ce m e n t  He a lt h  & Sa fe t y – Following p lacem ent acceptance , you  will be  sen t a  
Hea lth  and  Safe ty form  to com ple te  and  subm it on line .  

Act ion : Afte r you  have  accepted  the  p lace m ent, the  college  will request tha t you  
com ple te  a  Hea lth  & Safe ty agreem ent with  the  college . You will rece ive  a  Hea lth  & 
Safe ty em ail with  a  link to  an  online  form  where  you  can  read  the  agreem ent and  
accept the  te rm s. 

 

3) Pla ce m e n t  Hou rs  Ve r ifica t ion  – students log a ttendance  whilst on  p lacem en t which  
need  to  be  ve rified  by you . 

Act ion : Once  the  p lacem ent has sta rted , eve ry week while  the  p lacem ent is  running 
you  will rece ive  an  a ttendance  ve rifica tion  em ail with  a  link to  an  online  form  asking 
you  to  ve rify the  num ber of hours the  student has logged  tha t week. Sim ply accept the  
hours logged  or flag incorrect en trie s then  subm it the  form .  

 

4) Pla ce m e n t  Fe e d b a ck  – provide  p lacem en t feedback a t the  end  of the  p lacem ent. 

Act ion : At the  end  of the  p lacem en t, you  will rece ive  an  em ail with  a  link to  an  online  
form  asking for your feedback on  the  p lacem ent - th is feedback will go d irectly to  the  
p lacem ent Coordina tor. This feedback will not be  au tom atica lly sha red  with  the  
student. 

 

If you  have  any questions about the  work p lacem ent process, then  p lease  contact the  college  
coord ina tor for the  work p lacem ent in  the  first instance  who will be  happy to  answer any 
queries. 



  

 

Em ails & Online  Form  Exam ples 

To ensure  the  sm ooth  runn ing of a  work p lacem ents, it is  im portan t for you  to  respond to  
system  em ails and  subm it the  re levant on line  form s back to  the  college . Please  note , a s a  
business you  do not need  to  crea te  an  account to  use  Grofa r, a ll form s and  com m unica tion  
be tween the  college  and  your business is  m anaged  through em ails and  secure  online  form s 
sent by Grofa r. Please  note , a ll em ails will com e from  info@grofa r.com    

Be low you can  see  a  list of exam ple  com m unica tions tha t will be  sen t during a  work 
p lacem ent. 

1) Placem ent Acce p tance :  

You will rece ive  an  e m ail a sking you  to  Accept or Decline  a  p lacem ent for a  stude nt. Click on  
the  green  button  to  go to  the  online  form  to Accept or Decline  the  p lacem ent request. 

 

mailto:info@grofar.com


  

 

This is  an  exam ple  of the  online  form  you will nee d  to  com ple te  to  accept or decline  a  
p lacem ent. 

 

 

  



  

 

2) Placem ent Hea lth  & Safe ty 

Afte r you  have  accepted  a  p lacem ent, the  college  will the n  send  you  a  Hea lth  & Safe ty 
agreem ent em ail. This request will com e in  a  separa te  em ail with  a  link to  an  on line  form  
disp laying the  college’s Hea lth  & Safe ty agreem ent for you  to  accept. 

 



  

 

3) Placem ent Confirm ation  

Once  the  Hea lth  & Sa fe ty checks a re  com ple te , you 'll rece ive  a  confirm ation  em ail with  a ll the  
p lacem ent de ta ils . This em ail is  for your inform ation  and  no action  is  requ ired .   

 

  



  

 

4) Placem ent Hours Valida tion    

Once  the  p lacem ent has sta rted , each  week you will rece ive  a  ve rifica tion  em ail with  a  link to  
an  online  form  asking you  to  confirm  the  num ber of hours the  student has logged  tha t week. 

 
 

 

 

 



  

 

This is  an  exam ple  of the  ve rifica tion  form  you will nee d  to  com ple te  to  ve rify hours or flag 
incorrect hours tha t studen ts have  logged . 

 

 

 

  



  

 

5) Placem ent Feedback   

At the  e nd  of the  p lacem ent you  will be  asked  to  provide  fee dback to  the  college  abou t how 
the  student has go on . You will rece ive  an  e m ail with  a  link to  an  online  form  to com ple te . 
This feedback will go d irectly to  the  p lacem ent Coordina tor, feedback will not au tom atica lly 
be  sha red  with  the  student. It im portan t tha t you  com ple te  the  feedback form  so tha t the  
student can  ge t the  m ost ou t of the  p lacem ent. 

 

 

 

 

 

 



  

 

The feedback form asks you to assess the student against their targets and how they 
performed whilst on placement. 

  

 

 

 


