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Why take part in WEX Week?
• WEX Week is compulsory for all Foundation students
• It forms part of the conditions for progression on to Level 3 studies at 

Collyer’s (along with the other entry requirements)
• Work experience is beneficial for all students, regardless of your 

progression pathway (university, apprenticeship or employment)
• Future employers (including those further down the line) will be very 

interested in how you have added ‘value’ to your employability skills, 
what experiences you have had, and how these relate to your career 
aims.

• Information is on the Careers SharePoint Foundation WEX Week page

https://collyer82.sharepoint.com/sites/Careers/SitePages/Transition-Work-Experience-Week---17-21-June.aspx


Benefits of WEX
• Discover the career that’s right for you: Get valuable insights into 

what it’s like to work in industries that you're considering a career in, 
so that you can decide which is the best for you.

• Real work with real teams: Work on projects and assignments to 
show future employers what you have done and can do.

• Demonstrate your interest: You will be able to prove that you’ve 
given your options some thought and that you’re passionate about 
your chosen career path.

• Make contact with professionals: Meet professionals within your 
chosen field and learn from them.



Benefits of WEX
• Build your career profile and stand out from the competition: You 

can reference work experience on your CV and UCAS Personal 
Statement to look attractive to employers and universities.

• Gain advantage at interview: Work experience makes you more 
successful in applications and interviews. Employers use competency-
based questions at interview, which take the form of “Tell me about a 
situation when you have demonstrated X skill.”



Work Experience is not…..
Your part time job – WEX must be an opportunity to gain new 
experiences, not provided by your current part time job. Future 
employers want to see a wide range of work experiences, so branch out 
and try something different and challenging.
Paid work – you cannot be paid for taking part in WEX.
An opportunity to take ‘time out’ – WEX Week is not the chance for 
you to take a week off college. It is an essential part of your programme 
of study, along with your curriculum subjects, pro-study and 
enrichment.
Optional – students cannot opt out of WEX Week.



WEX Week

2 Options:

• Option 1 – ‘in person’ work experience with 
an employer. You will need to find this for 
yourself, using the support provided on the 
following slides, as well as on the Careers 
SharePoint site.

• Option 2 – Collyer’s Foundation Virtual WEX 
Programme. This consists of two online WEX 
courses which can be tailored to match your 
career direction/aim. 



Option 1 – 
Self-sourced 
‘in person’ 
work 
experience 
with an 
employer

• You can source and organise your own ‘in-person’ 
work experience by contacting employers directly.

• Ask friends and family.
• Research local businesses and employers.
• Look at the In person work WEX page on the Careers 

SharePoint or support with successfully sourcing and 
securing ‘in-person’ WEX.

• Follow the guidance documents, along with email 
and letter templates, on the In person WEX page for 
contacting employers and workplaces (see next 
slide).

• You will need to record your in-person WEX plans on 
Unifrog following the instructions which follow later 
in this presentation.

https://collyer82.sharepoint.com/sites/Careers/SitePages/In-person-work-experience-during-WEX-Week-2024.aspx
https://collyer82.sharepoint.com/sites/Careers/SitePages/In-person-work-experience-during-WEX-Week-2024.aspx
https://collyer82.sharepoint.com/sites/Careers/SitePages/In-person-work-experience-during-WEX-Week-2024.aspx


Option 1 – 
Self-sourced 
‘in person’ 
work 
experience 
with an 
employer



Option 2 – 
Collyer’s 
VWEX 
Programme 
Two online Virtual WEX 
courses 

• You can sign up for the Collyer’s VWEX Programme on 
MyProgress Shop, Enrichment. DO NOT add this to Unifrog 
Placements.

• You will receive an automated message from Shop telling 
you to collect your item – please ignore this! The Careers 
team will email you in the spring term with the choices for 
your two online courses. All VWEX programme completers 
will receive a Record of Achievement certificate upon 
submission of the online WEX course material and 
evaluation task. 

• There is no more action for you to take at this planning 
stage.

It’s really important that you follow these instructions 
carefully. Please take note! 



Next Steps - this term
• Research the WEX Week pages on the Careers SharePoint site AND the information pack 

which will be emailed to you this week.
• Discuss the 2 options with your parent/carer – they will receive WEX Week information via 

email at the start of next week.
• Decide which of the 2 WEX options you are going to do.
• TAKE ACTION this term! Don’t leave it or the best WEX opportunities may already be taken.
Then either:
Option 1. Contact an employer and agree on an ‘in-person’ WEX placement using the support 
documents available on Careers SharePoint. Record your plans on the Unifrog Placement Tool. 
All ‘in person’ WEX plans must be recorded on Unifrog by 24th March 2025.
Option 2. Sign up for the Collyer’s VWEX Programme on Shop/Enrichment. No further action 
needed at this stage. The Careers team will contact you in the Spring term with the selection 
of virtual courses for you to choose from.

https://collyer82.sharepoint.com/sites/Careers/SitePages/Transition-Work-Experience-Week---17-21-June.aspx


Recording your WEX plans for Option 1 on

• Log back into your 
Unifrog account.

• Click on the 
‘Placements’ tool.



Recording Option 1 plans – ‘in person’ work 
experience with an employer

It’s really important that you 
follow the instructions on 
the next slides carefully.

Choose ‘In Person’ from the 
first drop down box. 

Please take care! 

Enter the correct start and end dates –
these must be within WEX Week



Recording Option 1 plans – ‘in person’ work 
experience with an employer • Unifrog will automatically send 

confirmation emails to employers 
and your parent/carer using the 
details you provide on the form.

• Select Mx*Work Experience 
Team* as your Placement co-
ordinator (not your tutor).

• Employer lead name is the person 
who will be supervising you at the 
placement. 

• You MUST enter their name and 
email details correctly so that they 
can confirm your WEX placement.

• If there are mistakes in this form, 
your WEX Week process will be 
delayed.



You can only complete this 
form when you have agreement 
from the employer that they 
will provide you with a WEX 
placement.

Use the guidance documents 
on Careers SharePoint for ideas 
on how to make contact with 
employers. 

Wait until the employer has 
made a formal agreement with 
you and is ready to receive the 
email from Unifrog.

Recording Option 1 plans – ‘in person’ work 
experience with an employer

https://collyer82.sharepoint.com/sites/Careers/SitePages/In-person-work-experience-during-WEX-Week-2024.aspx


Recording Option 1 plans – ‘in person’ work 
experience with an employer

• Complete all sections of the form. 
TAKE CARE!!

• Details must be correct. 
• Parent/guardian name and email 

contact MUST be correct so that 
they can give consent to your WEX. 

• If there are mistakes in this form, 
your WEX Week process will be 
delayed.



Recording Option 1 plans – ‘in person’ work 
experience with an employer • The final thing for you to do now is 

read the agreement terms and tick 
to say you ‘Agree’.

• Tick the ‘Finished’ box when you 
have checked all the details are 
correct.

• Then click the green button ‘Add 
placement’.

• Unifrog will email the employer 
and your parent/carer with the 
agreement forms for them to 
respond.

• You must track the progress of your 
WEX Week plans by logging back 
into Unifrog regularly. 

It’s really important that you follow the instructions you’ve been 
given here carefully. 

Please take note! 



What 
happens next 
for ‘In 
person’ 
WEX?

• This initial form on Unifrog is just your planning phase. 
There will also be follow up actions to take which you will be 
notified of in emails from Unifrog. Keep an eye out for 
Unifrog emails in your college email account.

• Unifrog will contact the employer and provide them with a 
WEX Employer Guidance document. The employer will need 
to give their agreement to the VWEX placement using a link 
on the Unifrog email.

• Parent/carers will also be contacted by Unifrog to  give their 
consent to your WEX placement plan.

• ‘In person’ WEX can only take place once it has been 
formally agreed by Collyer’s, the employer and your 
parent/carer. Unifrog will send you an email to confirm that 
your WEX plans have been agreed and you are permitted to 
attend the placement on the given dates.



Recording Option 2 plans – Collyer’s Foundation 
VWEX Programme - Just sign up on 
Shop/Enrichment 

No other action needed at this stage. You will be contacted by the 
Careers team in the spring term to make your two course selections.



What 
happens 
if  ‘In person’ 
WEX plans 
aren’t 
finalised by 
24th March

• In-person WEX details must be recorded on Unifrog 
by 24th March (AT THE VERY LATEST!!!).

• The Careers Team will be able to see details of your 
plans and where employer & parental consent for 
in-person WEX has been given on Unifrog. 

• Your progress through the process will be monitored 
on Unifrog to ensure that you are taking part in 
meaningful and beneficial WEX.

• Tutors will follow up with any student who hasn’t 
recorded their WEX week plans by 24th March– 
remember this is a requirement of your progression 
on to Level 3 studies at Collyer’s next year.



Any further 
questions?

Need additional 
support?

Sarah and Julie run a Careers and 
Work Experience Drop-in session

every Tuesday

1:20 – 2:05pm

Careers Office
L001
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