STUDENT GUIDE TO
PLACEMENTS

A How To Guide



Logging in to Navigate

& login.navigate.uk.com

NoOo%@E®Fa

You can log in to Navigate on:
a smartphone, computer, laptop or a tablet.

login.navigate.uk.com O\

Please login
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[ & Login with email and password

Use Login using google or Login using Microsoft.
Use your full college email and password
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Navigate Homepage

Welcome back Ralph

It remembers your name!

My Timeline
where you can
see all your
activities

ﬂAVIGATE G igate 2021

Welcome back Ralph
Last login 03,/0% 2024

@ ‘Your et destination: Emergency and Uniform Services > Lovel 3
Craalification (EDU-4)

T Interview Top Tip - Do your research

By wll koo séout the compary, youl not oy impros your intorsicwons but youll sho
st il s el whhsths s s e B i s

[ My Placements
Manage your
workplacement

here

Syl Thirel g o 2 My Skills
——— « | Take a test
P ~ |and see your
= skills!

ﬁ

@ My Targets BN N
S - w | My Targets

e ———— e —— ~ |View and add

_______________________________________________ activities

\P——V

Click this button to make the
screen just how you like it.

It will also remember for next time
you log in.
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Adding your placement

Click into
My Placements

B My Placements

Emma's Eats Placement 02/09/2024 - Ed
live 02/09/2024

#  Placement details

( )

In your blank placement record
click on ADD to request your
placement

—

© Searching

Add >

A
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Adding your placement

e Submit your Placement details O co

noe you have added and submitted the detals below, your placement will be reviewed and then approved or rejected. If the there are any more details required you will be contacted

| What type of placement have you been offered? :
|_._| at tyf ple 1L nave y A Instructions

Complete the information
required, click Proceed

The placement details you enter may be seen
by your placement employer.

Ensure that:

Your spelling and grammar is accurate.

The details you provide are correct.

You add information about the role you will be
doing.

The activities you add have been discussed
and agreed with your employer.
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Adding your placement

B Submit your Placement details (© o= |

Onee you have added and submitted the details below, your placement will be reviewed and then approved or rejected. If the there are any more details
required you will be contacted.

i ?
E Who is your emp|oyer. A Instructions

* Employer saarch:

Please provide the name: and address of the company or organisation
that has offered you work experience.

Exv .,‘ l’ As you enter the name of the comipany we will attempt to match it to
Eriter bk fth 4 an existing company in our database of employers. If there is no match
mier the posboode or nan CImayCr
please complete the full name and address.
Address line 1
1f you don't know the name and address please ask your tutor for help
Wl e pre-papulated once crgensation sct and complete this process once you have the name and address.
Address line 2
Will b pre-papid od orce ornEaniation sel
Town or City
Will b pre- populat od onoe organiation sel
Either search for your employer
Will be pre-populat ed once onganitation set

or add them using the ‘can’t find

Will be pre-populated once crganisation set

Wk

employer’ link

il bt pre-papidat ed onos ofganiatio
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B Submit your Placement details (O o |

Once you have added and submitted the details below, your placement will be reviewed and then approved or rejected. If the there are any more details
required you will be contacted,

' ?
E] Who is your employer contact? & [rstriziers

sct from the dropdoswn list o if you cannot find them,

Pleass provide the name, email address and phone number of the
person thal is ArTanging your work experience.

Sebect your contact ) -
PRt This person will either be someane that works at the compary /
Title: F 4 organisation or someone connected Lo them that is helping you set up
Will be pre-pepulated once conlact set this work experience.
First name:
Will be pre-populated once contact set

Last name:

Will be pre-populated once contact set

Either search for your contact or
add them using the ‘My contact

- isn’t listed’ link

Will be pre-populated oree contael set
N
~
\
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Adding your placement

&

Please select the dates of your placement that you

know about and the daily start and end times where

A Instructions

Please provide the start date and end date of your
placement

If you know which days of the week you will be working
known. please select them also.
e [RaCETRETES QA Finally, if you know the what time you will start your
placement each day and what time you will finish
Maich 2025 - please select that also.
Tues Weds Thiirs Fr Sat Sun
m oz
a3 04 as 06 o7 [+-:] o
4] 1 12 3 5 6
18 & @ N 22 23 "
Click on the dates you want to
2 . G 7 8 29
attend.
n "
The times can be changed too.
Dates selected:
Thu20/03/2025 oe00 ° oo @

(@ o |

B Submit your Placement details

Once you have added and submitted the details below, your placement will be reviewed and then approved or rejected. If the there are any more details

required you will be contacted,

[f| Sharing your infarmation.

Your Medical / Support /£ Health & Safety Notes
(T et you enter Bero will be sharod with your placemen cmployen]

=
-

: ) help plan your placement.

A Instructions

To ensure you receive the correct support fram your employer and the
college whilst on placement please share any relevant health and

=afety or medical information below.

Add in any medical or support
information that is needed to

NAVIGATE



Adding your placement

9 B Submit your Placement details

Once you have added and submitted the details below, your placement will be reviewed and then approved or rejected. If the there are any more details
required you will be contacted.

[ Review and submit A et

Placement location: In person - working at the employer’s premises Please review the information you have supplied and then click submit.
Employer: Cats Curtyains, 123 dog road, london, southwark, sel 1e5 I you wan! to change any of the information you have enlered simply

click the BACK button below until you reach the information that
‘Work placement contact: Don Dada, neville. mclarlane@isec.ac.uk, 1111 needs changing.

Dates & Time:

20/3/2025 9:00 to 20/3/202517:.00

“fou are submitting your placement to Chris Rowe

Check the details of your

placement and click
Proceed.

,
Emma's Eats @ Pending

+  Placement details l View »

Your placement has been added and is waiting for approval.

Your placement will
show it is waiting for
approval.

When your placement has been approved you can
move on to preparing for your placement

NAVIGATE



Preparing for your placement

Welcome back Ralph
L

e

Click into
My Placements

&  Placement details
@  Pre Placement Checklist
#  Confirm attendance and complete Journal

#  Your Feedback

B My Placements
Emma's Eats Placement 02/09/2024 - Ed
live 02/09/2024
e Emma’s Eats O Active

Complete >
Add / Edit >
<

Complete >

o Submit Placement as complete

Do this checklist at the
start of your

placement

Confirm attendance
after each placement
day

NAVIGATE



Confirming your attendance

e B My Placement journal

Emma’s Eats £ 04/09/2024 - 18/09/2024

1 Truro Road, Trura, Cormwall, TR 25W © Status: Active

Your next placement date is Wednesday 18th September 2024 | PR

Previous Placement days requiring attendance confirmation

9  Wednesday ath September 2024 © ddngipend
’
S —— 0 o )

Click ‘I didn’t attend’ if )
you couldn’t go to
placement

e B My Placement journal

Emma's Eats & 04/09/2024 - 18/09/2024

1 Truro Road, Truro, Comwall, TR1 25W O Status: Active

Your next placement date is Wednesday 18th September 2024 | T

Previous Placement days requiring attendance confirmation

B Wednesday 4th September 2024 Q atendevs
’

B8 Wednesday Tith September 2024 Q 1atended I did nat attend

|

Click ‘| attended’ if |
you went to
placement

NAVIGATE



Writing your journal

[ Add a New Journal entry

%

Time Spent

8

Date of Placement

04/09/2024

How much time did you spend at your placement today?

Don’t forget to click
save when you have

finished!

8 Hours ] 0 Minutes

L1

8h Om

Description

develop your skills.

Write what you did here....

0E

Not sure what to write? al
) (g

Describe your placement day below. You should write what happened during the day and how it helped you to !

W,

Evidence

Add photos, videos or document relevant to this entry

Add photos
or videos

</

Add Journal to Targets

Does this journal support any Live Targets you're working towards? If so, you can select them here:
EHCP - Making freinds (Late)
EHCP - Independent travel (Late)

EHCP - Healthy Choices (Late)

<y Skills Project - Placement (Late) ( 1 1
< Does it go

Need some
hints?

C towards any
targets?

NAVIGATE



