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1 – Introduction to Work Experience 

 
Work experience is an opportunity for students to experience the world of work outside the school 
environment.  At this stage it is not a step onto a career path, however the skills you learn will be 
very valuable for your future job/career.   
These are some of the benefits of work experience 
 

 An opportunity to use existing skills and develop new ones 
 Build and develop communication and social skills 
 Develops and builds self confidence 
 Gain independence  
 Apply the knowledge you have learnt in school to a work environment 
 Gain a broader understanding of how companies are structured and operate 
 Work experience is unpaid! 

 
Education Business Partnership (EBP) will work in partnership with your school to organise a 
placement for you. This will be done using the on-line platform ‘Link 2’.  
 
Information with regards to obtaining an Own Placement has previously been sent to your school 
Work Experience contact. 

 
** Please note - all school, student and employer details contained in these guidelines are 
fictitious** 

 
** If you have sourced a Work Experience placement by yourself (known as an Own Placement) you 
do not need to complete this process** 
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2 - USING THE LINK 2 SYSTEM 
 

a) Getting started 
 

You’ll need a computer with an Internet connection and Internet browser software such as ‘Microsoft 
Internet Explorer’. 
 

b) How to log into the system 
 

Open your browser and enter https://ebpwb.learnaboutwork.net this will take you to the Link 2 
Welcome page. 
 

 
 
Click on Student link. This will take you to the Student Log In page.  
 

 
 
Click on Click here to enter school name   
Choose your school name from the drop-down box and press the Submit button. 
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c) How to log in using your student PIN 
 
## If you have submitted an Own Placement form you do not need to complete this process.  

 
Your school’s Work Experience contact or Tutor will provide you with your PIN. 
 
Your PIN is your unique password to the Link 2 system. Without it you won’t be able to get any 
further. ## You must not swap or share your PIN with other students. 
 
Please enter your name and PIN exactly as provided by your tutor or Work Experience contact and 
select Login. 
 

 
 
When you have successfully logged in, the Student Home page will be displayed.  
 

 
 
You can now start to select your job choices. Click on Search in the Top Navigation Bar. 
 
## You MUST select a minimum of 4 and a maximum of 8 placement options in order to submit your 
choices. 
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d) Selecting jobs 
 

## Please note: The Civilian Forces, i.e. Police, Ambulance and Fire Service do not take under 16s on 
Work Experience.  Hospitals and other medical services, e.g. physiotherapists rarely offer to under 
16s. 
 

 
 
Click on category titles to see the jobs within this field. You can also click All Categories and all 
available jobs will be displayed. 
 
Some companies list jobs in more than one place, and they might not be where you'd expect. 
EG. Mary Seacole Day Nursery & Family Support Unit will have jobs under Education and Training, 
Administration, Business and Office Work and Catering and Hospitality. 
 
The Opportunity List within your chosen job sector will be displayed - please see examples below. 
Please note, the number of Opportunities within each job category will vary. There could be more 
than one page of opportunities; please click on Next | Last 
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Click on View button to see a Job Description of the job that interests you. 
 
From the Job Description page you can view the employer’s details, including specific information 
around dress code, days of the week and hours. You will also be able to view a location map where 
you can use the Journey Planner to work out how you would travel to your selected placement(s); 
just click on the Journey Planner link at the bottom of the Job Description page. 
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## Please note the Activities Involved may vary during the actual placement depending on the 
employer’s workload and business priority at the time. 
 
If you wish to select a job for your work experience - click on Add to selections at the top of the job 
description which will redisplay the Student Log In screen. This is a security measure; your name will 
be displayed but you need to re-enter your PIN and click the Continue button. Each time you add a 
job to your selections you will be taken back to the Student Log In screen, and you will need to re-
enter your PIN for each job you select. 
 
When you have logged back in, you will be taken to the My Placement Details screen. Here you will 
be able to see your selections so far. 
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## Do not press the submit button on this screen until you have made at a minimum 4 and maximum 
8 placement options. The submit button is only used once you are satisfied with your selections and 
do not wish to make anymore amendments. 
 
To continue to make further selections follow the previous process – please see section ‘d) Selecting 
jobs’ on page 4 of this guide. 
 
If you do not want to select the job or wish to return to the previous list or start a new search 
- click on one of these options Return to job list | New search. 
 
You can add several jobs during the job selection process, but you will have to decide on your 
final options before submitting your final option choices. Remember you need a minimum 
of 4 and a maximum of 8 options. 
   
If at any time you wish to see your selections to date, just click on the My Placement Details 
link in the navigation bar. 
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e) Amending choices 

You may delete any or all your selections by clicking on the on the righthand side of the screen 
up until you submit your choices. 
 
The # column displays the number of students including you that have chosen that job. The higher 
the number, the greater the number of students also applying for that job.  
 
If you wish to see a description of your selected Jobs, click the job number which appears in the first 
column in the table (in this example – numbers 6532, 5606, 5540 and 6566) 
 

 
 
Once you have made your final options, you must order your choices by using the drop-down box in 
the Choice column. You will be unable to assign the same priority number to a job more than once.  
Spend time before the deadline thinking about your options and discuss with your 
parent/guardian/carer. 
 
## You MUST select a minimum 4 and maximum 8 placement options to submit your choices. 
 
## Your parent/guardian/carer must select the consent button before you are able to submit your 
final choices. Please read the document carefully in the hyperlink. 
 
Then press Submit. 
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When you have submitted your job choices you will see on the screen a message box stating, ‘your 
choices have been saved’.   
 
Your selected job choices are now saved and locked and you will be unable to make any further 
changes. 
 
You can Log Out of Link 2 using the button at the top right hand-side of the screen and close the 
browser window. Your Work Experience job choices have now been submitted.  
 
The EBP will use the system to automatically allocate you to one of your selected preferences. 
Please note that this may be any of the options you have chosen. 
 

f) Placement confirmation 
 

A placement description will be sent to school approximately 4 weeks before the work experience 
is due to start with the confirmed placement details. 
 
Please read this information carefully, especially the section called CONTACT / INTERVIEW 
REQUIREMENTS, as you may be required to contact your employer, before the work experience date. 
 
In the unlikely event that you are not allocated a placement due to selecting very popular choices- 
the EBP will be able to open the system to you again. 
 

 

 

 


