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Work Placement Logbook
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1. Introduction to Grofar (5 Grofar

« You have access to Grofar and are provided with an online
logbook for recording your work placement journey. You can
access your logbook from any computer or mobile phone.

« You gain access to your logbook using your college login
details.

« Use your logbook to record your work experience and skills
development whilst on placement, which is yours to keep.

« Your work placement logbook is an essential record which will
be an important part of your student profile. It also allows you
to show future employers evidence of your experience when
applying for jobs after college.




Your Student Portal

My Placements
Access all your placement details here

My Opportunities
Search through and
shortlist Placement opportunities that

the college has listed on Grofar

(5 Grofar

My Applications
Review the placement opportunities
you have registered an interest in

My Job Roles
Select job roles you are interested in
across a range of different sectors.




Your Student Portal

Placement Details

You can use this section to submit
your work experience placement
details.

When you are on placement, you can
view your placement details here.

Health & Safety

Before your placement or on the first
day of your placement, complete the
health & safety form so you know

how to stay safe whilst on placement.

Employer

Here you can find out more
information about your employer,
their location on a map and contact
details.

Thames
Survey Child

Spenser Perkin a

Attributes Logged

E

Placement Details

Health & Safety

Employer

(5 Gro

Message

At any time on placement, you can
use the message button to contact a
member of the college work
placement team.

Log Hours

Each day you turn up to your
placement you need to record the
hours that you attended here.

Goals and Targets

Use this section to set your goals and
targets before the placement. Whilst
on placement, use this section to
record evidence of your experience.

Assessments and Feedback

At the end of your placement you
need to record feedback to complete
your journal.




2. Communications you will Receive (5 Grofar

»

At each stage of the Placement you will
receive emails that will inform you about

« A Placement being Setup Srean Ablsey
Work placement targets
« When your Placement has been Dear Doeanne,
CO nﬂ r. m e d Below are the targets that have been agreed for your upcoming work
placement:
« What your Targets and Objectives will be S i B i -
Confident Motivated | will describe what | am aiming for and
when you are on Placement dentity my end goals
Enterprising | Problem Solver | will identify a range of possible causes
° Wh e n yo U n eed tO CO m p | ete and begin to explore possible solutions
Aware Self-aware | will use communication skills to diffuse
a SS eSS m e ﬂtS a n d fe e d ba C k difficult situations and avoid conflict

If you wish to discuss this further, please contact your placement coordinator
Holly Smith at hollysmith@nescot.ac.uk

When you click the ‘Student Portal button Kind Regards.
it will load your Grofar Application. o e

Student Portal

O 0 6 6 ©




3. Login to your Student Portal - Microsoft (5 Gro
https://auth.grofar.com

1) Go to https://auth.grofar.com/. 3) Enter your college email 4) Enter your college password 5) You will be directed to your
S . address and click “Next”. and select “Sign in". placement dashboard. Select the
2) Select “Sign in with Microsoft”. placement you want to enter.

Thames
G Gro BE Microsoft
Spenser Perkin a

Welcome to Grofar Sian in
Nikki.a22@colc.ac.uk Placements

Please enter your login details to
proceed

Survey Child
Mo account? Create onel ’
05/09/2019 to 31/07/2020
Sign in with your organizational account
USERNAME OR EMAIL ADDRESS

Nikki.a22colc.ac.uk

Work Placement

A . P
PASSWORD Forgot your password? 01/08/2020 to 30/08/2020

[ ]

a Keep me logged in.

= Sign in with Microsoft
n Continue with Facebook

[ ]
I Sian in with LinkedIin

©2018 Microsoft  Terms of use  Privacy & cookies
2013 Microsoft  Change Password



https://auth.grofar.com/

4. Add Grofar to your mobile home screen (5 Grofar

Grofar works on any device — smartphone, computer, tablet.

To easily access Grofar on your iPhone or iPad, add the Grofar
homepage to your Home Screen.

Follow the instructions on the next pages to add Grofar to your
Home Screen on your iPhone or Android mobile.




4. Home Screen - iPhone & iPad instructions (5 Grofar

th%if?/rg’u%ﬁ torofar com/ Click on the action box and N_ame the link ‘Grofar’ and You will then see a link to
= -8 : select + Add to Home Screen click Add Grofar on your home screen
i3 5 09:39 (- wl3 = 09:40 ;
@ auth.grofar.com ¢ Cancel Add to Home Screen Add [ ‘ g

m*\t Semnqslt "n "

(5 Grofar

G Grofar
https:/fauth.grofar.com/

Welcome to Grofar
Camq og\e Map Notes Met Office
: . An icon will be added to your Home screen so you can
Please enter your login details to quickly access this website, ~
prOCeed AirDrop. Share instantly with people nearby. If SONOS| S o ‘ bepe Q@
@ they turn on AirDrop from Control Centre on iOS
or from Finder on the Mac, you'll see their
names here. Just tap to share. Sonos ™ Spotify. A MSW
USERNAME OR EMAIL ADDRESS
o] s]&} 0ooe 000
:Je 5] Gle L
PASSWORD Forgot your password? _— » ® & Photos Google Grofar Reminders
? ® ‘
® -
Message Mail Reminders  Add to Notes “Grofar” Group Growing :
Hangouts Messages Grefar

Keep me logged in.

Request -
Desktop Site Find on Page
. Z X ¢ vb nm

) space

= Sign in with Microsoft

© A



https://auth.grofar.com/

4. Home Screen - Android instructions (5 Grofar

In Chrome, go to Click on settings and select Name the link ‘Grofar’ and You will then see a link to
https://auth.grofar.com/ Add to Home Screen click Add Grofar on your home screen

10:08 oNE = . 100%0 0% 8 [ L OO

) @ auth.grofarcom

(5 Grofar

Welcome to Grofar

x &St + O c

autt

Copy link
USERNAM

Grofar

View collections Add to Home screen

PASSWOR Recent

(5 Grofa

Please enter your login details to
proceed

USERNAME OR EMAIL ADDRESS

PASSWORD Forgot your password? Translate...

CU,) Grofar Forfar Grocer
- Open in Samsung Internet
| TH2034516174819)0
ﬁ
c Powered by Chrome
qgiwlefrfjtiyjufijolp

n Continue with Facebook

Keep me logged in

a Sign in with Microsoft
‘CQl Sign in with Google

I O <

alsfidifliglhljlik]l

In Sign in with LinkedIn +lzlxjcjvibinimpea

#1 English (UK) . Done

© Copyright 2019, Grofar Lid. All rights reserved.

I @] < il @] v



https://auth.grofar.com/

Selecting the Placements Functions (5 Grofar

From the menu bar select
'My Placements’

to access their Work
Placements section




5.1 Creating a Placement (5 Gro

1) Select the “Add a New 2) Enter the Start and End date 3) Enter the Business details 4) Finally select “Submit
Follow these Placement” button to open the of your placements and the and the Business Contact with Placement” to send your request
instructions placement form. business details. email and telephone number. to your college coordinator.

if you have

been asked

by your

co I I ege to Charlotte
. Hanley

fl n d yo u r = Please complete all required fields (marked with *)

own wo rk Great Qrmond Street Childrens Hospita T P —-—

28/10/2019 to 20/12/2019

pIaCEment. Course * Start Date

CACHE Level 3 Diploma in Childca 14/10/2019

Green Abbey

bey Green Abbey
Work Placemen!

Work Placemefi! fa r

Placement Details -

—
—
=
=]

Placement Details

Work Placement Form Postcode

DE14 3ls

Business Contact
First Name *

Steve

Start Date * End Date

Tots Day Care Nursery Last Name *

29/07/2019 to 25/10/2019 dd/mm/yyyy 31/10/2019 Jobs

End Date * Business Details
Job Title

dd/mm/yyyy Business Name
MD
ChildSpeech Ltd

01/10/2018 to 05/10/2018 Email Address *
Department Name
steve.jobs@acme.com

Telephone No *
Department Address
01234 1234557899

Submit Placement

@ Enter a postcode and then select Lookup Address to
search for an address




5.2 Setting Goals and Targets (5 Gro

Before you start the

P e to vy tarsate 1) Selectthe “Goals and S DSBS g ey
agree to your targets Targets” button to open the attribute are grouped by area, for example;
Goals and Targets form teamwork or communication. There are a

and goals. College will
have set 5 course
targets for you. You
need to select a
minimum Of 3 Thames =
" Work Placement [r— Work Placement
transferrable skills spenser Perkin @
objectives that you 9

would like to improve

selection of drop down options for you to

calart in aarh FatacAns

Thames
Goals and Targets

Add as many targets as you need to

whilst on placement. s s Aot gt e Target 1 your placement.
For gUidance you can Am:\:ctan attribute
discuss this with your
Work Experience et attbute. Once you have set your targets, select
Officer o the “Submit Targets” button to send
’ d them to your college tutor.

Submit Targets




5.3 Adding Health & Safety Details

On day one of your
placement, make sure
you complete the health
& safety details section,
so you know what to do
to stay safe and in case
of an emergency.

This is covered in the
induction you will have
with your
manager/mentor.

1) Select the “Health & Safety”
button to open the H&S form.

Green Abbey
ABC Corporation

€)
Temple Fin

—
Planned Hours Verified Hours  Attributes Experiences

Logged Count

Placement
Details

2) Find out and then enter the health and
safety details. Complete all fields and then
“Save” the form to complete this section.

Green Abbey
ABC Corporation

Health & Safety

Health & Safety Form

Who is the person you report accidents to?

I repor to the HR manager.

Where is the accident book kept?

The book is kept in the cupboard behind
reception.

Where is the first aid equipment kept?

Goals and

Health & Safety EpEs

Employer

The first aid kit is kept on the wall in room 1

Where is the fire fighting equipment kept?

Fire fighting equipment is on the main stairs.




5.4 Logging your Hours

During your placement
you need to log your
hours. Add each day and
the number of hours as
you go through the
placement.

1) Select the “Log” button to
open the Log Hours section.

2) To record hours for a new
day select the “Add Hours”
button.

Green Abbey

ABC Corporation

Temple Fin Q

19/05/2020 - 4h attended

Planned Hours Verified Hours  Attributes Experiences

Logged Count

Placement
Details 07/04/2020 - 7h attended

Experience

Joined in on team meeting, presenting what | did that week
Goals and

Targets Attribute
2. Confident (Motivated)

My Target

I will look for new things to learn to ensure that | develop my skills
and stay ahead

Employer

(5 Gro

3) Add the Date and number of hours
you Attended or were Absent from the
placement then select the tick button to
submit. Repeat this for all days.

Add Day

Date
11/09/2018

Attended Hour
3

Absent Hours

0

@ Hours you add will be
validated by your employer.




5.6 Logging your Experience

During your placement
you need to log your
activities. Each day
once you have added
your hours add your
experience.

Record what your
activities were and link
them to your targets
and objectives, through
the attributes from the
drop down menu.

1) Select the “What did you do”
button to record an experience

d Y

19/05/2020 - 4h attended

07/04/2020 - 7h attended

Experience

Joined in on team meeting, presenting what | did that week

Attribute
2. Confident (Motivated)

My Target

I will look for new things to learn to ensure that | develop my skills
and stay ahead

2) Record your experience,
being sure to link it to one of
your targets.

Add Experience

Date *
04/10/2019
Attribute you're working on *
Professional (Customer Focused) v

Details *

| worked on the reception which

helped me build my customer

service sk\'llsl

(5 Gro

3) Optionally you can upload a
photograph to document your
experience. Make sure you ask your
Mentor first!

04/10/2019 - 8h attended

Experience

| worked on the reception which helped me build my
customer service skills

Skill

Professional (Customer Focused)




5.7 Assessment & Feedback Gro

i 1) Select the “Assessment & 2) Select the Assessment or feedback 3) Complete the assessment or
During the placement, Feedback” button to open the you wish to complete. feedback questions and provide any
you may be asked to feedback section furtgke)r fEedback then click “Save
Feedback”.

complete skills
assessments, you will
receive an alert when
an assessment is set
and due. Assessments Tots Dy Core ReBRrs (5 Gro
are completed in the Craore o
Assessment and

Feedback section.

Pre-Placement Assessment Feedback Form (read-only)
V Pre-Placement Assessment

Verified Hours  Aftributes Logged  Experiences Count

@ Your industry placement is a brilliant opportunity to What rating would you give to your placement?
develop your skills and experience. Use this
questionnaire to help you determine which skills and ﬁ ﬁ ﬁ ﬁ ﬁ
technical experience you would like to improve upon
whilst on your industry placement. Please indicate to
what extent you agree with each of the following

statements. All fields are mandatory career pathway you would like to take in the

.

At the end of your
placement it is
important to provide
feedback on how the
placement went.

Has the placement helped you to decide what

future?

Listening v* v X

Strongly Strongly
Disagree  Disagree  Neutral Agree Agree

Do you regard your placement as a success?

v X

| can listen accurately to what people are saying and express

interest.

| am able to listen to people and understand what they want

from me.
Employer . . . .

| can analyse how a speaker adapts language for different
purposes. Back

Provide some feedback on your placement




6. Help & Support (5 Grofar

M 11:27 B N =l 56% =
« We have put together a set of Videos that
; {3 @ wexstudentgrofarcom; (@) @
cover each section the Student
. . . Grofar {
Application: T
Log .
1. How to add the Grofar website link to your phone's home screen
26/08/2019 - 7h attended B
2. How to log into Grofar
3. Overview of managing your Placement on Grofar Experience
| had an introductory/training session and made sure |
4. How to submit placement details asked quets(ionstabZ:t anyﬂ?ing that wasn't clear. | felt
ready to work on my own once we were finished
5. How to submit targets B s
6. How to log hours & experiences FRASSSna Comueatve)
7. How to complete the Self Skills Assessments

> 2:13/2:13



https://grofar.com/wp-content/uploads/2019/09/1.-Student-Video-Adding-Grofar-link-to-homepage.mp4
https://grofar.com/wp-content/uploads/2019/09/2.-Student-Video-Logging-in.mp4
https://vimeo.com/451540271/e7980ee104
https://vimeo.com/451540124/75888ce297
https://vimeo.com/451540184/e860dcb34d
https://vimeo.com/451540129/339308d531
https://vimeo.com/451540066/ff46833165

