
 

Welcome to your Connect Learner Portal 

This is your space to manage everything about your work experience journey. Here’s 
what you can do inside the portal: 

●​ Tell us about your career interests, sector choices and skills you’d like to build 
●​ Find your way around using the simple menu at the top of every page 
●​ Complete Skills Builder (if your school has asked you to) 
●​ Submit your own placements 
●​ Browse live opportunities from employers 
●​ View and download all your placement documents 
●​ Record attendance and feedback 
●​ Keep a daily and programme journal 
●​ Build the first draft of your CV 
●​ Look back and review all the experiences you’ve had 

 

 

 

 



 

 
 

Preferences 

When you log in for the first time, start by updating your preferences. This means 
selecting the sectors, careers, employers and skills that interest you most. Think 
about your future ambitions, not just this year’s placement. Your choices will help 
shape your opportunities and show how your ideas develop over time. 

 
 

 



 
To do this, you need to select the following card: 
 

 
 
You will then be presented with the screen shown on the next page: 

 



 

 

 

 
Please navigate through the screen and select the items as appropriate.  Please 
ensure that you press “Update Preferences” before moving on to the next section. 
 
When you are being prompted to record employer preferences, please think about 
an employer that you may wish to eventually work for in the future, not just in relation 

 



 
to your work experience.  The reason this preferences section is important is because 
it will allow you to record your aspirations, and will serve as a base to show how your 
interests and preferences may change over time. 
 
Once you have completed this section, you can click on “Home” at the top of screen, 
as shown below: 
 

 
 
General navigation 
 
Finding your way through the learner portal is really easy.  Once you select any card 
from the front screen, you will always see the below navigation menu at the top of all 
other screens: 

 
 
This means that you can easily jump to other parts of the portal, without returning to 
the homepage, but if you wish to any point, you can do this by selecting home. 
 
To make it clear as to what part of the portal you are currently in, the appropriate 
section will be highlighted in purple as shown above. 
 
 
 
 

 



 
Skills Builder 
 
Skills Builder helps you focus on the eight essential skills that every employer looks 
for, like teamwork, problem solving and communication. If you have been asked to 
complete it, you’ll find the activities quick and easy to follow. The aim is to help you 
see what you’re already good at and where you can improve, so you feel more 
confident when you go into your placement and beyond. 
 
You can access this by clicking on the following card from the home page: 
 

 
 
 
 
 
 
 
 

 



 
There are 8 core sections that can be completed here: 

 
 
If we choose to “View” the first section, “The receiving, retaining and processing of 
information or ideas”, you will be presented with the screen shown on the next page: 
 
 
 
 
 
 
 
 

 



 

 
 
From here, you can select to score yourself on a particular skill, or press “Build my 
knowledge”, which will allow you to watch an informational video. 
 
Skills Builder does not have to be completed in one session.  Please take your time 
when going through  this.  Once you have finished, feel free to return to another part 
of the portal using the navigation menu. 
 
Submitting placements 
 
If you’ve arranged your own work experience, you can add the details here. This 
makes sure your school has all the information they need to check it’s safe and 
ready for you to attend. 
 
To access this section, please click on the appropriate card from the home page: 
 

 



 

 
 
 
You will then be provided with the following screen to allow you to record your 
placement in a clear, structured manner: 
 

 
 

 



 
As you progress through this, it is particularly important that you record the employer 
details correctly, especially their email address and phone number.  If you aren’t sure 
of the employer details, please do not complete this section until you have all of the 
important information, as your Careers Leaders will review all of this information. 
 
Browsing opportunities 
 
Use this section to explore work experience opportunities already available. You can 
see what’s on offer, read the details, and put yourself forward for the ones that 
interest you. 
 
To access, you can click on the following card: 
 

 
 
If there are work experience opportunities already present and setup for you, you will 
see them in the next screen: 
 

 



 

 
 
Access placement documents 
 
Here’s where you’ll find everything you need for your placement, like forms, 
agreements, or health and safety details. You can download and keep them safe for 
when you need them. 
 
You can access this by selecting the appropriate card from the home page: 
 

 



 

 
 
This will show all documents related to any placement, past or present, as per the 
below: 

 
 
 
 

 



 
Here you can simply click on the type of document you want to view, and download 
it by clicking on it. 
 
Manage attendance and feedback 
 
During and after your placement, you’ll be able to record your attendance and get 
feedback from your employer. This feedback is important because it shows the 
progress you’ve made and what you did well. 
 
To access this, select the correct card from the home page: 
 

 
 
 
 
 
 
 

 



 
You will then see the following screen: 

 
 
There are 3 key sections here: 

●​ Attendance 
●​ Student feedback 
●​ Employer Appraisals 

 
After the placement has finished, you can select the “Student Feedback” section to 
submit your feedback with respect to your work experience placement. Once your 
employer has completed it, you can view their feedback for you, on the “Employer 
Appraisals” section. 
 
During a placement, the key section for you is “Attendance”. 
 
Your placement will be displayed as follows:: 
 

 
 
Please click on the purple arrow to expand this section. 
 
You will then be presented with an attendance screen where you can mark your 
attendance on the day: 
 
 
 
 

 



 

 
 
You do this by simply clicking “Present”. 
 
Journal 
 
Your journal is your personal record of the experience. Use it to write about what 
you’ve done each day, what you’ve learned, and how you’ve developed. It’s a great 
way to look back and see your growth. 
 
To access this, please select the correct card from the home page: 
 

 

 



 
You can then select the appropriate placement by clicking on “Journal”: 
 

 
 
You will then see this: 

 

 



 
 

It’s really important that you complete this at the end of every day.  Please read all of 
the questions carefully, and then press “Save” before proceeding to the next section. 
 
Once you have completed your placement, you will have the opportunity to fully 
reflect upon it, and record this information.  Once again, please make sure you 
“Save” each section before proceeding. 
 
Your CV 
 
Build and update your first CV here. The portal will guide you through the steps so 
you can create a document that shows off your skills, experience, and achievements. 
 
To access this, click on the correct card: 

 
 
 
 

 



 
Once this new page loads, please press on “Create a CV”: 

 
 
 
 

 
 
You will then be presented with the following screen: 
 

 
 
Please go ahead and complete the sections carefully.  As you find yourself having 
gone through more work experience placements, you will be able to grow this CV. 
 

 



 
Review all your work experiences and interactions 
 
At any point, you may select the following card from the home page: 
 

 
 
You will be able to view active placements, active work related interactions, 
completed work experience placements, completed work related interactions, and 
any unverified placements (i.e. placements that you have submitted, but not yet 
verified by your Careers Leader). 
 
This will be presented as follows: 
 

 



 

 
 
Here you can navigate through the tabs and sections as appropriate, and see all 
relevant information. 
 
 
 
 
 
 
 
 
 
 

 

 


