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Introduction

The benefits of schools and colleges working with employers and training providers is extensive and well planned and successful activities can inspire and raise students’
aspirations, introducing them to a wider range of careers and opportunities which can be available to them. Employer engagement can help young people to learn about
what working life and careers are really like, receive advice and information from professionals, can help them to focus more on their academic work and help make
student destinations more diverse and successful, including reducing the risk of students becoming NEET.

This booklet provides general guidance and toolkits for eleven different employer-led activities, which can be arranged with employers in their workplace. It is designed to
be used by all members of staff working in schools who need to engage with employers, especially new staff or those who are new to this type of activity. It isintended to
provide a step-by-step “how to guide” to organising activities, with each toolkit being a stand-alone resource.

For those who have greater experience of brokering employer-led activities (e.g. experienced Careers Leads), some of the material will cover familiar territory, but it will
nonetheless provide a useful planning framework and ensure common pitfalls are avoided.

Information and guidance is included about how to arrange the individual activities, the resources and materials needed, key considerations, a planning timeline, the
relevant year groups the activities would suit and links to specific Gatsby benchmarks (see below), the government standard for best practice in careers related activities in
school and college settings. It is hoped that this guide and the toolkits contained within will help staff to build a framework from which to create unique and productive
relationships between employers, students and staff.

The eight GatsbBenchmarks of Good Career Guidan@®p://www.gatsby.org.uk/education/focus-areas/good-career-guidance

The Benchmarks define all the elements of an excellent careers programme, based on recent national and international research. The Government’s expectation is that
schools/colleges begin to work towards these Benchmarks immediately and meet them by the end of 2020. They are:

. A stable careers programme

. Learning from career and labour market information
. Addressing the needs of each pupil

. Linking curriculum learning to careers

. Encounters with employers and employees

. Experiences of workplaces

. Encounters with further and higher education

. Personal guidance
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Using Gatsby to adit your school/college ability to deliver CEIAG Before deciding what kinds of activities to arrange, it can be useful to conduct an audit (if one
has not been completed previously) in line with these Benchmarks, to see what careers-related employer activities are already happening in your school or college and how
well they are working. The Careers and Enterprise Company offer a useful audit tool www.careersandenterprise.co.uk/compass .



http://www.gatsby.org.uk/education/focus-areas/good-career-guidance
http://www.careersandenterprise.co.uk/compass

Using Enterprise Advisors from the Careers and Enterprise Company via GFirst LEP:

Enterprise Advisers (EAs), senior business volunteers who work closely with a local school or college to help develop a practical careers plan as part of the Careers and
Enterprise Company support, are currently available to assist Gloucestershire schools in carrying out many of these activities.

Please contact Rob Jenkins, Senior Enterprise Coordinator, Mobile: 07803 411512, Direct: 01242 715481 or email: rob.jenkins@gfirstlep.com to identify and / or recruit
your Enterprise Adviser and what support is available.

Table 1- Toolkit overviews:

Toolkit | Gatsby Activity Ideal for Duration General ams and objectives of Classification | General Resources
Benchmark students activity of activity considerations
studyingor
teachers
teaching
1 7 Visitto local | KS4/5 % day -1  Students are given the Specific Contact training  Pens
college or day opportunity to take partin a contact with provider/collegein | § Camera to take pictures
training 9 Teachers range of practical activities vocational good time to 9 Access to school mini-bus to
provider for of KS4/5 related to different job and training arrange visit facilitate school visit
hands-on vocational areas provider 9 Risk assessment completed by
vocational 9 Students are clearer about the Establish group size teaching staff
tasters educational routes they need to | Interactive earlyoni.e. willthe | q  Reflective log templates to be
follow to a specific vocation or experience whole year group completed by each student
to join a specific sector or selection of participating after the event
9 Students are clearer about the Broad students be
workplace skills they need to overview of visiting?
develop e.g. communication work-related
skills, team working etc. skills
2 5/6 Visitto local | § KS4/5 2-4 hours 9 Individual students are given the | Specific Contact the 9 Will school minibus be required?
employer for opportunity to shadow contact with employer(s) ingood | Reflective log templates for each
work employees in realistic work an employer | time to broker visit student participating
shadowing settings and ask questions about  Risk assessment completed by
experience the specifics of work roles, and Interactive Will the students teaching staff (and/or employer)
the workplace generally experience need to be 9 Will student need to wear
9 Students are clearer about the visited/supervised clothing specific to the visit e.g.
workplace skills they need to in the workplace by business dress/coveralls/work
develop e.g. communication a member of boots? Will protective clothing
skills, team working etc. teaching or support be supplied by the employer?
staff? 9 Camera for photo-journal
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Toolkit | Gatsby Activity Ideal for Duration General ams and objectives of Classification | General Resources
Benchmark students activity of activity considerations
studyingor
teachers
teaching
3 5/6 Targeted T  KS4/5 1 day (or 9 Individual students are given Specific Contact the T  Will school mini-bus be required?
volunteering recurrent) the opportunity to gain contact with employer/charityin | § Reflective log templates for each
experience workplace experience through | an employer good time to student participating
e.g. one-off a piece of volunteering, either broker visit  Risk assessment completed by
oronce a as a one-off or as a recurrent Interactive teaching staff (and/or employer)
week piece of work experience Will the students 1 Will student need to wear specific
activity need to be visited clothing?
9 Students are clearer about the in the workplace?
workplace skills they need to
develop e.g. communication
skills
4 5/6 Morning or  KS3/4/5 % day 9 Groups of students are able to | Specific Contact employer I Access to school mini-bus to
afternoon visit a specific workplace with contact with in good time to facilitate school visit
workplace the intention of learning more | an employer arrange visit 1 Reflective log templates for each
visit about specific roles and student participating
activities carried out by Interactive Establish group size | §  Risk assessment completed by
employees experience early on i.e. whole teaching staff (and/or employer)

I Students are clearer about the
educational routes they need
to follow to a specific vocation

I Students are clearer about the
workplace skills they need to
develop e.g. communication
skills

year group or
selection of
students

Confirm with the
employer if the
students will
undertake any
specific activities

Do students need to be wearing
reflective vests?




Toolkit | Gatsby Activity Ideal for Duration General ams and objectives of Classification | General Resources
Benchmark students activity of activity considerations
studyingor
teachers
teaching
5 5/6 Tour of a 1 KS3/4/5 1 day 1  Groups of students are able to | Specific Contact employer | f  Access to school mini-bus to
facility e.g. visit a specific workplace with contact with in good time to facilitate school visit
Airport, the intention of learning more | an employer arrange visit 9 Reflective log templates for each
Court, about a range of roles and student participating
health care activities carried out by Interactive Establish group size | §  Risk assessment completed by
facility employees experience early on i.e. whole teaching staff (and/or employer)
production year group or Do students need to be wearing
facility, farm 9 Students are clearer about the selection of reflective vests?
or large educational routes they need students
retail outlet to follow to a specific vocation
seen on the visit
I Students are clearer about the
general workplace skills they
need to develop e.g.
communication skills for any of
the roles seen
1 1 1
6 5/6 Maximising 1 KS3/4/5 1 day T Individual students are given Specific Ensure that the  Reflective log templates for each
take-your the opportunity to gain contact with student and their student participating
daughter/ workplace experience through | an employer parent/guardian is I Risk assessment completed by
Son-to-work a one-off experience in supported by the teaching staff (and/or employer)
days parent/guardian’s workplace Interactive school to make this
experience the best experience
9 Students are clearer about the possible
educational routes they need Ensure that other
to follow to a specific vocation opportunities are
seen on the visit facilitated for other
students in the
§  Students are clearer about the cohort to gain work

general workplace skills they
need to develop e.g.
communication skills

experience

Will the students

need to be visited
in the workplace?




Toolkit | Gatsby Activity Ideal for Duration General ams and objectives of Classification | General Resources
Benchmark students activity of activity considerations
studyingor
teachers
teaching
7 5/6 Staff STEM { Teachers 1 day 9 Team of staff have opportunity | Specific Contact employer ' Flip charts,
inset of to conduct specific INSET contact with in good time to I Pens and highlighters
training KS3/4/5 training experience in a an employer arrange training 1 Laptop
hosted by workplace e.g. STEM training, experience 1 Access to school mini-bus
technology, Health & Safety training etc. to | Staff
medical or be facilitated in the workplace | awareness Establish group size
technology by the employer or third party | activity earlyoni.e.
company / trainers department or all
organisation Staff teaching staff?
development
opportunity
8 5/6 Brokeringan |  KS3/4/5 1 day 9 Students have opportunity to | Specific Contact employer 1 Access to school mini-bus to
off-site participate in off-site contact with in good time to facilitate school visit
location for employer- led enterprise an employer arrange learning  Reflective log templates for each
Enterprise activity experience student participating
activity Interactive 9 Risk assessment completed by
and/or 1 Or Award ceremony for experience Establish group size teaching staff (and/or employer)
awards previously undertaken activity early on i.e. year
ceremony is hosted off site with an group, selection of

employer

year group or
activity winners &
runners up?




Toolkit | Gatsby Activity Ideal for Duration General ams and objectives of Classification | General Resources
Benchmark students activity of activity considerations
studyingor
teachers
teaching
9 5/6 Facilitated KS3/4/5 1 day I Group of students are given Specific Contact employer 9 Access to school mini-bus to
networking the opportunity to gain greater | contact with in good time to facilitate school visit
visits — meet workplace experience through | an employer arrange learning 9 Reflective log templates for each
the expert meeting “experts” in their experience student participating
place of work Interactive I Risk assessment completed by
9 Students are clearer about the | experience Establish group size teaching staff (and/or employer)
educational routes they need early on i.e. year
to follow to specific vocations group or selection
seen on the visit of year group
I Students are clearer about the
general workplace skills they
need to develop e.g.
communication skills
10 5/6 Off-site i Teachers 1 day 9 Group of staff to participate in | Specific Contact employer I Access to mini-bus (if required)
work-based of a piece of off-site team contact with in good time to 9 Specific clothing and equipment
team KS3/4/5 building with an employer or an employer arrange training dependent on activity
building charitable organisation with experience 9 Risk assessment completed by
experience intention of networking with Staff leading member of staff (and/or
an employer and gaining awareness Establish group size employer)
insights into specific activity early on i.e. year
workplaces Staff group or selection
development of year group
opportunity

Teacher
workplace
placements

Teachers of
KS3/4/5

1 day

Individual member of teaching
staff to participate in their own
“work experience” to gain
greater insights into specific
workplace roles and the

application of taught skills and
subjects in the workplace

Specific
contact with
an employer

Staff
awareness
activity

Staff
development
opportunity

Contact employer
in good time to
arrange training
experience

Establish which
staff member(s)
attending the
placement

Specific clothing or equipment
required

Laptop

Risk assessment completed by
participating member of staff
(and/or employer)




Toolkits

Toolkit 1: Visit to localcollegeor training providerfor handson vocational tastes

Toolkit abstract

Duration of visit % day — 1 day visit

Key beneficiaries Students studying to KS4/5 and in particular;
i those expressing interest in vocationally-based full-time courses or
9 those considering applying for apprenticeships

9 Students making post-16 and post-18 education choices, particularly those expressing interest
in vocational choices

Staff teaching students to KS4/5 and in particular;
9 Staff teaching vocational subjects e.g. Health and Social Care, Early Years Education, I.C.T., and
D.T.
9 Careers and other CEIAG staff in schools wishing to gain deeper insights into vocational courses
on offer at local colleges and training providers

GatsbyBenchmarks associated with this activity| 7

Activity aim The aim of this visit is for students and staff to gain greater insights into vocational courses and
apprenticeship options offered post-16 and post-18, and to experience practical hands-on experience
of particular vocational areas taught by further education colleges and training providers.




Toolkit 1: Visit to locatollege ortraining provider for handson vocational tasters

Section 1: First consideratiort®efore visit

1.1 Key questions to ask beformitiati ng contact

1.1.1 What learning outcomes do | warfor my studentsfrom the visit?

Knowledge

What do my students need to find out about the vocational areas they
have expressed interest in?

What information do they need from the visit to help them make
informed careers decisions?

What currently studied subjects does the visit link to?

What key questions do | want them to ask whilst there?

Skills

Specific skills or aptitudes needed for the vocational areas visited.

What qualifications/skills will they need to study or apply for an
apprenticeship in this area?

Importance of English, maths, ICT to vocational areas visited.

Any other important career-related information e.g. unique qualifications
needed to progress into a specific vocational area/career direction?

1.1.2. What do | want from the visit?

What are the objectives of the activity for the school and its students?

Are there networking opportunities?

What do | want learn about vocational education from this visit?

What will success look like?

What questions might | want to ask?

What activity will | plan in school to follow up the event?

Am | approaching the right provider i.e. do they offer the taster
experiences that | and my students are looking for

Has the school already visited this establishment before and if so was it
beneficial?




Toolkit 1: Visit to local College or Training provider for harmsvocational tasters

1.1.3. What does the organisation want from the visit?

What are the main objectives of the activity for the employer (and Is it looking to recruit new students onto its full time or apprenticeship
employees)? programmes?

Does it want any specific recognition e.g. articles in school newsletter or Will my students be asked to take part in promotional activity for the
local press? college and if so, what do | need to do about it?

1.1.4. Group sizeaccess considerationgudget and staffing considerations

How many students do | intend to take —i.e. whole year group or
selected students. Is the group size realistic?

How will | ensure that this visit appeals to students with specific SEND
needs e.g. autism? What specific access arrangements do | need to
consider?

Does this fit in with the school calendar and policy with regard to
taking Year 11 students out before exams?

Have | obtained parental consent and also managed refusals?

Can | use the school mini-bus or will | need to hire a vehicle to take the
students there? Ensure that you ask the college or training provider to
reserve adequate parking spaces

If a bus is used, will the school pay, or will there by a charge?

How many staff need to accompany me on the visit?

Do | have a robust care plan and emergency contacts for parents?

Will | need to write a bespoke risk assessment or will the host write
one for the activity?

10



Toolkit 1: Visit to local College or Training provider for harmsvocational tasters

Section 2- Research por to making contact with college or training provider

2.1.Key considerations

Visit the website of the preferred college or training provider to do
some desktop research about the vocational areas offered and
qualifications offered.

Speak to representatives of colleges and training providers when they
are at events organised by your own school e.g. at a careers fair/post-
16 event or practice interview sessions etc.

Often taster visits are promoted via the website and an existing
programme will already be in place to support this type of activity.

Speak to your designated careers lead in school as they will often have
pre-existing contact with local colleges and training providers and may
be able to broker the visit for you.

Important pointsto remember

Colleges and training providers will have very similar pressures to yourself e.g. timetabling and staffing visits around delivery of their own lessons.

timetable your visit in the new academic year.

Colleges often will have existing arrangements for organising visits, so it is often better to contact them at the start of an academic year to help
them to plan resources around your visit. In some cases it is advisable to contact the college towards the end of an academic year to help them

11




Toolkit 1: Visit to local College or Training provider for harmsvocational tasters

Section 3 Making contact with college or training provider

3.1. Preferred methods)of communication with college/training provider

Communication method

Benefit

Drawback

First preferred method

Make contact via e-mail or phone with designated Schools Liaison
Team or Marketing Team via contact details provided on
college/training provider website.

These teams receive similar
requests from other schools and
will be able to respond with an “off
the peg” solution to your request.

You may want a bespoke visit which
doesn’t easily fit into the
timetabling and staffing demands of
the college/training provider.

Second preferred method
Make contact via e-mail with an “info @” e-mail address requesting an
opportunity to arrange a taster visit.

Your request will be forwarded to
the appropriate team to respond
to.

The e-mail address on the website

could be out of date, not answered
regularly or gets sent to the wrong
team to reply to.

Third preferred method
If you know them, liaise directly with a departmental lead.

Good if you are planning to visit one
department.

They will often be able provide
tasters in their specific academic
area, but likely won’t be able to
offer/organise bespoke activity in
subject areas other than their own.

Important points to remembet

Whilst informal links with members of staff at colleges and training providers are encouraged, the member of staff in question may not be in a
position to broker your visit on spec. so contact the relevant person if in doubt.

Contact the college/training provider at least six weeks in advance of the visit. This enables adequate time to timetable your visit and to resource it
appropriately especially if you want your students to visit multiple academic departments.

12




Toolkit 1: Visit to local College or Training provider for harols vocational tasters

3.2.Whatto include in yourinitial e-mail/say in your call

Providing correct and full ontact details

As designated lead, always ensure that you use your full name and title
and supply full contact details for your school at the foot of your e-mail.

Copy other members of your team into the e-mail so that the college
has alternative contacts.

What do you want from then to make thevisit a succes?

Explain that you would like to organise a taster for Xxamount of students
on X date. If you can specify preferred time of day this helps.

Specify preferred taster areas e.g. Health and Social care and I.T.
where these are known/have previously been identified.

If your students want to try a range of tasters perhaps arrange to visit
the college/training provider to discuss this in more detail. Often they
will suggest a menu of choices which can be selected from by your
students prior to the visit.

Specify year groups and age of students coming as often activities
can be geared to a specific group.

Important points to remember!

individuals may have.

Before making contact, remember to be clear about how many students you want to take, when you want to visit, and any special requirements

Be confident that it fits in within your timetable and that the college/training provider also has time to accommodate your visit.

13




Toolkit 1: Visit to local College or Training provider for harmsvocational tasters

3.3. Next stepsafter making initial contact

Somepoints to considerbefore the visit

Be ready for compromise. You may have a whole year group who
would like to visit, but the college/training provider may not have
capacity to fulfil all of your expectations

If you have time, take the opportunity to arrange a pre-taster visit to
look around and ask questions

Most colleges will offer a menu of choices for your students but, in
practice, they will only have time to visit two academic areas to make
the taster worthwhile.

Where a menu has been offered ensure that choices are returned to
the college training provider in good time for them to resource the
sessions

Whilst there is often flexibility over taster choices, it is recommended
that students are certain what they want to do as last minute changes
of choice can be tricky to facilitate on the day of the visit.

Ensure you know;
9 Specific timings for event
T Who the staff member(s) are; who you will meet
9 Number of parking bay/car park and are aware of any specifics
concerning entry to the site e.g. security gates, one-way
systems.

Housekeeping

Ensure that where the college/training provider has specified a dress
code or specific requirements for the visit that this has been
communicated to the students, e.g. sports kit or foot sizes for work
boots.

If complimentary refreshments aren’t offered ensure that students

bring packed lunches or have cash to use in the cafeteria or tuck shop.

Pay attention to any special dietary needs as the college may be able
to help here.

14




Toolkit 1: Visit to local College or Training provider ftandson vocational tasters

Section4 — Planning the Activity

| 4.1 SMART Obijectives for visit

1) Activity prior to visit (students)

Measureof success

1.1.Students briefed to ask at least one question
about the taster visit e.g. what type of jobs could |
obtain if | did this course?

Student to complete reflective log or take part in a survey after session to discuss what they learned and
what question(s) they asked whilst at the college.

2) Activity during the visit (staff)

Measure of success

2.1. Staff to observe and assess activities carried out
by students and reflect on ways to improve the
experience and feed this back to college contact.

Verbal or written feedback given to the student on the day or afterwards in response to comments made by
the student in the reflective log.

Verbal or written feedback given to the provider staff on the day of the taster.

2.2. Ensure that all students and staff complete
feedback forms provided by the college/training
provider to improve future experience.

All staff and students present submit forms to college staff at the end of the taster session.

3) Activity during the visit (students)

Measure of success

3.1. Student to attend one first choice taster and one
back-up taster.

Student to complete reflective log to discuss what they liked and/or disliked about their choices, and
suggest a different area of interest in the case that either or both choices were unsatisfactory.

3.2. Student to suggest what could be improved for
future visits

Student to complete reflective log to discuss what they would improve upon for a future visit, or for other
students having the same experience.

4) Activity after the visit(students)

Measure of success

4.1. Student to complete a reflective log of their
experience.

In addition to the above, reflective log could include response to the following sample questions;

The best part of the activity was (why)

The part | enjoyed the least of the activity was (why)

Did you enjoy the day (why) and, if not, why?

Have you learnt something new from the experience? if so, what?

Do you think you know more about vocational subjects? Describe what you have learnt from the
visit.

=a =4 —a -8 -9

5) Activity after the visit (staff)

Measure of success

5.1. Staff to collect contact details from other
members of staff met on the day of the visit to
maintain contact following the activity.

Business cards collected or contact details exchanged with staff present on the day.

15




Toolkit 1: Visit to local College or Training provider for harmsvocational tasters

Section5 — After the Activity

5.1. Followon activity

5.1.1 Follow-on steps for the students

)l

)l

Ensure the student has information to enable them to attend follow up events e.g. open evenings or know how to apply for courses or
apprenticeships in the vocational area of interest.

As above, ensure all students write a reflective log about the experience outlining what they learned, e.g. unexpected things about the activity, likes
and dislikes, and questions to establish if this activity helped them to plan their subsequent career steps.

5.1.2. Followon steps for the staff

)l

= =4 -4 8 -

It is often sufficient to thank the staff on the day, but an e-mail or call following the visit is often welcome and ensures continuity, especially if the
organiser doesn’t attend the event in person.

Provide feedback when requested and anecdotal observations to host staff.

Publish your experiences on your website including photos and videos and share with your team and the college (data protection permitting).

As outlined above, ensure that accurate records have been made of the names and positions of staff met on the day of the activity.

Make timely suggestions about improvements which can be made to the learning experience to your team and the provider.

Brief other colleagues about the experience and celebrate the successes of individual students and any particular noteworthy moments

Section6 — Timeline

6.1.Timeline

= =4 =4 4 -8 -4 -8 =9

6 months — 6 weeks prior to visit contact college/training provider to organise visit.

2 weeks prior to visit, pre-visit the provider where time allows.

Day of event — attend and leave at times specified.

1-2 days after the event, call or e-mail the college/training provider to thank them, provide any feedback, and follow up on any student queries.
1-2 days after the event, ensure you are on the circulation list for periodical newsletters/information e-mails published by the provider.

3-4 days after the event, publish pictures, write an article and share with the provider.

Up to 12 weeks after the taster, ensure that students have attended follow up events including open evenings.

Up to 6 months after make contact again with the college/training provider to schedule next taster visit

16




Toolkit 1: Visit to localcollege ortraining provider for handson vocational tasters

Section7 —Information Sources

7.1. Additional resourcesand helpful contacts

Bridge Training http://bridgetrainingltd.co.uk/

Cirencester College https://www.cirencester.ac.uk/

GET Training http://get-trained.org/

GROWS/GAP Project https://www.grows.ac.uk/activities-and-events?category[]=44

Hartpury College http://www.hartpury.ac.uk/

Prospect Training http://www.prospect-training.org.uk/

South Gloucestershire and Stroud College http://www.sgscol.ac.uk/

Warwickshire Colleges Group https://www.wcg.ac.uk/page/92/colleges

17
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Toolkit 2: Visit to local employer for work shadowing experience

Toolkit abstract

Duration of visit

2-4 hours

Key beneficiaries

All students studying to KS3/4/5 and of additional relevance to;
i those expressing interest in vocationally-based full-time courses or
applying for apprenticeships after Year 11 and Year 13

Staff teaching students to KS3/4/5 and of additional relevance to:
9 Staff teaching vocational subjects
9 Careers and other CEIAG staff in schools wishing to gain deeper
insights into specific careers and the local labour market.

Gatsby benchmarks associated with this activity

5/6

Activity aim

The aim of this type of visit is for students and their accompanying teachers
or support staff to gain greater insights into workplace practice, types of
skills required, job types and roles and the sorts of job offers made to young
people.

18



Toolkit 2: Visit to local employefor work shadowing experience

Section 1: First consideratiortgefore arranging visit to employer

11

Key questions to ask before initiating contact

1.1.1 What learning outcomes do | want for my students from the visit?

Knowledge

Prior to the visit do my students need to find out about the workplace
or roles that they have expressed interest in?

What information do they need from the visit to help them make
informed careers decisions?

What currently studied subjects does the visit link to?

What key questions do | want them to ask whilst there?

Skills

Specific skills or aptitudes needed for the workplace visited.

What qualifications/skills will they need to work or apply for an
apprenticeship in this workplace?

Importance of English, maths, ICT to workplaces visited.

Any other important career-related information e.g. unique qualifications
needed to progress towards a specific career goal e.g. to become a
solicitor?

1.1.2. What do | want from the visit?

What are the objectives of the activity for the school and its students?

Are there future networking opportunities?

What questions might | or the accompanying member of staff want to
ask?

Do | want this to be an experience of a workplace, or something
related to a particular career choice expressed by the student in
guestion?

Has the school already visited this establishment before and if so was
it beneficial?

What activity will | plan in school to follow up the event?

19




Toolkit 2: Visit to local employer for work shadowing experience

1.1.3. What does the organisation want from the visit?

What are the main objectives of the activity for the employer (and
employees)?

Is the company looking to recruit new apprentices, school leavers, or
graduates?

Is this an opportunity for the organisation to develop its own staff?

Will my students be asked to take part in promotional activity for the
company and if so, what do | need to do about it?

1.1.4. Group size, access considerationggdget and staffing considerations

How many students do | intend to take —i.e. one student or a group of
selected students. Is the group size realistic for the company?

Do | need to consider how a visit may fit in around exam timetables
and school policy on year group extractions?

How will | ensure that this visit appeals to students with specific SEND
needs e.g. autism?

What specific access arrangements do | need to consider? Can these
be fulfilled by the employer?

Can | use the school mini-bus or will | need to hire a vehicle to take the
students there?

If a bus is used, will the school pay, or will there by a charge?

How many staff need to accompany the student(s) on the visit?

Ensure that you ask employer to reserve an adequate parking space

Do | need to write a risk assessment or will the employer write one?
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Toolkit 2: Visit to local employer for work shadowing experience

Section 2- Research por to making contact withthe employer

2.1. Key considerations

What sort(s) of employer might | wish to contact? Is the activity something available to all students, or is it something
1 Consider employment sector e.g. legal profession, high that is available on a request basis?
technology and manufacturing, health profession.
9 Size of organisation e.g. local SME (Small/Medium/Enterprises)
or branch of a Multinational.
9 Reputation of the employer locally.

Speak to representatives of companies when they are at events Speak to your designated careers lead in school as they will often have

already organised by your own school e.g. at a careers fair/post-16 pre-existing contact with a range of local employers and may be able

event or practice interview sessions etc. to recommend particular companies who are approachable and/or
have supported your school before.

Visit the website of the preferred employer(s) to establish if they Can your school alumni or parents help in terms of shadowing

already offer this type of activity or specific activities relevant and of opportunities?

benefit to young people.
Important points to renember

Employers will have very different pressures to yourself e.g. large projects, responding to busy periods or new orders, staff willing and available to
be shadowed

Some employers will offer highly structured opportunities for shadowing and other structured work place visits, but many, particularly SMEs will
not.

For Health and Safety reasons some employers may not offer this type of workplace experience.

Your initial contact could be part of a wider ask for support as opposed to a bespoke activity, so will shadowing be part of a potential menu of
support that the employer could be asked to support.
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Toolkit 2: Visit to local employer for work shadowing experience

Section 3 Makinginitial contact with the employer

3.1. Preferred methods)of communication withemployer

Communication method

Benefit

Drawback

Preferred method(s)
Initially make contact by phone with the organisation.

For small organisations it is probably best to approach or ask for the
‘manager’ or owner/director. Ring to confirm full name, preferred
contact details and time of day it would be best to re-contact.

In larger organisations there are several people that you could
approach e.g.;

1 Education Community Manager
1 HRor Training and Development Manager
9 Corporate Social Responsibility (CSR) Manager

An e-mail might suffice, but a
phone call is generally your first in-
road when approaching a company
cold.

Companies are approached
regularly for other forms of support
e.g. sponsorship of charitable
events, so be ready with a clear ask
and a case for support of your
school.

Important points to remembet

Be realistic — you are contacting the employer with the best of intentions but they may not be able to fulfil your requests for a huge range of reasons.

Companies with clear CSR guidelines are likely to be more supportive and will likely respond to your request, but it will be under their terms.

be flexible from the outset.

Smaller companies may have less time elasticity, and so will offer times suitable for them, which may not fit in with your timetable, so be prepared to
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Toolkit 2: Visit to local employer for work shadowing experience

3.1. What to include in youtinitial e-mail/say in your call

Providing correct and full @antact details

By phone

When prompted to do so by the secretary or the person you make first
contact with, ensure that you supply the best number you can be
contacted on. This is difficult in schools, and so also give information
about when it is best for you to be contacted e.g. during break-time,
lunch-hour or best after school.

If you need to have a subsequent conversation with a manager or
other designated person in the company, ensure that you ask for
their full title, direct telephone number and when they prefer to be
contacted. If you are asked to e-mail ensure you have the correct
address. Some companies will be informal and will say, ask for Jane
or Dave for example, but keep it formal until you meet in person.

By email (initial or subsequent communication)

As designated lead, always ensure that you use your full name, job title
and supply full contact details including postal address for your school
at the foot of your e-mail.

Copy other members of your team into the e-mail so that the
employer has alternative contacts to re-contact if you’re not
available.

What do you want from then to make thevisit a succes?

Explain that you would like to organise a shadowing experience for X
amount of students on a date convenient to the employer, stating times
when it would be difficult for the students to visit e.g. holidays, exam
periods.

Specify ages as opposed to year groups as employers often won’t
recognise terms such as Key Stage 4 or Year 11 unless they have
children of their own.

It is also helpful to be clear about why you have chosen this company to
contact. Not only does it impress the company but it also makes the
experience more specific to a subject area and more relevant to the
student, i.e. it isn’t just an experience of work, it is directly relevant to
their career planning.

Specify age of students coming as often activities can be geared to a
specific group

Important points to remember!

Companies of all sizes are often motivated by a desire to give something back to their local community and, whilst this is often altruistic, they may
also be looking for ways to ensure the future viability of their business, particularly in areas and sectors of skill shortage.

Be confident that the visit can fit in within your timetable to avoid last minute cancellations owing to unforeseen changes on your part.
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Toolkit 2: Visit to local employer for work shadowing experience

3.2. Next steps after making initial contact

Some points to consider before the visit

After the initial phone call it is very sensible to visit the employer in
their workplace so that you essentially create an agreement between
the parties i.e. your school and the employer.

Establish with the employer if the visit will involve the student
shadowing one person, a team, or different people in different roles
and settings in the workplace.

During the visit, ask the employer what skills and qualifications they
value the most. This will help you to link the visit to curriculum aims.

If you are in a position to share general information about the
characteristics of the student or students who will visit this can be
helpful for the employer.

It is advisable to check with the employer whether there will be a
dress-code for the visit e.g. will they be wearing protective clothing?

Are there specific regulatory considerations e.g. will your students
come into contact with vulnerable people? How will they be briefed?

Housekeeping

Ensure that the employer is aware that cancellations can occur owing
toiliness, unexpected changes at school, or a crisis. If they are parents
they will know that this is common when working with teenagers, but
it will avoid disappointment later on if they are made aware early on.

Depending on the time of day and the length of the visit, it is worth
clarifying if the employer will provide refreshments or has, for
example a canteen. If not, the student may need to take a packed
lunch for the visit.

Have | prepared a robust care plan and a list of emergency contacts?

Have | obtained parental consent and managed refusals?
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Toolkit 2: Visit to local employer for work shadowing experience

Section4 — Planning the Activity

| 4.1 SMART Obijectives for visit

1) Activity prior to visit (students)

Measure of success

1.1 Students briefed to ask at least one question
about the visit e.g. what type of qualifications
would I need to obtain if | wanted to work with
you?

Student to complete a photo journal (with permission of employer) and complete a reflective log after the visit to discuss what
they learned and what question(s) they asked whilst with the employer.

2) Activity during the visit (staff)

Measure of success

2.1. If staff are present, they should observe and
assess questions asked by students and reflect on
ways to improve the experience and feed this back
to employer.

Verbal or written feedback given to the student on the day or afterwards in response to comments made by the student in the
reflective log and pictures taken in the photo journal.

Verbal or written feedback given to the provider staff on the day of the visit.

2.2. Ensure that all students and any staff present
complete any feedback forms provided by the
employer to improve future experience.

All staff and students present submit forms to employer at the end of the visit.

3) Activity during the visit (students)

Measure of success

3.1. Student to shadow employee or group of
employees

Student to take a photo journal and make notes to add to the reflective log. This will help them to discuss what they liked
and/or disliked about the visit, and suggest a different company or type of employer if the visit wasn’t to their satisfaction.

3.2. Student to suggest what could be improved for
future visits.

Student to complete reflective log to discuss what they would improve upon for a future visit, or for other students having the
same experience.

4) Activity after the visit (students)

Measure of success

4.1. Student to complete a reflective log of their
experience

In addition to the above, reflective log could include response to the following sample questions;

The best part of the visit was (why)

The part | enjoyed the least of the visit was (why)

Did you enjoy the visit (why) and, if not, why?

Have you learnt something new from the experience? if so, what?

Do you think you know more about this particular type of employment? Describe what you have learnt from the visit.
What has this taught you about the workplace? Describe how is it different from school?

= =4 =8 -4 -4 =4

5) Activity after the visit (staff)

Measure of success

5.1. Staff to collect contact details from other
members of staff met on the day of the visit to
maintain contact following the activity.

9 Business cards collected or contact details exchanged with staff present on the day
9 Pictures shared from photo journals with the employer
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Toolkit 2: Visit to local employer for work shadowing experience

Section5 — After the Activity

5.1. Followon activity

5.1.1 Follow-on steps for the students

T

Ensure the student has information to enable them to meet the employer again e.g. at a future careers event, or know how to apply for jobs,
apprenticeships or school leaver/graduate schemes with them in the future.

As above ensure the student(s) write(s) a reflective log about the experience outlining what they learned, e.g. unexpected things about the activity,
likes and dislikes, and questions to establish if this activity helped them to plan their subsequent career steps.

5.1.2. Followon steps for the taff

T

It is often sufficient to thank the staff on the day, but an e-mail or follow up call after the visit is often welcome and ensures continuity, especially if
the organiser doesn’t attend the event in person.

Encourage the student(s) to be the one(s) who call or write to thank the employer. Often a letter shows greater professionalism and commitment to
the company.

Provide feedback when requested and any anecdotal observations to host staff.

Publish your experiences on your website including photos from journals and videos and share with your team and the employer (data protection
permitting).

As outlined above, ensure that accurate records have been made of the names and positions of staff contacted and met are added to a database.
Make timely suggestions about improvements which can be made to the learning experience to your team and the employer.

Brief other colleagues about the experience and celebrate the successes of individual students and any particular noteworthy moments.
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Toolkit 2: Vsit to local employer for work shadowing experience

Section 6-Timeline

6.1. Timeline

6 months — 2 months prior to visit contact the employer in question to organise visit.

As soon as possible after arranging the visit, pre-visit the employer to clarify arrangements and see where the student(s) will be going.
Day of event — attend and leave at times specified.

1-2 days after the event, call, e-mail or write to the employer to thank them, provide any feedback, and follow up on any student queries.
1-2 days after the event, ensure you are on the circulation list for periodical newsletters/information e-mails published by the employer.
3-4 days after the event, publish pictures, write an article and share with the employer.

1 Up to 6 months after make contact again with the employer to schedule next shadowing visit.
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Section 7-Information Sources

7.1. Additional resourcesand helpful contacts

Careers Lab https://www.careerslab.co.uk/ businesses into the classroom to deliver inspiring careers lessons side-by-side with teachers, helping young people to think more
widely about their working life.

Federation of Small Businesses https://www.fsb.org.uk

GFirst LEP-Education Team

GFirst LEP — Enterprise Co-ordinator — Careers and Enterprise Company

Gloucestershire Chamber of Commerce https://www.businesswest.co.uk/chambers/gloucestershire-chamber-of-commerce

GROWS - www.grows.ac.uk/teacher

Inspiring the future - Connect schools and colleges with appropriate volunteers from a range of sectors and professions that match their particular requirements.
www.inspiringthefuture.org

Schoolsnet - https://www.gloucestershire.gov.uk/schoolsnet/school-office/school-visits/ Suggested locations for visits, and H+S guidance for offsite visits

South West Business — Top 100 Gloucestershire Companies http://www.southwestbusiness.co.uk/regions/gloucestershire/top-100-businesses-in-gloucestershire-2016-
29062016072734/

STEM Ambassadors - STEM Ambassadors work with young people in schools and other community groups and can provide talks, workshops and attend careers

events. www.graphicscience.co.uk/stem/

Yell.com https://www.yell.com/ electronic yellow pages for local businesses

Young Enterprise - https://www.young-enterprise.org.uk/what-we-do/our-programmes-new/ - Note; there will be a cost for these programmes.
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Toolkit 3: Targeted volunteering experience e.g. eof or oncea-week activity

Toolkit abstract

Duration of visit

1 day or recurrent

Key beneficiaries

All students studying to KS4/5 and of additional relevance to;
9 those expressing interest in vocationally based full time courses or
applying for apprenticeships after year 11 and year 13

Staff teaching students to KS4/5 and of additional relevance to;
9 Staff teaching vocational subjects
9 Careers and other CEIAG staff in schools wishing to gain deeper
insights into specific careers and the local labour market

GatsbyBenchmarks associated with this activity

5/6

Activity aim

The aim of this type of activity is for students and their teachers and support
staff to gain greater insights into workplace practice, types of skills required,
job types and roles and the sorts of job offers made to young people via a
bespoke piece of volunteering, more likely, but not necessarily with a
charitable or community based organisation.

It is most likely that as a member of staff you will be facilitator of this
experience and not present whilst the student completes the experience.

28




Toolkit 3: Targeted volunteering experience e.g. ea or oncea-week activity

Section 1: First consideratiortgefore arranging visit to employéwnolunteering host

1.1

Key questions to ask before initiating contact

1.1.1 What learning outcomes do | want for my students from the visit?

Knowledge

Prior to the visit do my students need to find out about the workplace
or roles that they have expressed interest in or will this piece of
volunteering enable them to experience the workplace in its broadest
sense?

What information do they need from the piece of volunteering to help
them make informed careers decisions?

What currently studied subjects does the volunteering link to?

What key questions do | want them to ask whilst there?

Skills

Specific skills or aptitudes needed for the workplace volunteered in.

Will there be opportunity to use communication, team-working and other
workplace skills?

Importance of English, maths, ICT to workplaces visited.

Any other important career related information e.g. unique qualifications
needed to progress towards a specific career goal in the sector
volunteered for e.g. community action worker?

1.1.2. What do | want from theexperience&

What are the objectives of the activity for the school and its students?

Will | or another member of staff be present, or will the student be
alone?

What questions might | or an accompanying member of staff want to

What can | do to enable the student to see the relevance and link

ask? between a voluntary work experience to future employability?
Has the school already visited this establishment before and, if so, was What activity will | plan in school to follow up the event?
it beneficial?

29




Toolkit 3: Targeted volunteering experience e.g. eo or oncea-week activity

1.1.3. What does the organisation want from the visit?

What are the main objectives of the activity for the employer (and
employees/volunteers)?

Is the company looking to recruit new volunteers, donors or employees?

Is this an opportunity for the organisation/charity to develop its own staff
and volunteers?

Will my students be asked to take part in promotional activity for the
company or charitable organisation and, if so, what do | need to do about
it?

1.1.4. Group size, access consideoats, hudget and staffing considerations

How many students do | intend to be involved —i.e. one student or a
group of selected students. s this realistic for the company/charity?

How will | ensure that this visit appeals to a student with specific SEND
needs e.g. autism?

Do | need to use the school mini-bus or will the students make their
own way there?

How many staff (if any) need to accompany the student(s) on the visit?

Ensure a risk assessment is carried out in the case that the student will
be unsupervised in the workplace and on their way to and from the
workplace.

What specific access arrangements do | need to consider? Can these
be fulfilled by the employer?

Have | written a robust care plan and have an emergency contact(s)

Have | obtained parental consent and managed refusal for the
student?
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Toolkit 3: Targeted volunteering experience e.g. ea or oncea-week activity

Section 2- Research por to making contact withthe employer volunteering host

2.1. Keyconsiderations

What sort(s) of employer/volunteering body might | wish to contact?
1 Consider employment or volunteering sector e.g. community
action organisation, charity retailer.
9 Size of organisation e.g. local organisation or national.
9 Reputation of the employer/charity locally.

Is the activity something available to all students, or is it something
that is available on a request basis?

Do students participating get additional recognition e.g. an open
badge/certification?

Speak to representatives of charities or community-based
organisations when they are at events already organised by your own
school e.g. at a careers fair/post 16 event or practice interview
sessions etc.

Speak to your designated careers lead in school as they will often have
pre-existing contact with a range of local employers and voluntary
organisations and may be able to recommend particular organisation
that is approachable and/or has supported your school before

Visit the website of the preferred employer/charities/community
organisation(s) to establish if they already offer this type of activity or
specific activities relevant and of benefit to young people.

Can your school alumni or parents help in terms of volunteering
opportunities?

Important points to renember

Some employers and voluntary organisations will offer highly structured opportunities for volunteering including open badges and even NVQs

whilst others may not. In the case of a smaller employer e.g. a builder or garage be careful that your student isn’t being exploited for unpaid labour.

For Health and Safety/Safeguarding reasons some employers/voluntary organisations may not offer certain types of volunteering experience or may
need your students to be 18 or over before undertaking volunteering.

Your initial contact could be part of a wider ask for support as opposed to a bespoke activity, so will volunteering be part of a potential menu of

support that the employer could be asked to support?
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Toolkit 3: Targeted volunteering experience eane-off or oncea-week activity

Section 3 Makinginitial contact with the employervolunteering host

3.1. Preferred methods)of communication withemployer/volunteering host

Communication method Benefit

Drawback

Preferred method(s)
An e-mail might suffice, but a
Initially make contact by phone with the organisation/charity phone call is generally your first in-
road when approaching a company
For small organisations/charities it is probably best to approach or ask | cold.

for the ‘manager’ or owner/director. Ring to confirm full name,
preferred contact details and time of day it would be best to re-
contact.

Some charitable organisations will
jump at the chance to recruit a
young person, but be clear when
facilitating for a student(s) that the
volunteering shouldn’t be an
impediment to their full time
studies.

In larger organisations there are several people that you could
approach (see Toolkit 2 for details) but specifically in the case of
charities e.g.;

9 Volunteer Services Manager
1 Marketing and Communications Manager
9 Fundraising Manager or Appeals Director

If a student wishes to do more
volunteering, discuss options with
the organisation. What will the
student and their family need to do
independently to organise this?

Important points to remembett

assessments in place for your students to volunteer in their workplace.

Ensure that if you are brokering a volunteering experience, that the employer or voluntary organisation has adequate PLI and also has its own risk

Be prepared to write a clear risk assessment, outlining where the school’s duty of care ends, and the employer/voluntary organisation’s begin.
Remember if you are brokering this experience, the students are going in the name of the school, not necessarily as private individuals.
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Toolkit 3: Targeted volunteering experience e.g. ea or oncea-week activity

3.2.What to include in youtinitial e-mail/say in your call

Providing correct and full @ntact details

By phone
When prompted to do so by the secretary or the person you make first contact If you need to have a subsequent conversation with a manager or other
with, ensure that you supply the best number you can be contacted on. This is designated person in the company/voluntary organisation, ensure that you
sometimes difficult in schools, and so also give information about when it is ask for their full title, direct telephone number and when they prefer to be
best for you to be contacted e.g. during break-time, lunch-hour or best after contacted. If you are asked to e-mail ensure you have the correct address.
school. Often charities will be informal and will suggest to ask for Jane or Dave for

example, but keep it formal until you meet in person particularly for record
keeping.

By email (initial or subsequent communication)
As designated lead facilitator, always ensure that you use your full name, job Copy other members of your team into the e-mail so that the
title and supply full contact details, including postal address for your school at employer/volunteering host has alternative contacts to re-contact if you’re
the foot of your e-mail. Essentially, in this situation you are “sponsor” to the not available.
student or students volunteering.

What do you want from then to make thevisit a succes?
Explain that you would like to organise some volunteering experience(s) for X Specify ages as opposed to year groups as employers often won’t recognise
amount of students on a date convenient to the employer, stating times when terms such as Key Stage 4 or Year 11 unless they have children of their
it would be difficult to the students to visit e.g. holidays, exam periods. own.
It is also helpful to be clear about why you have chosen this company/charity Specify age of students coming as often activities can be geared to a
to contact. Not only does it impress the organisation it can also make the specific group, it is also helpful for some charities as they may offer age
experience more specific to a subject area and more relevant to the student, specific opportunities and this will avoid the risk of cancellation as a result
i.e. it isn’t just an experience of work, it is directly relevant to their career of last minute hitches.
planning.

Important points to remember!

Charitable organisations can offer a huge range of excellent experience and, since they often have more specialist expertise in recruiting and cultivating and
retaining volunteers, this can offer straightforward access to work place skills and the expectations of a workplace

Be confident that the volunteering opportunities fit in with timetabling considerations, so, for example, can they be outside of school hours e.g. on a Saturday
morning or after school?
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Toolkit 3: Targeted volunteeringxperience e.g. on®ff or oncea-week activity

3.3. Next steps after making initial contact

Some points to consider before theolunteering experience

After the initial phone call it is very sensible to visit the employer or
volunteering host in their workplace enabling you to create an
agreement between the parties i.e. your school and the
employer/volunteering organisation.

Establish with the employer if the volunteering will involve the student
partaking in a one-off or a recurrent activity.

During a site visit or other preparatory conversation ask the
employer/volunteering organisation what skills and qualifications they
value the most. This will help you and your student(s) to link the
volunteering to curriculum aims.

If you are in a position to share general information about the
characteristics of the student or students who will be volunteering this
can be helpful for the employer.

Housekeeping

Ensure that the employer/volunteering host is aware that
cancellations can occur owing to illness, unexpected changes at school,
or a crisis. If they are parents they will know that this is common when
working with teenagers, but it will avoid disappointment later on if
they are made aware early on.

Ensure that you, the volunteering host and, most importantly, the

student(s) are clear about;

' Duration of the volunteering —i.e. is it a day or a day a week.

9 Beclearifitis longer than a week what days and hours the student
will be regularly volunteering and if there is any specific cut-off
date or if the volunteering will be terminated with mutual
agreement.

9 Ensure that all parties are clear about the hours that will be
worked.

Where the student needs to be DBS checked, ensure that you are
familiar the process and that you have shared this with the student
to avoid confusion on their part.

I Beclearif a risk assessment needs to be written by you in addition
to the host organisation
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Toolkit 3: Targeted volunteering experien&eg. oneoff or oncea-week activity

Section4 — Planning the Activity

| 4.1 SMART Obijectives famlunteering

1) Activity prior to volunteering (students) Measure of success

1.1. Students briefed to ask at least one Student to complete a photo journal during the activity and a reflective log after visit to discuss what they learned and what
question arising out of the volunteering e.g. what question(s) they asked whilst volunteering with the employer.
paid roles do you have in your organisation?
2) Activity during the visit(staff, where Measure of success
present)
2.1. Staff to observe and assess questions asked Verbal or written feedback given to the student on the day or after volunteering completed in response to comments made by

and activities undertaken by student(s) and reflect the student in the reflective log and pictures taken in the photo journal.
on ways to improve the experience and feed this

back to employer/volunteering host. Verbal or written feedback given to the employer/volunteering host on the day of volunteering or at the end of the
volunteering period.

2.2. Ensure that all students and staff complete any | All staff and students present submit forms to employer at the end of the visit.
feedback forms provided by the
employer/volunteering host to improve future

experience.

3) Activity during the visit (students) Measure of success

3.1. Student to undertake voluntary duties as Student to complete a photo journal and/or a reflective log to discuss what they liked and/or disliked about the volunteering,
directed by employer or volunteering host. and suggest a different company/charity or type of employer if the volunteering wasn’t to their satisfaction.

3.2. Student to suggest what could be improved for | Student to complete reflective log to discuss what they would improve upon for a future volunteering, or for other students
future volunteering activities having the same experience.

4) Activity after the wlunteering (students) | Measure of success

4.1. Student to complete a reflective log of their In addition to the above, reflective log could include response to the following sample questions;

experience. I The best part of the volunteering was (why)

The part | enjoyed the least about volunteering was (why)

Did you enjoy the volunteering (why) and, if not, why?

Have you learnt something new from this experience? if so, what?

Do you think you know more about this particular type of employment? Describe what you have learnt from the

volunteering.

9 Describe the duties and responsibilities you had whilst volunteering. Did you feel challenged enough? What could
you do differently next time?

What has this taught you about the workplace? Describe how is it different from school?

= =4 =8 =4
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Toolkit 3: Targeted volunteeringxperience e.g. on®ff or oncea-week activity

5) Activity after the wlunteering (staff)

Measure of success

5.1. Staff to collect contact details from other
members of staff met during the process of
brokering the volunteering to maintain contact
following the activity.

Contact details included on a school database of employer contacts and shared with specific members of the school team, e.g.
Careers education lead.

Section5 — After the Activity

5.1. Followon activity after volunteering is complete

5.1.1 Follow-on steps for the students

T

Ensure the student has information to enable them to meet the employer/volunteering host again e.g. at a future careers event, or know how to
apply for volunteering opportunities, jobs, apprenticeships or school leaver/graduate schemes with them in the future.

As above ensure the student(s) write(s) a reflective log about the experience outlining what they learned, e.g. unexpected things about the activity,
likes and dislikes, and questions to establish if this activity helped them to plan their subsequent career steps.

Encourage the student(s) to be the one(s) who call or write to thank the employer/volunteering host. Often a letter shows greater professionalism

and commitment to the company/charity.

5.1.2. Followon steps for the staff

T

It is often sufficient to thank the staff on the day or at the end of the volunteering period, but an e-mail or follow-up call on behalf of the school is
often welcome and ensures continuity, especially if the organiser doesn’t attend the event in person.

Provide feedback when requested and anecdotal observations to host staff.
Publish your experiences on your website including photos and videos and share with your team and the employer/volunteering host (data protection

permitting).

As outlined above, ensure that accurate records have been made of the names and positions of any staff met/contacted whilst brokering the
volunteering opportunity to include in a database of contacts.

Make timely suggestions about improvements which can be made to the learning experience to your team and the employer/volunteering host.
Brief other colleagues about the experience and celebrate the successes of individual students and any particular noteworthy moments.
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Toolkit 3: Targeted volunteering experience e.g. ea or oncea-week activity

Section 6-Timeline

6.1. Timeline

6 months — 2 months prior to volunteering is due to commence contact the employer in question to broker volunteering opportunities.

1 Assoon as possible after arranging the volunteering pre-visit the employer/volunteering host to clarify arrangements and see where the student(s)
will be working and what sort of duties they will be carrying out and that adequate risk assessments are in place.

91 Day of volunteering — ensure that student attends and leaves at times agreed.

End of volunteering period in case of weekly attendance identified and planned for accordingly.

9 1-2 days after the one off volunteering, call, e-mail or write to the employer/volunteering host to thank them, provide any feedback, and follow up on
any student queries.

9 3-4 days after the volunteering, publish pictures, write an article and share with the employer/volunteering host with consent of student.

1 Up to 6 months after make contact again with the employer/volunteering host to schedule next volunteering opportunity.

=

Section 7-Information Sources

7.1. Additional resourcesand helpful contacts

Canals and Rivers Trust https://canalrivertrust.org.uk/

Caring for communities and people https://www.ccp.org.uk/

Charity Job https://www.charityjob.co.uk/volunteer-jobs/south+west/gloucestershire

Forest Voluntary Action Forum https://fvaf.org.uk/

Glosjobs https://www.glosjobs.co.uk/education-apprentices-graduates-health-charity/charity-organisations-paid-and-voluntary-work/
Gloucestershire Constabulary https://www.gloucestershire.police.uk/more-on-us/recruitment/volunteers/

Gloucestershire Libraries https://www.gloucestershire.gov.uk/libraries/volunteer-in-a-library/volunteer-roles-and-vacancies/
Gloucestershire Wildlife Trust www.gloucestershirewildlifetrust.co.uk/

Schoolsnet - https://www.gloucestershire.gov.uk/schoolsnet/school-office/school-visits/ Suggested locations for visits, and H+S guidance for offsite visits
So Glos http://www.soglos.com/culture/42147/14-places-to-volunteer-in-Gloucestershire

Volunteering Gloucestershire https://volunteerglos.org.uk/

Young Gloucestershire https://www.youngglos.org.uk/
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Toolkit 4: Morning or afternoon workplace visit

Toolkit abstract

Duration of visit

% day

Key beneficiaries

All students studying to KS3/4/5 and of additional relevance to:
9 those expressing interest in vocationally orientated full time courses
or applying for apprenticeships after Year 11 and Year 13

Staff teaching students to KS3/4/5 and of additional relevance to:
9 Staff teaching vocational subjects
9 Careers and other CEIAG staff in schools wishing to gain deeper
insights into specific careers and the local labour market

GatsbyBenchmarks associated with this activity

5/6

Activity aim

The aim of this type of activity is for students and their teachers and support
staff to gain greater insights into workplace practice, types of skills required,
job types and roles and the sorts of job offers made to young people via a
bespoke half-day visit to a company or organisation in the private/public or
third (charitable) sector.
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Toolkit 4: Morning or afternoon workplace visit

Section 1: First consideratiortgefore arrangingvisit to employer

11

Key questions to ask before initiating contact

1.1.1 What learning outcomes do | want for my students from the visit?

Knowledge

Prior to the visit do my students need to find out about workplaces or
roles or will this visit enable them to experience the workplace in its
broadest sense?

What information do they need from this visit to help them make
informed careers decisions?

What currently studied subjects will this visit link to?

What key questions do | want them to ask whilst there?

ills

Specific skills or aptitudes that may be needed to work in the
workplace visited.

What opportunities would there be to use communication, team-working
and other soft workplace skills in the workplace visited, or any other?

Importance of English, maths, ICT to workplaces visited.

Any other important career-related information e.g. unique qualifications
needed to progress towards specific career goals in the workplace visited?

1.1.2. What do | want from the experience?

What are the objectives of the activity for the school and its students?

Will | or another member of staff be present, or will the student be
alone?

What questions might | or the accompanying member(s) of staff want
to ask the employer during the visit?

What will success look like?

Has the school already visited this establishment before and, if so, was
it beneficial?

What activity will | plan in school to follow up the event?
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Toolkit 4: Morning orafternoon workplace visit

1.1.3. What does the organisation want from the visit?

What are the main objectives of the activity for the employer (and its
employees)?

Is the company looking to recruit new employees, graduates, apprentices
or interns?

Is this an opportunity for the organisation to develop its own staff?

Will my students be asked to take part in promotional activity for the
company during the visit and if so, what do | need to do about it?

1.1.4. Group size, access considerationggdget and staffing considerations

How many students do | intend to be involved —i.e. a group of
selected students or a year group. Is the group size realistic for the
company to manage?

How will | ensure that this visit appeals to students with specific SEND
needs e.g. autism?

Can | use the school mini-bus or will | need to hire a vehicle e.g. a 48-
seat coach? If a coach is used, have | worked out who will pay? Will
students need to pay?

How many staff will need to accompany the students on the visit?

What are my expectations of their staff?

What specific access arrangements do | need to consider? Can these
be fulfilled by the employer?

Have | written a risk assessment? Will the employer do so? Have |
also written an emergency care plan and have a list of emergency
contacts?

Have | obtained parental consent and managed refusals?
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Toolkit 4: Morning or afternoon workplace visit

Section 2- Research por to making contact withthe employer

2.1. Key considerations

What sort(s) of employers might | wish to contact? Is the activity something available to all students, or will it be limited
9 Consider employment sector to a specific number of students?
9 Size of organisation e.g. SME, local organisation, or branch of
(multi) national
9 Reputation of the employer locally

Speak to representatives of locally-based organisations when they are Speak to your designated careers lead in school as they will often have
at events already organised by your own school e.g. at a careers pre-existing contact with a range of local employers and organisations
fair/post-16 event or practice interview sessions etc. and may be able to recommend particular organisations of the right

size for your needs who are approachable and/or have supported your
school before.

Visit the website of the preferred employer organisations to establish Can your school alumni or parents help in terms of workplace visits?

if they already offer this type of activity or specific activities relevant
and of benefit to young people.

Important points to renember

For Health and Safety/Safeguarding reasons some employers may not offer this type of experience, or may need your students to be 18 or over
before undertaking a visit to their facility in the case of engineering, manufacturing or higher risk work environments.

Employers, particularly SMEs will have limited time resources to support your visit, and are often inundated by requests for support from other
schools, so be realistic about what they can offer you and be ready to compromise.

Your initial contact could be part of a wider ask for support as opposed to a bespoke activity, so will volunteering be part of a potential menu of
support that the employer could be asked to support?
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Toolkit 4: Morning or afternoon workplace visit

Section 3 Makinginitial contact with the employer

3.1. Preferred methods)of communication withemployer

Communication method

Benefit

Drawback

Preferred method(s)
Initially make contact by phone with the organisation.
For small organisations, it is probably best to approach or ask for the

‘manager’ or owner/director. Ring to confirm full name, preferred
contact details and time of day it would be best to re-contact.

An e-mail might suffice, but a
phone call is generally your first in-
road when approaching a company
cold.

In the case of smaller companies
there is always the risk that you
either won’t get hold of the
manager owing to workplace
pressures, or your calls may be
diverted or not responded to, so be
prepared to move onto another
contact if necessary.

In larger organisations there are several people that you could
approach e.g.;

Education Community Manager

HR or Training and Development Manager
Corporate Social Responsibility (CSR) Manager
Marketing and Communications Manager

= =4 -8 -9

Important points to remembet

council offices to look at a range of roles could be realistic.

In the case of smaller organisations, the scope they have to support larger groups will be much more limited, so think carefully about the type of
employer and how supportable your visit will be. So, for example, taking twenty students to a dental practice is probably unrealistic, whereas a visit to

labour market.

Larger organisations will be more likely to have structures in place to deal with your request and, if your visit is to help young people generally orientate
themselves with the workplace as opposed to a sector specific activity, this may be a better prospect than trying to broker visits with smaller or more
specialist organisations. However, be careful not to reinforce employment stereotypes as this can provide your students with an unrealistic view of the

42




Toolkit 4: Morning or afternoon workplace visit

3.2.What to include in youtinitial e-mail/say in your call

Providing correct and full @ntact details

By phone
When prompted to do so by the secretary or the person you make first contact If you need to have a subsequent conversation with a manager or other
with ensure that you supply the best number you can be contacted on. This is designated person in the company, ensure that you ask for their full title,
sometimes difficult in schools, and so also give information about when it is direct telephone number and when they prefer to be contacted. If you are
best for you to be contacted e.g. during break-time, lunch-hour or best after asked to e-mail ensure you have the correct address. Some companies will
school. be informal and will say, ask for Jane or Dave for example, but keep it

formal until you meet in person.

By email (initial or subsequent communication)

As designated lead, always ensure that you use your full name, job title and Copy other members of your team into the e-mail so that the employer has
supply full contact details, including postal address for your school at the foot alternative contacts to re-contact if you’re not available.

of your e-mail. Essentially, in this situation you are “sponsor” to the student or
students volunteering.

What do you want from then to make thevisit a succes?

Explain that you would like to organise a half-day workplace visit for xamount Specify ages as opposed to year groups as employers often won’t recognise

of students on a date convenient to the employer, stating times when it would terms such as Key Stage 4 or Year 11 unless they have children of their

be difficult to the students to visit e.g. holidays, exam periods. own. This is particularly important if you plan to visit a more hazardous
environment e.g. a production facility or workshop.

It is also helpful to be clear about why you might have chosen this type of Specify age of students coming as often activities can be geared to a

company to contact. Not only does it impress the organisation but it can also specific group, and the employer may already have its own programme

make the experience more specific to a subject area and more relevant to the that you can engage with, which may include age-appropriate resources.

student, i.e. it isn’t just an experience of work, it is directly relevant to their
career planning.

Important points to remember!

Perhaps start with a smaller group if you are visiting an employer for the first time as this will enable you to trial the experience.

Be aware that you may not be able to see a whole workplace because of commercial reasons, security or health and safety. This may cause disappointment if
students aren’t aware of this before the visit.
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Toolkit 4: Morning or afternoon workplace visit

3.3. Next steps after making initial contact

Some points to consider before thesit
After the initial phone call it is very sensible to visit the employer or in Establish with the employer if they plan for this to be a passive
their workplace so that you essentially create an agreement between experience i.e. show and tell, or a more hands-on proactive visit where
the parties i.e. your school and the employer. This also gives you students will undertake specific activities.
chance to iron out any bugs before the visit.
During a site visit or other preparatory conversation ask the employer If you are in a position to share general information about the
what skills and qualifications they value the most in their workplace. characteristics of the student or students who will be visiting as this
This will help you and your student(s) to link the activity to curriculum can be helpful for the employer, particularly if they need to consider
aims and assist to prepare the students for their visit. access arrangements.
Housekeeping
Ensure that the employer/volunteering host is aware that Ensure that you and the employer are clear about;
cancellations can occur owing to illness, unexpected changes at school, 9 Duration of the visit —i.e. is it a half day or a full day.
or a crisis. If they are parents they will know that this is common when 1 Who the member of staff is who will be receiving your party.
working with teenagers, but it will avoid disappointment later on if f What site you are going to? In the case of large organisations, the
they are made aware early on. person you make the arrangements with might be based at a

different site to the one you are due to visit.
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Toolkit 4: Morning or afternoon workplace visit

Section4 — Planning the Activity

| 4.1,

SMART Objectives faisit

1) Activity prior to visit (students)

Measureof success

1.1 Students briefed to ask at least one
guestion arising out of the visit e.g.
what roles do you have in your
organisation?

Student to complete reflective log or prepare a presentation in groups about their visit after visit to
discuss what they learned and what question(s) they asked whilst visiting the employer.

It is suggested that the students consider questions specific to the workplace, but those that would be
more general in nature- e.g. Other than qualifications, what things do you look for in your employees?

2) Activity during the visit(staff)

Measure of success

2.1. Staff to observe and assess questions
asked and activities undertaken by
student(s) and reflect on ways to improve
the experience and feed this back to
employer.

Verbal or written feedback given to the student on the day in response to comments made by the student
in the reflective log and the group presentation.

Verbal or written feedback given to the employer host on the day of visit.

2.2. Ensure that all students and staff
complete any feedback forms provided by
the employer to improve future
experience.

All staff and students present submit forms to employer at the end of the visit.

3) Activity during the visit (students)

Measure of success

3.1. Student to observe the various work
roles in the workplace visited and ask
guestions of the people that they meet
during the visit.

Student to gather information to complete reflective log and a group presentation to help them reflect on
what they learnt from the visit.

3.2. Student to discuss what they
liked/disliked and suggest what could be
improved for future visits.

Student to complete reflective log to discuss what they liked and disliked and would improve upon for a
future visit, or for other students having the same experience.
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Toolkit 4: Morning or afternoon workplace visit

4) Activity after the vsit (students) Measure of success
4.1. Student to complete a reflective log of | In addition to the above, reflective log could include response to the following sample questions;
their experience. 9 The best part of the visit was (why)
9 The part | enjoyed the least about visit was (why)
9 Did you enjoy the visit (why) and, if not, why?
9 Have you learnt something new from this experience? if so, what?
1 Do you think you know more about this particular type of employment? Describe what you have

learnt from the visit.

9 Describe the activities you undertook whilst with the employer. Did you feel challenged enough?
What could you do differently next time?

9 What has this taught you about the workplace? Describe how is it different from school?

5) Activity after the visit (staff) Measure of success
5.1. Staff to collect contact details from Contact details included on a school database of employer contacts and shared with specific members of
other members of staff met during the the school team, e.g. Careers Education lead.

process of the visit to maintain contact
following the activity.

Section5 — After the Activity

5.1. Followon activity after vsit is complete

5.1.1 Follow-on steps for the students

1 Ensure the student has information to enable them to meet the employer again e.g. at a future careers event, or know how to apply for jobs,
apprenticeships or school leaver/graduate schemes with them in the future.

9 Asabove, ensure the students write a reflective log about the experience outlining what they learned, e.g. unexpected things about the activity, likes
and dislikes, and questions to establish if this activity helped them to plan their subsequent career steps.

1 Encourage one or a group of the student(s) to be the one(s) who write to thank the employer. Often a letter shows greater professionalism and
commitment to the company.
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5.1.2. Followon steps for the staff

T

= =4 4 4

T

It is often sufficient to thank the staff on the day but an e-mail or follow up call on behalf of the school is often welcome and ensures continuity,
especially if the organiser doesn’t attend the event in person.

Provide feedback when requested and anecdotal observations to host staff.

Publish your experiences on your website including photos and videos and share with your team and the employer (data protection permitting).
As outlined above, ensure that accurate records have been made of the names and positions of any staff met/contacted whilst brokering the visit.
Make timely suggestions about improvements which can be made to the learning experience to your team and the employer.

Brief other colleagues about the experience and celebrate the successes of individual students and any particular noteworthy moments.

Section 6-Timeline

6.1. Timeline
6 months — 2 months prior to visit contact the employer in question to broker a visit.
9 Assoon as possible after arranging the visit, pre-visit the employer to clarify arrangements and see what the student(s) will see and be working on if
activities are included that adequate risk assessments are in place for the visit.
9 Day of visit ensure that students attend and leave at times agreed.
1 1-2 days after the visit, call, e-mail or write to the employer to thank them, provide any feedback, and follow up on any student queries.
9 3-4 days after the visit, publish pictures, write an article and share with the employer.
1 Up to 6 months after make contact again with the employer to schedule another visit.
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Section 7-Information Sources

7.1. Additional resourcesand helpful contacts

Dyson year 8 workshops (30 mile radius from SN16 ORP only) http://www.jamesdysonfoundation.co.uk/form/request-a-workshop-for-your-school/

Gloucestershire County Council https://www.gloucestershire.gov.uk/jobs/about-working-for-gloucestershire-county-council/work-experience/

Gloucestershire NHS Trust — work experience http://www.gloshospitals.nhs.uk/en/Work-for-Us/Work-Experience/

Renishaw - www.renishaw.com/en/working-with-schools--34611

Schoolsnet - https://www.gloucestershire.gov.uk/schoolsnet/school-office/school-visits/ Suggested locations for visits, and H+S guidance for offsite visits

Top 100 businesses in Gloucestershire http://www.southwestbusiness.co.uk/regions/gloucestershire/top-100-businesses-in-gloucestershire-2016-29062016072734/

Yell.com https://www.yell.com/

Yes to Jobs http://yes2jobs.co.uk/employers-map
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Toolkit 5: Tour of a facility e.g. Airport, Courhealth care facility farm, production facility or large retail outlet

Toolkit abstract

Duration of visit

1 day

Key beneficiaries

All students studying to KS3/4/5 and of additional relevance to;
i those expressing interest in vocationally orientated full-time courses
or applying for apprenticeships after Year 11 and Year 13

Staff teaching students to KS3/4/5 and of additional relevance to;
9 Staff teaching vocational subjects
9 Careers and other CEIAG staff in schools wishing to gain deeper
insights into specific careers and the local labour market

GatsbyBenchmarks associated with this activity

5/6

Activity aim

The aim of this type of activity is for students, their teachers and support
staff to gain greater insights into a large workplace which presents students
with the opportunity to consider a heterogonous range of workplace roles in
one visit
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Toolkit 5: Tour of a facility e.g. Airport, Coultealth care facility farm, production facility or large retail outlet

Section 1: First consideratiortgefore arranging visit ta large facility e.g. a local airport

1.1 Key questions to ask before initiating contact

1.1.1 What learning outcomes do | want for my students from the visit?

Knowledge

Prior to the visit what do my students need to find out about
anticipated workplace roles they will see on the visit?

What information do they need from this visit to help them make
informed careers decisions?

What currently studied subjects will the roles discovered on this visit
link to?

What key questions do | want them to ask whilst there?

Skills

Specific skills or aptitudes that may be needed to work in the
workplace visited.

What opportunities would there be to use communication, team-working
and other soft workplace skills in the workplace visited or any other?

Importance of English, maths, ICT to roles in this workplace visited.

Any other important career-related information e.g. unique qualifications
needed to progress towards specific career goals in the workplace visited,
for example training to become a pilot or working in airport security?

1.1.2. What do | want from the experience?

What are the objectives of the activity for the school and its students?

How can this visit help to invigorate learning in academic subjects; in
particular, STEM subjects?

What questions might | or the accompanying member(s) of staff want
to ask the employer and employees during the visit?

What will success look like?

Has the school already visited this facility before and, if so, was it
beneficial?

What activities will | plan in school to follow up the event?
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Toolkit 5: Tour of a facility e.g. Airport, Coultealth care facility farm, production facility or large retail outlet

1.1.3. What does the organisation want from the visit?

What are the main objectives of the activity for the employer (and its Is the company looking to recruit new employees, graduates, apprentices

employees)? or interns?

Is this an opportunity for the organisation to develop its own staff? Will my students be asked to take part in promotional activity for the
company during the visit and, if so, what do | need to do about it?

1.1.4. Group size, access considerationggdget and staffing considerations

How many students do | intend to be involved — for a visit of this nature do | How will | ensure that this visit appeals to students with specific SEND
| intend to take a whole year group, or students who have elected to study | needs e.g. autism?

specific GCSE subjects e.g. STEM subjects or vocational subjects e.g. Health
and Social care

Can | use the school mini-bus(us) or will | need to hire a larger vehicle e.g. a | How many staff will need to accompany the students on the visit?
48-seat coach? If a coach is being used will the school pay? Do the
students need to pay?

What specific access arrangements do | need to consider? Can these be
fulfilled by the employer?

What are my expectations of their staff?

Do | have a robust emergency care plan and emergency contacts details? Do | need to write a risk assessment in addition to the one written by the
employer?




Toolkit 5: Tour of a facility e.g. Airport, Coultealth care facility farm, production facility or large retail outlet

Section 2- Research por to making contact withthe facility

2.1. Key considerations

What sort(s) of facility might | wish to contact? Is the activity something available to all students, or will interest be
1 Range of roles that the students can see e.g. a health care limited to a specific number of students? How can the activity be
facility will include health care and support staff and a range of made relevant to different students with different interests and
roles, functions, and workplace skills on display. learning styles?

9 Can asimilar experience be delivered by visiting a large event
e.g. a police station open day, air show or county show?

Speak to representatives of the local organisation when they are at Speak to your designated careers lead in school as they will often have
events already organised by your own school e.g. at a careers pre-existing contact with a range of large local employers and
fair/post-16 event or practice interview sessions etc. organisations and may be able to recommend particular organisation

of the right size for your needs who are approachable and/or have
supported your school before.

Visit the website of the preferred organisation/event to establish if Can your school alumni or parents help in terms of this type of
they already offer this type of activity or specific educational activities workplace visit?
or events relevant and of benefit to young people.

Important points to renember

For a visit to a large facility or large event e.g. RIAT Fairford, there will be designated people in place to process your request, and often such
opportunities are offered directly to schools. Your careers lead will likely be the recipient of such offers and this activity will present many
opportunities for your students to consider workplace roles.
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Section 3 Makinginitial contact with the facility

3.1.Preferred methods)of communication withfacility

Communication method

Benefit

Drawback

e.g.;

E I

T

Preferred method(s)
Initially make contact by phone with the facility

For a large facility there are several people that you could approach

General Manager

Education Community Manager

HR or Training and Development Manager
Corporate Social Responsibility (CSR) Manager
Marketing and Communications Manager

An e-mail might suffice here, but a
phone call is generally your first in-
road when approaching a facility
cold because it gives you chance to
discuss your needs and how the
facility can fulfil them.

Be prepared to be directed towards
a specific programmed date which
may not fit in with your scheduling
plans.

Important points to remembet

Demand to visit an airport or other such large facility e.g. a large construction site will often be highly organised, but also in demand from other
schools, so be prepared to have a longer lead time to plan such a visit, it could be that you may need to wait up to a year for this type of activity.

Be prepared to share your visit with other schools who may be programmed to attend on the same date as yourself. If this represents any potential
conflict of interest or isn’t to your school’s preference look at alternative date.
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3.2.What to include in youtinitial e-mail / say in your call

Providing correct and full @ntact details

By phone

When prompted to do so by the secretary or the person you make first
contact with ensure that you supply the best number you can be
contacted on. This is sometimes difficult in schools, and so also give
information about when it is best for you to be contacted e.g. during
break-time, lunch-hour or best after school.

If you need to have a subsequent conversation with a manager or
other designated person in the company, ensure that you ask for
their full title, direct telephone number and when they prefer to be
contacted. If you are asked to e-mail ensure you have the correct
address. Some organisations will be informal and will say, ask for
Jane or Dave for example, but keep it formal until you meet in
person.

By email (initial or subsequent communication)

As designated lead, always ensure that you use your full name, job title
and supply full contact details including postal address for your school
at the foot of your e-mail. Essentially, in this situation you are
“sponsor” to the student or students volunteering.

Copy other members of your team into the e-mail so that the
employer has alternative contacts to re-contact if you’re not
available.

What do you want from then to make thevisit a succes?

Explain that you would like to organise a day facility visit for Xxamount of
students on a date convenient to the employer, stating times when it
would be difficult to the students to visit e.g. holidays, exam periods.
Also emphasise that you would like to see a range of different job roles
within their environment.

Specify ages as opposed to year groups as employers often won’t
recognise terms such as Key Stage 4 or Year 11 unless they have
children of their own. This is particularly important if you plan to
visit a more hazardous environment e.g. a production facility or
workshop.

It is also helpful to be clear about why you might have chosen this type
of facility to contact; not only does it impress the organisation but it can
also make the experience more specific to a subject area and more
relevant to the student, i.e. it isn’t just an experience of work, it is
relevant to their career planning.

Specify age of students coming as often activities can be geared to a
specific group, and the facility may already have its own programme
that you can engage with, which may include age appropriate
resources.
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Important points to remember!

You need to ensure that the date you book isn’t going to be at the mercy of other timetable considerations. The facility will likely be taking time
behind the scenes to schedule activities, and resource it accordingly, and it will do reputational damage if you cancel at the last minute.

If this is the first visit of its type for your school, view it as something that can become a permanent fixture in your careers education programme.
This is good for the facility too, as they can plan for your school to visit each year at a certain fixed time.

3.3. Next steps after making initial contact

Some points to consider before the visit

After the initial phone call it is very sensible to visit the facility so that
you essentially create an agreement between the parties i.e. your
school and the employer. This also gives you chance to iron out any
bugs before the visit.

Establish with the facility if they plan for this to be a passive
experience i.e. show and tell, or a more hands-on proactive visit where
students will undertake specific activities.

During a site visit or other preparatory conversation ask the employer
what skills and qualifications they value the most in their workplace.
This will help you and your student(s) to link the activity to curriculum
aims and assist to prepare the students for their visit. As this is more
general visit where multiple roles may be observed by the students,
ask them to specify this for some key roles at the facility.

If you are in a position to share general information about the
characteristics of the student or students who will be visiting as this
can be helpful for the employer, particularly if they need to consider
access arrangements.

Housekeeping

Ensure that the employer is aware that a reduction of group size can
occur owing to illness, unexpected changes at school, or a crisis. If
they are parents they will know that this is common when working
with teenagers, but it will avoid disappointment later on if they are
made aware early on.

Ensure that you and the employer are clear about;

1
T
T

Duration of the visit —a full day starting at x and finishing at y.
Who the member of staff is who will be receiving your party.
What site you are going to? In the case of large organisations, the
person you make the arrangements with might be based at a
different site to the one you are due to visit.
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Section4 — Planning the Activity

| 4.1 SMART Obijectives for visit

1) Activity prior to volunteering
(students)

Measureof success

1.1 Students briefed to ask at least one
arising out of the visit e.g. what roles
do you have in your facility?

Student to complete reflective log after visit to discuss what they learned and what question(s) they asked
whilst visiting the employer particularly in relation to the range of roles seen during the visit. In the case
of an airport, it could be pilot, aircraft engineer, airport security worker, terminal staff, and fire and
rescue staff at the airport.

2) Activity during the visit(staff)

Measure of success

2.1. Staff to observe and assess questions
asked and activities undertaken by
student(s) and reflect on ways to improve
the experience and feed this back to
employer.

Verbal or written feedback given to the student on the day in response to comments made by the student
in the reflective log.

Verbal or written feedback given to the employer host on the day of visit.

2.2. Ensure that all students and staff
complete any feedback forms provided by
the employer to improve future
experience.

All staff and students present submit forms to employer at the end of the visit

3) Activity during the visit (students)

Measure of success

3.1. Student to undertake activities as
directed by employer.

Student to complete reflective log to discuss what they liked and/or disliked about the visit, and suggest a
different facility if the visit wasn’t to their satisfaction.

3.2. Student to suggest what could be
improved for future visits.

Student to complete reflective log to discuss what they would improve upon for a future visit, or for other
students having the same experience
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4) Activity after the \sit (students) Measure of success

4.1. Student to complete a reflective log of | In addition to the above, reflective log could include response to the following sample questions;

their experience The best part of the visit was (why).

The part | enjoyed the least about visit was (why).

Did you enjoy the visit (why) and, if not, why?

Have you learnt something new from this experience? if so, what?

Do you think you know more about this particular type of employment?

Describe the activities you undertook whilst with the employer. Did you feel challenged enough?
What could you do differently next time?

9 Describe the range of job roles you saw during the visit.

9 What has this taught you about the workplace? Describe how is it different from school?

= =4 =4 8 -8 9

5) Activity after the \sit (staff) Measure of success

5.1. Staff to collect contact details from Contact details included on a school database of employer contacts and shared with specific members of
members of staff met during the process the school team, e.g. Careers Education lead.

of the visit to maintain contact following
the activity.

Section5 — After the Activity

5.1. Followon activity after visit is complete

5.1.1 Follow-on steps for the students

' Ensure the student has information to enable them to meet the representatives of that facility again e.g. at a future careers event, or know how to
apply for jobs, apprenticeships or school leaver/graduate schemes with them or similar organisations in the future.

9 Asabove, ensure the students write a reflective log about the experience outlining what they learned, e.g. unexpected things about the activity, likes
and dislikes, and questions to establish if this activity helped them to plan their subsequent career steps.

1 Encourage one or a group of the student(s) to be the one(s) who write to thank the employer. Often a letter shows greater professionalism and
commitment to the company.
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5.1.2. Followon steps for the staff

T

= =4 4 4

T

It is often sufficient to thank the staff on the day but an e-mail or follow-up call on behalf of the school is often welcome and ensures continuity,
especially if the organiser doesn’t attend the event in person.

Provide feedback when requested and anecdotal observations to host staff.

Publish your experiences on your website including photos and videos and share with your team and the employer (data protection permitting).
As outlined above, ensure that accurate records have been made of the names and positions of any staff met/contacted whilst brokering the visit.
Make timely suggestions about improvements which can be made to the learning experience to your team and the employer.

Brief other colleagues about the experience and celebrate the successes of individual students and any particular noteworthy moments.

Section 6-Timeline

6.1. Timeline

9 1 year —4 months prior to visit contact the facility in question to broker a visit.

1 Assoon as possible after arranging the visit, pre-visit the facility to clarify arrangements and see what the student(s) will see and be working on if
activities are included that adequate risk assessments are in place for the visi.t

9 Day of visit ensure that students attend and leave at times agreed.

9 1-2 days after the visit, call, e-mail or write to the contact at the facility to thank them, provide any feedback, and follow up on any student queries.

9 3-4 days after the visit, publish pictures, write an article and share with the facility.

1 Immediately after the event or no longer than 6 months after make contact again with the employer to schedule another visit.
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Section 7-Information Sources

7.1. Additional resourcesand helpful contacts

Cotswold Airport www.cotswoldairport.com/

G.E. Aviation https://www.geaviation.com/

Dyson year 8 workshops (30 mile radius from SN16 ORP only) http://www.jamesdysonfoundation.co.uk/form/request-a-workshop-for-your-school/

Ecotricity https://www.ecotricity.co.uk/business-energy/corporate-social-responsibility

Gloucester Crown Court http://www.thelawpages.com/magistrates-county-crown-court/Gloucester-Crown-Court-24.html

Gloucestershire Constabulary HQ https://www.gloucestershire.police.uk

Gloucestershire County Council https://www.gloucestershire.gov.uk/jobs/about-working-for-gloucestershire-county-council/work-experience/

Gloucestershire Airport https://www.gloucestershireairport.co.uk/

Gloucestershire NHS Trust — work experience http://www.gloshospitals.nhs.uk/en/Work-for-Us/Work-Experience/

Hartpury College - https://www.hartpury.ac.uk/

Invista - http://www.invista.com/ 01452 633000

Imjin Barracks-HQ NATO Rapid Reaction Corps https://arrc.nato.int/contact/imjin-barracks

Renishaw - www.renishaw.com/en/working-with-schools--34611

Royal Agricultural University https://www.rau.ac.uk/

Royal International Air Tattoo http://www.airtattoo.com/airshow

Royal Three Counties Show https://www.threecounties.co.uk/partners/opportunities/royal-three-counties/

Schoolsnet - https://www.gloucestershire.gov.uk/schoolsnet/school-office/school-visits/ Suggested locations for visits, and H+S guidance for offsite visits

Severn Trent Water https://www.severntrent.com/help-and-contact/contact-us/

Skill Zone http://skillzone.glosfire.gov.uk/

Stagecoach West - 01452 418630

Unilever https://www.unilever.co.uk/about/who-we-are/company-registered-names/
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Toolkit 6: Maximising takeyour-daughter/sonto-work days

Toolkit abstract

Duration ofvisit

1 day — 1 week dependent on organisation

Key beneficiaries

All students studying to KS3/4/5 and of additional relevance to;
9 those expressing interest in vocationally orientated full time courses
or applying for apprenticeships after Year 11 and Year 13

Staff teaching students to KS3/4/5 and of additional relevance to;
9 Staff teaching vocational subjects
9 Careers and other CEIAG staff in schools wishing to gain deeper
insights into specific careers and the local labour market

GatsbyBenchmarks associated with this activity

5/6

Activity aim

The aim of this activity is to support and where necessary facilitate visits to
the workplace via “Take-your-daughter/son to-work” days. The aim of this
visit is to enable the student to experience the workplace in a controlled
fashion with their parent and guardian present.
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Section 1: First consideratiortseforeh e | pi ng t o broker visits through *“take you

1.1 Key questions to ask before initiating contact

1.1.1 What learning outcomes do | want for my students from the visit?

Knowledge
Prior to the visit what do my students need to find out from their What additional information do they need from this visit to help them
families/guardians about the anticipated workplace role they will see make informed careers decisions?
on the visit?
What currently studied subjects will the role(s) discovered on this visit | What key questions do | want them to ask whilst there?
link to?
Skills
Specific skills or aptitudes that may be needed to work in the What opportunities would there be to use communication, team-working
workplace visited. and other soft workplace skills in the workplace visited or any other?
Importance of English, maths, ICT to roles in this workplace visited. Any other important career related information e.g. unique qualifications
needed to progress towards specific career goals in the workplace of the
parent or guardian?

1.1.2. What do | want from the experience?

What are the objectives of the activity for the school and its students? How can this visit help to invigorate learning in academic subjects in
particular core subjects?
Can | ensure that all students can access this type of experience? If | What will success look like?

can’t, how can | support the experience of those who do attend, and

provide different work experience opportunities for other who don’t?
Has the school already visited this facility before and if so was it What activities will | plan in school to follow up the event?
beneficial?
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1.1.3. What does the organisation want from the visit?

What are the main objectives of the activity for the employer (and its
employees), is it a CSR opportunity for them?

Is the company looking to recruit new employees, graduates, apprentices
or interns?

Is this an opportunity for the organisation to develop its own staff?

Is the visit a bespoke opportunity i.e. driven by a parent, or does the
company generally organise a range of opportunities for school students
to visit their workplace?

1.1.4. Group size, access considerationggdget and staffing considerations

Can | support the parent in helping to ensure that the experience is relevant to their child, in terms of access to the workplace, suitability of the
placement, and other ways in which | can enhance the educational experience?

Section 2- Research por to making contact withemployers hosting this type of experience

2.1. Key considerations

Since the specific activity is limited to one student in one workplace at
a time, can | work with the parent and this organisation to broker
opportunities for other students?

Speak to your designated careers lead in school as they will often have
pre-existing contact with a range of large local employers who offer
“take-daughter/son-to-work” schemes which may open opportunities
up for other students.

Visit the website of the preferred organisation/event to establish if
they already offer this type of activity or if this is a bespoke offer.

Can your school alumni or parents help in terms of this type of
workplace visit for students other than their daughter/son?

Important points to remembert

You are largely providing third party support to activity already brokered by a parent/guardian. However, it is indicative of the supportiveness of a
particular employer that the experience is offered and may present an opportunity to work with the employer to do more with them with other

students.
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Section 3 Making contact wth the parent / employer

3.1. Preferred methods)of communication withparent/employer

Communication method

Benefit

Drawback

Preferred method(s)

Given the bespoke nature of this type of experience, it is probably best
to have an initial conversation with the parent/guardian to establish
what has been brokered and if there are any ways you can support this
activity.

In having this conversation, perhaps at a parents evening, you can
establish if there are other opportunities for work experience for other
members of your student cohort.

The parent may be in a position to help broker contact with the
employer, and it is best to work with their recommendations on this
point.

By starting the dialogue with the
parent, you won't tread on any toes
with the company in question,
establish what support can be
offered by the school, and also look
for realistic opportunities to expand
the relationship with the company.

The risk is of parochialism on the
part of the parent. They may feel
there is no incentive to them and
their child to widen the offer to
other students.

In the case of someone who is self-
employed e.g. a plumber, they may
be using this opportunity to help
recruit their daughter/son into the
“family business” so may not be
incentivised to help.

Important points to remembet

In this situation you are co-facilitator of this workplace experience and are working closely in partnership with the parent/guardian.

This is an opportunity to “bank” contact details for an employer in a particular sector. Working closely with the parent, you can create future
opportunities even if these cannot be delivered in this academic year. Parents are often keen to altruistic, so if handled well there are many future
opportunities to create ongoing relationships with various employers for various purposes.
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3.2.What to do if asked to contact the employer directly by the parent?

Providing correct and full @ntact details

By phone

When prompted to do so by the parent, when making contact with the
designated person ensure that you supply the best number you can be
contacted on. This is sometimes difficult in schools, and so also give
information about when it is best for you to be contacted e.g. during
break-time, lunch-hour or best after school.

If you need to have a subsequent conversation with the designated
person in the company, ensure that you ask for their full title, direct
telephone number and when they prefer to be contacted. If you are
asked to e-mail ensure you have the correct address. Some
organisations will be informal and will say, ask for Jane or Dave for
example, but keep it formal until you meet in person.

By email (initial or subsequent communication)

In this situation, as a third party, you are seeking to maximise the
benefit of the experience for the individual student, and maximise the
opportunities arising out of this employer relationship. Start from the
premise that you are prepared to offer relevant support to the
individual student in the workplace, and explore options from there
with the employer to offer different opportunities.

If e-mailing, copy other members of your team into the e-mail so
that the employer has alternative contacts to re-contact if you’re not

available

What do youneed to do to makehe conversationa succes?

Thank the employer for their support of your students. It is good for the

reputation of the school to show that it is interested in the full

workplace.

Ask the employer what activities your student will be involved with,
and tentatively ask if there are other things they might be able to
offer, e.g. workplace visits for a larger group, or individual work
experience visits for other students.

Use this opportunity to develop the relationship whilst at the same time

offer realistic support, and work with any suggestions the employer
makes.

Important points to remember!

Don’t expect too much at this stage unless it is explicitly offered. The employer may wish to limit what they can offer to avoid being swamped by
requests for support, so don’t be too disappointed if they only want to talk about one student.

This is an opportunity for you to start a new relationship with an employer, so think carefully about what they get from this relationship; is it a
favour to an employee, a piece of CSR, or a trial of work experience that could lead to greater things?
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3.3. Next steps after making initial contact

Take up the offer of a meeting or site visit. If you are asked to visit the
student during the placement do so where timetabling allows or
suggest another member of staff visits.

Meet with the student and ask them what you can do to support
them. Suggest a structure to them around the SMART objectives
below, but be careful not to do anything which could be a disincentive
to them. Suggest, rather than mandate reflective activity such as
creating a log.

Housekeeping

If this activity is taking place in a school holiday, try to follow up the
experience with the student as soon as possible, so that any discussion
or reflection on the part of the student is fresh in their mind.

Ensure that you are clear about;

9 Duration of the visit —a full day starting at x and finishing at y
1 Any offer of support by the school is realistic

Do I need to write risk assessments or emergency care plans?
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Section4 — Planningthe Activity

| 4.1.SMART Obijectives for visit

1) Activity prior to volunteering
(students)

Measureof success

1.1 Student briefed to write a brief report
about what their parent does in their
workplace in terms of duties and
responsibilities.

Suggested that student considers before and after the visit. That is what do | know about the workplace
based on what parent does and what was found out during visit. The student completes reflective log
after visit to discuss what they learned and how that compared to their view of what the workplace might
be like.

2) Activity during the visit (students)

Measure of success

2.1. Student to undertake activities as
directed by employer

2.2. Student to suggest what could be
improved for future visits

Student to complete reflective log to discuss what they liked and/or disliked about the visit, giving
particular attention to whether it is a workplace they would like to work in, i.e. would they follow in their
parent’s footsteps or wish to do something different.

Student to complete reflective log to discuss what they would improve upon for a future visit, or for other
students having the same experience

3) Activity after the wvsit (students)

Measure of success

3.1. Student to complete a reflective log of
their experience and think clearly about
the aspects of their parents role

In addition to the above, reflective log could include response to the following sample questions;

The best part of the visit was (why)

The part | enjoyed the least about visit was (why)

Did you enjoy the visit (why) and, if not, why?

Have you learnt something new from this experience? if so, what?

Do you think you know more about this particular type of employment?

Describe the activities you undertook whilst with the employer. Did you feel challenged enough?
Describe the range of job roles you saw during the visit.

What has this taught you about the workplace? Describe how is it different from school?

= =4 8 -8 8 98 -5 9

4) Activity after the visit (staff)

Measure of success

4.1. Staff to collect contact details from
members of staff contacted ahead of the
visit or any staff encountered during a site
visit.

Contact details included on a school database of employer contacts and shared with specific members of
the school team, e.g. Careers Education lead.
Is the parent prepared to be a longer term contact for work-shadowing or work experience visits?
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Section5 — After the Activity

5.1. Followon activity after visit is complete

5.1.1 Follow-on steps for the student

T

T

Ensure the student has information to enable them to meet other the representatives of that organisation, knows how to organise additional work
experience, and knows how to apply for jobs, apprenticeships or school leaver/graduate schemes with them or similar organisations in the future.
Encourage the student, independent of you and their parent/guardian, to write to the employer and thank them for the experience.

5.1.2. Followon steps for the staff

T

=a

Contact the employer after the visit and thank them for their support of your student and your school and invite them to visit the school if they have
opportunity to do so.

Provide any feedback that you have received from the student (with their permission to do so) about the experience.

Publish their experiences on your website including photos and videos and share with your team and the employer (data protection permitting).

As outlined above, ensure that accurate records have been made of the names and positions of any staff they met/or you contacted whilst brokering
the visit.

Make timely suggestions about improvements which can be made to the learning experience to your team and the employer.
Brief other colleagues about the experience and celebrate the successes of individual students and any particular noteworthy moments.
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Section6 —Timeline

6.1. Timeline

=

No more than 8 weeks prior to visit contact the employer in question where prompted to do so .
Where prompted and as soon as possible arrange a visit to clarify arrangements and see what the student(s) will see and be working on if activities are
included that adequate risk assessments are in place for the visit.

=

Day of visit ensure that students attend and leave at times agreed, perhaps check this with the parent.

1-2 days after the visit, call, e-mail the employer to thank them, provide any feedback, and follow up on any student queries.
3-4 days after the visit, publish pictures, write an article and share with the employer.

Up to a week after the visit, ensure that the student has written to thank the employer for the experience.

= =4 4 -5 2

Based on your initial conversation with the employer no longer than 6 months after make contact again to establish any other forms of support they
can offer.

Section 7-Information Sources

7.1. Additional resourcesand helpful contats

Since this activity is very much incumbent on families leading these bespoke activities, there is less scope for proactivity. However, there could be scope to write a call for
action in a periodical newsletter or other bulletin to parents asking for help. Address this to:

9 Parents/grandparents/guardians/foster carers
I Governors
T Alumni
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Toolkit 7: Staff STEM inset training hosted by medical or technology company/organisation

Toolkit abstract

Duration of visit

1 day

Key beneficiaries

Outcomes from this activity will benefit all students studying to KS3/4/5 and
of additional relevance to;
9 those expressing interest in vocationally orientated full-time courses
or applying for apprenticeships after Year 11 and Year 13

Staff teaching students to KS3/4/5 and of additional relevance to;
9 Staff teaching vocational subjects
9 Careers and other CEIAG staff in schools wishing to gain deeper
insights into specific careers and the local labour market.

GatsbyBenchmarks associated with this activity

5/6

Activity aim

The aim of this activity is for your staff to participate in STEM inset training
hosted in an employer that makes use of STEM subjects in its primary role
e.g. engineering, ICT, medical etc. This will enable your staff to learn more
about a contemporary work environment, its core activities and how it puts
STEM subjects to day to day use.
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Section 1 First considerationd®efore contacting an employer

1.1 Key questions to ask before initiating contact

1.1.1 What learning outcomes do | want féhe stafffrom the visit?

Knowledge

Prior to the visit what do the staff need to know about the employer
they are going to be hosted by?

What additional information will the staff need to help students make
informed careers decisions, particularly in STEM areas?

What links will there be to currently taught STEM curriculum areas
arising from this visit?

What key questions do | want the staff to ask whilst there?

1.1.2. What do | want from the experience?

What are the objectives of the activity for the school and its students?

How can this visit help to invigorate learning in academic subjects in
particular core subjects?

Has the school already visited this facility before and if so was it
beneficial?

What activities will | plan in school to follow up the event?

1.1.3. What does the organisation want from the visit?

What are the main objectives of the activity for the employer (and its
employees), is it a CSR opportunity for them?

Is the company looking to influence recruitment of new employees,
graduates, apprentices or interns as a result of skill shortage?

Is this an opportunity for the organisation to develop its own staff e.g.
through delivery of training workshops or networking with educational
providers?

Is the organisation looking to develop other strategic relationships with
the school, e.g. sponsorship of facilities or provision of materials,
equipment or expertise?

1.1.4. Group size, access considerationsg@et and staffing considerations

How many staff are participating in the INSET training?

Is the workplace hosting the training accessible to all members of staff
attending, or do special arrangements need to be made?

Will the training be on a specific INSET day, or will it be outside of normal
school hours?

Will the host provide refreshments or will these need to be provided?
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Section 2- Research por to making contact withemployers hosting this type of experience

2.1. Key considerations

Is the school looking for a venue to STEM orientated host for its INSET
training, or is the training specifically about STEM related careers?

Is the hope that the organisation will provide INSET training that
explains how STEM subjects can help towards future careers in
industries like theirs or similar ones elsewhere?

Is the training likely to be a mix of bespoke training from a STEM
Ambassador, for example, and break-out sessions organised by the
school but hosted in a live workplace?

Can your school alumni or parents help in terms of this type of
employer engagement?

Important points to remembert

groups e.g. CITB, SEMTA.

It is likely that the largest local organisations are going to be the ones best place to help. They are likely to have the greatest purchase with sector

Research with your schools careers advisor will indicate the employers who will more likely act as host to this type of activity
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Section 3 Contactingthe employer

3.1. Preferred methods)of communication withemployer

Communication method

Benefit

Drawback

Preferred method(s)

Since this is a bespoke activity and one that a company will be likely be
very keen to support, it is best to initially call some larger key
businesses that you have in mind to discuss what can be offered.

Initially make contact with the company with a broad outline of what
you have in mind and ask to speak to the person who is most
appropriate to help in this situation.

Many engineering and high
technology companies have well
developed Educational Outreach
and CSR programmes and will be
looking for ways to find effective
interfaces with schools.

This encounter with your staff could
also be the start of wider strategic
working in the future for your
school.

As a business seeking to maintain
its sustainability the organisation
may focus upon its unique
recruitment needs and as a result
you may feel as if this doesn’t
adequately address your specific
needs in relation to the delivery of
curriculum.

Important points to remembet

relevance to curriculum of any resources used by them to train your staff.

Despite well intentioned altruistic actions, and excellent support from sector groups, businesses are still businesses and will have their own agenda in
terms of the needs of their company. Any training provided by the company needs to meet their needs as much as yours, so it is wise to discuss the

Involve your team at a departmental level to establish where they feel gaps exist in their knowledge and how this training could be helpful.
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3.2. What to doinclude in your ask?

Relevance & points to negotiate

What curriculum need is this filling for my students, and what do | actually
need from the employer?

Supporting materials given out by the employer need to be
educationally relevant to be able to incorporate into schemes of work
and lesson plans.

Can the engagement at this level lead into more specific support of
students by the employer, i.e. could a representative of the organisation
follow this visit up by a talk to groups of students, or assisting with a
project?

What will | judge as being relevant to the curriculum? Isita
demonstration of the direct use of STEM subjects, or what an employer
will look for in a student who has interest and good results in STEM
subjects?

Important points to remember!

There inevitably will be some ambiguity about how relevant this training will be to the classroom environment, but the visit will be relevant in the
sense that it is an opportunity to see a live environment where taught subjects are ultimately applied.

opposed to hard and fixed mandatory content.

Bespoke activity such as this will be subjective in terms of how it can be applied by individual teachers, and should be regarded as fact finding as

3.3. Next steps after making initial contact

Take up the offer of a meeting or site visit to negotiate what you feel
would work best, this will help you define what they can offer, and
also what would be most helpful to learn from them to help your
students.

Define responsibilities, if it is to be a workshop based activity with delivery
by both your staff and for example STEM ambassadors establish who will
do what on the training day.

Housekeeping

If this activity is taking place in a school holiday are all of your part-
time and full-time staff available to attend?

Ensure that you are clear about;
9 Duration of the visit —a full day starting at x and finishing at y
& Any offer of support by the school is realistic
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Section4 — Planning the Activity

| 4.1.SMART Obijectives for visit

1) Activity prior to the visit (staff)

Measureof success

1.1 Staff to define what they hope to gain
from visit by answering a short survey.

Against the agreed aims arising from the survey, how successful has the activity been in helping develop
knowledge and awareness?

2) Activity during the visit (saff)

Measure of success

2.1. Staff to undertake activities as
directed by employer / trainer.

2.2. Staff to suggest what could be
improved for future visits

Using a survey at the conclusion of the training, staff will reflect on how helpful the activity has been
against defined training aims.

Using the same survey, the staff participating will be asked to consider what could be improved upon if
training of this nature were repeated with the employer.

3) Activity after the visit (staff)

Measure of success

3.1. Staff to complete a reflective log of
their experience

In addition to the survey above, reflective log could include response to the following sample questions;

T

T
T
T
T

The most useful part of the training for your teaching was (why)

The least useful part of the training for your teaching was (why)

Did you enjoy generally the visit (why) and, if not, why?

What are the key things you have learnt from this experience?

Do you think you know more about the application of STEM subjects to this particular type of
employment?

4) Activity after the visit (staff)

Measure of success

4.1. Staff to report on how they used
learning from the training in the classroom.

1
1

Example of a lesson plan or particular element of the scheme of work influenced by the training.
Explicit use of resources supplied by the company at the training activity including virtual
resources supplied.
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Section5 — After the Activity

5.1. Followon activity after visit is complete

5.1.1. Followon steps for the staff

T

T

Contact the employer after the visit and thank them for their support of your team and your school and invite them to visit the school if they have
opportunity to do so.

Provide any feedback that you have received from the staff about the experience.

Publish their experiences on your website including photos and videos and share with other members of your team and the employer (data protection
permitting.

As outlined above, ensure that accurate records have been made of the names and positions of any staff they met/ or you contacted whilst brokering
the visit.

Make timely suggestions about improvements which can be made to the learning experience to the employer based on feedback from attendees.

Section 6-Timeline

6.1. Timeline

= =4 4 4 4 4 -8 4

3-6 months before intended INSET training make initial contact with the employer(s) shortlisted for support.

As soon as possible arrange a visit to discuss what can be offered and negotiate who will deliver what during the INSET training.

1 week before training call to ensure everything is still set and ready to go, also contact any guest trainers attending the session.

1 week before the visit confirm that staff are clear where they are going to.

Day of the visit, ensure that you are visible to other staff attending and ensure they go to the correct rooms etc.

1-2 days after the visit, call, e-mail the employer to thank them, provide any feedback, and follow up on any queries, comments raised by the staff.
3-4 days after the visit, publish pictures, write an article to go on your school website or to be put in newsletter and share with the employer.

Based on your initial conversation with the employer immediately afterwards and no longer than 6 months after make contact again to establish any
other forms of support they can offer.
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Section 7-Information Sources

7.1. Additional resourcesand helpful contacts

CITB https://www.citb.co.uk/

Cotswold Airport www.cotswoldairport.com/

Cotswold BMW Cheltenham www.cotswoldcheltenhambmw.co.uk/

G.E. Aviation https://www.geaviation.com/

Ecotricity https://www.ecotricity.co.uk/business-energy/corporate-social-responsibility

Gloucestershire NHS Trust — work experience http://www.gloshospitals.nhs.uk/en/Work-for-Us/Work-Experience/

Nuffield Hospital https://www.nuffieldhealth.com/hospitals/cheltenham

Renishaw - www.renishaw.com/en/working-with-schools--34611

Richmond Village http://www.richmond-villages.com/retirement-villages/painswick/

St Oswald’s Village https://www.rooftopgroup.org/homes/extracare/st-oswalds/

SEMTA http://semta.org.uk/

STEM http://www.graphicscience.co.uk/stem/
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Toolkit 8: Brokering an offsite location for Enterprise activity and/or awards ceremony

Toolkit abstract

Duration of visit

1 day

Key beneficiaries

All students studying to KS3/4/5 and of additional relevance to;
9 those expressing interest in vocationally orientated full-time courses
or applying for apprenticeships after Year 11 and Year 13.

Staff teaching students to KS3/4/5 and of additional relevance to;
9 Staff teaching vocational subjects
9 Careers and other CEIAG staff in schools wishing to gain deeper
insights into specific careers and the local labour market

GatsbyBenchmarks associated with this activity

5/6

Activity aim

The aim of this activity is to conduct an enterprise activity off site from the
school and/or host an awards ceremony with the aim of the activity
occurring in a live workplace environment or environment other than the
school setting, which enhances the relevance and application of the skills
learnt.

77
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Section 1: First consideratiortsefore contacting an employer

11 Key question® ask before initiating contact

1.1.1 What learning outcomes do | want for théuslents from this off-site activity?

Knowledge

Prior to the visit what do the students need to know about the employer
they are going to be hosted by?

What additional information will the staff need to help students make informed
careers decisions arising out of the activity itself and any experiences the
students have had at the host location?

What currently studied subjects will the activities on this visit link to?

What key questions do | want the staff to ask whilst there?

Skills
Specific skills or aptitudes that may be needed to work in the workplace What opportunities would there be to use communication, team-working and
visited? other soft workplace skills in the workplace visited or any other.

Importance of English, maths, ICT to roles in this workplace visited as host.

Any other important career-related information e.g. unique qualifications needed
to progress towards specific career goals in the workplace visited?

1.1.2. What do | wanto achievefrom the learningexperience?

What are the objectives of the activity for the school and its students?

How can this visit help to invigorate learning in academic subjects in
particular core subjects?

awards ceremony, what do | expect the activity to look like?

If the venue will host the enterprise activity as well as being the setting for an

That the learning experience is helpful in terms of developing work-related
soft skills

Has the school already visited this facility before and if so was it beneficial?

What activities will | plan in school to follow up the event?

1.1.3. What does the organisation want from the visit?

What are the main objectives of the activity for the employer (and its
employees), is it a CSR opportunity for them?

Is the company looking to influence recruitment of new employees, graduates,
apprentices or interns as a result of skill shortage?

Is this an opportunity for the organisation to develop its own staff e.g. through
delivery of training workshops or networking with educational providers?

Is the organisation looking to develop other strategic relationships with the
school, e.g. sponsorship of facilities or provision of materials, equipment or
expertise?
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1.1.4. Group size, access considerationgdget and staffing considerations

How many students are going to participate in an enterprise activity,
award presentation ceremony or both? Will it be a whole year group or
part of a year group? Will the employer have the resources to host large
groups? Can a whole year group be extracted for this type of activity?

How many staff will be needed to supervise the students as they conduct
the activity and/or participate in the awards ceremony?

Will the school need to hire a coach or vehicles larger than school mini-
bus? If a bus is used, will the school pay, or will students need to pay?

Is the enterprise activity something the teaching staff will organise, or will
the employer organise this, or is it being brokered by a third party
organisation i.e. LEP or Careers and Enterprise Company?

Section 2- Research por to making contact withemployers hosting this type of experience

2.1. Key considerations

Is the school looking for a venue to hold an awards ceremony for its
own enterprise activity, or is it hoping to work with an employer to
provide a complete experience i.e. an enterprise activity and an
awards ceremony arising out of it?

Is the hope that a third party will organise the activity and the school
will broker a suitable employer venue to hold the event at?

aid of the employer, with the intent of helping the students visit a
workplace simultaneously?

Is the activity an opportunity to conduct an enterprise activity with the

Is this a package that a third party e.g. STEMNET or others can broker
as an off-the-peg experience?

Important points to remembert

Before making contact with an employer regarding using their venue for enterprise activity it is probably best to be very clear about what the
activity represents, i.e. is it a start to end experience, or is it just the reward for activity done elsewhere?

Are there economies to work with other schools, or work with third party facilitators to work with one employer to host an award ceremony?

Give some thought about what business the company is in. Enterprise award ceremonies often court local media attention, so be clear that the
values of the organisation are in broad alignment with the values of your school. So, for example, if the company manufactures a controversial
product, are they trying to enhance their negative reputation at your expense?
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Section 3 Contactingthe employer

3.1.Preferred methods)of communication withemployer

Communicationmethod

Benefit

Drawback

Preferred method(s)

This again is a bespoke activity and once you are clear what you want,
and clear that there aren’t any other organisations you’ve chosen to
collaborate with, make contact with the company with a broad outline
of what you have in mind and ask to speak to the person who is most
appropriate to help in this situation.

Perhaps consider having a few ideas to suggest to them, so that you go
in with a menu of possibilities that they can help you with.

Many engineering and high
technology companies have well
developed Educational Qutreach
and CSR programmes and will be
looking for ways to find effective
interfaces with schools through off-
the-peg activity.

This encounter with your staff could
also be the start of wider strategic
working in the future for your
school.

As a business seeking to maintain
its sustainability and market
position the organisation may focus
upon its unigue needs and what it
offers may not adequately address
your specific needs in relation to
the delivery of curriculum.
However, even in this situation look
for any wider gains your school will
achieve by working with the
company.

Important points to emembet

realise all of the aims.

Before making the approach, just be aware of the organisational effort that needs to be expended with this sort of activity, and if you have the time to
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3.2. What to do include in your ask?

Relevance & points to negotiate

What curriculum need is this filling for my students, and what do | actually
need from the employer?

Supporting materials given out by the employer need to be
educationally relevant to be able to incorporate into schemes of work
and lesson plans

If the company is prepared to be both facilitator of the activity and host to
the awards ceremony how much autonomy will | give them, and how much
autonomy will they want?

What will | judge as being relevant to the curriculum? Isita
demonstration of the direct use of STEM subjects, or what an employer
will look for in a student who has interest and good results in STEM
subjects?

Important points to remember!

Larger employers and those with substantial educational outreach budgets are likely to be the strongest bet to contact for this sort of activity, but
remember you’re not the only school out there looking for employer support.

Enterprise activity hosted by a particular organisation with a particular focus will be representative of one part of the local labour-market, so whilst the
experience may be rewarding for you and your students it doesn’t represent the interests or needs of all of your students.

3.3. Next steps after making initial contact

Take up the offer of a meeting or site visit to negotiate what you feel
would work best, this will help you define what they can offer, and
also what would be most helpful to learn from them to help your
students.

Define responsibilities, if it is to be a workshop based activity with
delivery by both your staff and for example STEM ambassadors
establish who will do what on the day(s) of the visit(s).

Housekeeping

Ensure you are clear about how refreshments are going to be
organised and who is paying for them, is it you or the host?

Ensure that you are clear about;

9 Duration of the visit —a full day starting at x and finishing at y

&1 Any offer of support by the school is realistic and there is an
adequate school resource to support it, i.e. how many staff are
taken off timetable to support this event.
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Section4 — Planningthe Activity

| 4.1 SMART Obijectives for visit

1) Activity prior to the visit (staff)

Measure of success

1.1 Staff to define what preparatory activity
needs to be conducted, so for example will it
be a lesson preparing for the enterprise
activity or actual activity done at school in
advance of an off-site awards ceremony?

Against the aims of the activity, all students are briefed, or have conducted pre-cursory activity ahead of the visit to
the employer.

The enterprise activity is complete, the work is assessed by staff and/or third party judge e.g. STEM ambassador or
employer representative in advance of the awards ceremony.

2) Activity prior to the visit (students)

2.1 Students engage in enterprise activity, if
the activity is to be held at school before an
offsite awards ceremony

Students are assessed through the completion of the enterprise activity or project using relevant assessment
methods i.e. submission of a finished product, assessment of group working through a presentation of findings etc.

3) Activity during the visit (staff)

Measure of success

3.1. Staff to undertake assessment of students
engaging with the enterprise activity if
conducted with the employer at their
workplace.

3.2. Staff to complete any feedback requested
by the employer.

Using relevant assessment and observation techniques, ensure that learning is taking place in group activities
including presentations and relevant and timely feedback is given to the students during the activity.

To provide relevant and timely comments upon request from the organisation, outlining any areas of improvement
relevant to the learning experience.

4) Activity during the visit (students)

4.1 Students to engage with the activities
organised by the host staff, or to engage with
the awards ceremony positively.

The students have all participated in the activities and understand the relevance of the activities to their future
careers and work life.

Assessment and active questioning during the event by staff will assess if the students can understand how the
activity will be relevant in terms of the cultivation of soft workplace skills, e.g. communication skills, team working,
and problem solving skills.
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5) Activity after the visit (stidents) Measure of success
5.1. Students to complete a reflective log of In addition to the activity undertaken above, reflective log could include response to the following sample
their experience. questions;

1 The most useful part of the activity was (why)

9 The least useful part of the activity (why)
9 Did you enjoy generally the visit to the employer (why) and, if not, why?
I What are the key things you have learnt from this experience?
What do you now know more about the application of academic subjects to this particular type of
employment?
6) Activity after the visit (staff) Measure of success
6.1. Staff to evaluate learning experiences 9 Establish mechanisms to incorporate learning experiences into subsequent lesson plans or isolate element
during the enterprise activity and subsequent or themes to incorporate into the scheme of work.
awards ceremony. 9 Explicit use of resources supplied by the company at the training activity including virtual resources

supplied.
$ Reflection on key successes and individual successes displayed by students whilst with the employer.

Section5 — After the Activity

5.1. Followon activty after visit is complete

5.1.1. Follon-on steps for the staff

1 Contact the employer after the visit and thank them for their support of your team and your school and invite them to visit the school if they have
opportunity to do so.

1 Provide any feedback that you have received from the staff and students about the experience.

9 Publish their experiences on your website including photos and videos and share with other members of your team and the employer (data protection
permitting).

1 Asoutlined above, ensure that accurate records have been made of the names and positions of any staff they met/ or you contacted whilst brokering
the visit.

T  Make timely suggestions about improvements which can be made to the learning experience to the employer based on feedback from attendees.
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Section6 —Timeline

6.1. Timeline

=

3-6 months before intended enterprise activity and/or awards ceremony make initial contact with the employer(s) shortlisted for support.

As soon as possible arrange a visit to discuss what can be offered and negotiate who will deliver what during activity and enlist support of third
parties.

2-4 weeks before activity call to ensure everything is still set and ready to go, also contact any third parties attending to re-confirm attendance.
1 week before the visit confirm with other staff that they are clear what they will be doing on the day.

=

Day of the visit, ensure that you are visible to other staff attending and ensure they go to the correct rooms etc.

1-2 days after the visit, call, e-mail the employer to thank them, provide any feedback, and follow up on any queries, comments raised by the staff.
1-2 days after the visit, ensure that a student representative has written to the employer to thank them for their efforts in supporting this learning
experience.

= =4 4 -5 2

=

3-4 days after the visit, publish pictures, write an article to go on your school website or to be put in newsletter and share with the employer.

=

Based on your initial conversation with the employer immediately afterwards and no longer than 6 months after make contact again to establish any
other forms of support they can offer.

Section 7—Information Sources

7.1. Additional resources

Blackfriars Priory http://www.gloucesterblackfriars.co.uk/

Cheltenham Racecourse - http://cheltenham.thejockeyclub.co.uk/

Endsleigh Insurance Cheltenham https://www.endsleigh.co.uk/site-info/about-us/

University of Gloucestershire Outreach team - http://www.glos.ac.uk/partnerships/outreach/pages/schools-and-fe-colleges.aspx

Royal Agricultural University Outreach team - https://www.rau.ac.uk/about-us

UCAS Cheltenham https://www.ucas.com/corporate

Zurich, Cheltenham https://www.zurich.co.uk/en/about-us/our-offices
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Toolkit 9: Facilitated networking visits- meet the expert

Toolkit abstract

Duration of visit

% day

Key beneficiaries

All students studying to KS3/4/5 and of additional relevance to;

i those expressing interest in vocationally orientated full-time courses

or applying for apprenticeships after Year 11 and Year 13.

Staff teaching students to KS3/4/5 and of additional relevance to;
9 Staff teaching vocational subjects
9 Careers and other CEIAG staff in schools wishing to gain deeper
insights into specific careers and the local labour market.

GatsbyBenchmarks associated with this activity

5/6

Activity aim

The aim of this activity is for groups of students to meet “experts” in their
work setting and this type of activity can take place in school or as part of a
general visit to an employer. As a standalone experience consideration
needs to be made of how many “experts” could be met in one visit to make
the visit viable in terms of time out of school .
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Section 1: First consideratiortsefore contacting an employer

1.1 Key questions to ask before initiating contact

1.1.1 What learning outcomes do | want for the students from this-gfte activity?

Knowledge

Prior to the visit what do the students need to know about the employer
they are going to be hosted by?

What additional information will the staff need to help students make informed
careers decisions arising out of the activity itself and any experiences the
students have had at the host location?

What currently studied subjects will the activities on this visit link to?

What key questions do | want the staff to ask whilst there?

Skills

Specific skills or aptitudes that may be needed to work in the workplace
visited?

What opportunities would there be to use communication, team-working and
other soft workplace skills in the workplace visited or any other?

Importance of English, maths, ICT to roles in this workplace visited as host

Any other important career related information e.g. unique qualifications needed
to progress towards specific career goals in the workplace visited?

1.1.2. What do | want to achieve from the learning experience?

What are the objectives of the activity for the school and its students?

How can this visit help to invigorate learning in academic subjects in
particular core subjects?

Are there economies of scale in incorporating “meet the expert” activity into
a wider off-site visit?

That the learning experience is helpful in terms of developing work-related
soft skills.

Has the school already visited this facility before and, if so, was it beneficial?

What activities will | plan in school to follow up the event?

1.1.3. What does the organisation want from the visit?

What are the main objectives of the activity for the employer (and its
employees); is it a CSR opportunity for them?

Is the company looking to influence recruitment of new employees, graduates,
apprentices or interns as a result of skill shortage?

Is this an opportunity for the organisation to develop its own staff e.g. through
delivery of training workshops or networking with educational providers?

Is the organisation looking to develop other strategic relationships with the
school, e.g. sponsorship of facilities or provision of materials, equipment or
expertise?
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1.1.4. Group size, access considerationgdget and staffing considerations

How many students are going to participate in this visit? Is it part of an
offer to a selection of students expressing interest in a vocational area e.g.
engineering, hairdressing, child care? If a whole year group is attending
can they be extracted from lessons?

How many staff will be needed to supervise the students as they conduct
the activity?

Will the school need to hire a coach or vehicles larger than school mini-
bus? If a coach is hired, will the school pay or will the students need to

pay?

Is this activity relevant and realistic for all of the students participating?

Section 2- Research por to making contact withemployers hosting this type of experience

2.1.

Key considerations

The process of meeting the expert needs to be relaxed and spontaneous
when the students meet the employer; what needs to occur beforehand
to make this experience a success?

To maximise the benefit of taking this activity off-site as opposed to an
employer visit, what else might | want from the employer; a tour for
example?

What other preparatory activity might the students need to undertake
before meeting the employer to ensure that they actually engage and ask
guestions?

What precursory work might | need to do with the employer to ensure
maximum engagement with the students?

Important points to remembert

Given that this activity could be more cost effective to do in school as opposed to off-site, what value-added elements am | looking for from the

employer?

If | approach the right employer, what opportunities arise to meet a number of experts in one visit. If the organisation has many departments e.g. a
local council, are there opportunities for the students to engage with a range of employees in one experience?
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Toolkit 9: Facilitated networking visits- meet the expert

Section 3 Making contac¢ with the employer

3.1. Preferred methods)of communication withemployer

Communication method

Benefit

Drawback

Preferred method(s)

Since it is likely that to gain access to a range of “experts” you will be
approaching organisations to the larger end of the spectrum, consider
that there are a range of potential contacts.

Be prepared to contact a “gate keeper” e.g. a secretary or call centre,
but be prepared to ask for a range of potential individuals including;

9 Education Community Manager

9 HRor Training and Development Manager

1 Corporate Social Responsibility (CSR) Manager
9 Site or Facilities manager

Calling is more direct, but be clear
in what you are asking for;
essentially you want your students
to meet with the organisation’s
staff to discuss what they do at
work.

Whilst it may be appealing to take
this activity off-site to meet a range
of staff, employers may not be able
to spare their staff to do this, and
could prefer to send a member of
their team to the school. Regard
this as a win-win situation, as you
are still engaged with the employer
if this is suggested.

Important points to remembet

Before making the approach, define who you might want your students to meet whilst visiting the employer. It may be worth writing a short list of the
types of roles you might encounter, for example, when visiting an organisation based at Gloucester Docks.
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3.2. What to do include in your ask?

Relevance & points to negotiate

What curriculum need is this filling for my students, and what do | actually How many “experts” will the students get chance to meet, and what will
need from the employer? the format be, will they be in training room or will they meet employees
in their actual settings? This is important because different learners will
respond better to different learning experiences

If it is clear that the employer cannot host a visit by the school, what are Have you decided before you ask for support what you are seeking? Are
the other things can you ask them to support from a menu of choices? Isit | clear about what the organisation does from your research, or are you
best in this situation to e-mail a list of opportunities to the employer for going into the situation blind?

them to respond to?

Important points to remember!

Larger organisations will offer a greater range of experts, so it is worth considering this, but also ensure if you choose this approach that the visit is
balanced i.e. allow time for the students to ask questions, and not just passively engage in a site visit. It is important, if the meeting is combined with a
general site visit, that more time is given to Q+A if this activity is undertaken.

3.3. Next steps after making initial contact

Take up the offer of a meeting or site visit to negotiate what you feel Provide the employer with information about the ages of the students,
would work best. This will help you define what they can offer, and any specific SEND needs, the interests of the students, and, most

also what would be most helpful to learn from them to help your importantly, how many students will visit.

students.

Housekeeping

Clarify with the employer: timings, which site is to be visited, and who | Ensure that you are clear about;

will be receiving your party on-site as this could be different to the 9 Duration of the visit —a full day starting at x and finishing at y

person who brokers the visit. & If the students need refreshments, who will be providing them, the
employer, you or the students themselves?

Have | written a robust emergency care plan and have emergency Has parental consent been obtained and refusals managed?

contacts?
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Toolkit 9: Facilitated networking visits- meet the expert

Section4 — Planning the Activity

| 4.1 SMART Obijectives for visit

1) Activity prior to the visit (staff)

Measureof success

1.1 Staff to define what preparatory
activity needs to be conducted, so for
example will it be a lesson preparing for
the visit, or activity to help the students to
develop questioning techniques.

Against the aims of the activity, all students are briefed, or have conducted pre-cursory activity ahead of
the visit to the employer.

Have the students conducted group or individual research into the company and its activities ahead of the
visit?

2) Activity duringthe visit (students)

2.1 Students engage in the activity

Assess the students’ use of active questioning and listening skills, and observe how they generally respond
to and engage with the various “experts” that they meet during the visit.

Single out examples of exemplar behaviour from individual students during the visit for comment upon
during the visit and any review afterwards.

3) Activity during the visit (saff)

Measure of success

3.1. Staff to undertake assessment of
students engaging with the employer in
the workplace and range and depth of
guestions asked.

Using relevant assessment and observation techniques, ensure that learning is taking place during the
activity. Observe how the learners respond to answers given by the employers.

4) Activity after the \vsit (students)

Measure of success

4.1. Students to complete a reflective log
of their experience.

In addition to the activity undertaken above, reflective log could include response to the following sample
guestions;

The most useful part of the activity was (why)

The least useful part of the activity (why)

What types of questions were asked of the employer during the visit?

Did you enjoy generally the visit to the employer (why) and, if not, why?

What are the key things you have learnt from this experience?

What do you now know more about the application of academic subjects to this particular type of
employment?

= =4 =4 -8 -8 9
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Toolkit 9: Facilitated networking visits- meet the expert

5) Activity after the visit (staff) Measure of success
5.1. Staff to evaluate learning experiences 9 Establish mechanisms to incorporate learning experiences into subsequent lesson plans or isolate
during the activity. element or themes to incorporate into the scheme of work.

9 Explicit use of resources supplied by the company at the training activity including virtual
resources supplied.

%I Reflection on key successes and individual successes displayed by students whilst with the
employer.

Section5 — After the Activity

5.1. Followon activity after visit is complete

5.1.1. Followon steps for the staff

T

Contact the employer after the visit and thank them for their support of your team and your school and invite them to visit the school if they have
opportunity to do so.

Provide any feedback that you have received from the staff and students about the experience.

Publish their experiences on your website including photos and videos and share with other members of your team and the employer (data protection
permitting).

As outlined above, ensure that accurate records have been made of the names and positions of any staff they met/or you contacted whilst brokering
the visit.

Make timely suggestions about improvements which can be made to the learning experience to the employer based on feedback from attendees.
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Section 6-Timeline

3 months before the intended visit make initial contact with the employer(s) shortlisted for support.

As soon as possible arrange a visit to discuss what can be offered.

2-4 weeks before activity call to ensure everything is still set and ready to go.

1 week before the visit confirm with other staff that they are clear what they will be doing on the day.

Day of the visit, ensure that all students due to go on the visit attend.

1-2 days after the visit, call, e-mail the employer to thank them, provide any feedback, and follow up on any queries, comments raised by the staff.
1-2 days after the visit, ensure that a student representative has written to the employer to thank them for their efforts in supporting this learning
experience.
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3-4 days after the visit, publish pictures, write an article to go on your school website or to be put in newsletter and share with the employer.

Based on your initial conversation with the employer immediately afterwards and no longer than 6 months after make contact again to establish any
other forms of support they can offer.

=

Section 7-Information Sources



http://www.gfirstlep.com/
http://www.grows.ac.uk/teacher
http://www.inspiringthefuture.org/
http://www.graphicscience.co.uk/stem/

Duration of visit 1 day

Key beneficiaries Staff teaching students to KS3/4/5 and of additional relevance to;

i Staff teaching vocational subjects

9 Careers and other CEIAG staff in schools wishing to gain deeper
insights into specific careers and the local labour market.

I The insights gained by staff during the team building experience and
visit to the employer/charitable organisation, will have relevance to
students taught by them learning to KS3/4/5.

GatsbyBenchmarks associated with this activity 5/6

Activity aim The aim of this activity is for groups of teaching staff to undertake offsite
team building with the aim of developing workplace awareness and
knowledge of different working environments with the aim of sharing this
with their students subsequent to the experience.
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Toolkit 10: Offsite work-based team building experiencer staff

Section 1: First consideratiortsefore contacting an employer

1.1 Key questions to ask before initiating contact

1.1.1 What learning outcomes do | want for thetaff from this off-site activity?

Knowledge

This visit is for the benefit of staff to team-build in an environment
other than at school. However, it is also an opportunity to build
networks with local employers and to gain clear insights into their
workplaces.

Since this isn’t a direct visit of your students to a workplace, it is a much as
anything a fact finding mission for your team.

What currently studied subjects will knowledge acquired from this visit
link to?

What key questions do | want the staff to ask whilst there?

Skills

What specific skills or aptitudes would potentially be needed to work
in the workplace visited?

From my research on this visit, what opportunities would there be to use
communication, team-working and other soft workplace skills in the
workplace visited or any other?

Importance of English, maths, ICT to roles in this workplace visited as
host.

Any other important career-related information e.g. unique qualifications
needed to progress towards specific career goals in the workplace visited?

1.1.2. What do | want to achieve from thlearning experience?

What are the objectives of the activity for the school and its students?

How can this visit help to invigorate learning in academic subjects in
particular core subjects?

Are there economies of scale in incorporating this visit into wider
careers education?

By going to a workplace as an academic team, what can we learn
together about the employer that can be incorporated into future
development for the team?

Has the school already visited this facility before and, if so, was it
beneficial?

What activities will | plan in school to follow up the event?
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Toolkit 10: Offsite work-based team building experiencer staff

1.1.3. What does the organisation want from the visit?

What are the main objectives of the activity for the employer (and its
employees), is it a CSR or sponsorship opportunity for them?

Is the company or charitylooking to influence recruitment of new
employees, graduates, apprentices, interns or volunteers as a result of skill
shortage?

Is this an opportunity for the organisation to develop its own staff e.g.
through delivery of training workshops or networking with educational
providers?

Is the organisation looking to develop other strategic relationships with
the school, e.g. sponsorship of facilities or provision of materials,
equipment or expertise?

1.1.4. Group size, access considerationggdget and staffing considerations

Consider how many staff you wish to take part in this activity and what it
is you want them to do?

Will the staff make their own way there and, if so, will they need car
parking permits?

Opportunities to team-build can often arise from doing a piece of
volunteering for a charity.

Will the employer provide refreshments or will the school need to sponsor
this?

Section 2- Research por to making contact withemployers hosting this type of experience

2.1. Key considerations

Charities are often well placed to support off-site training days, and can
offer a range of hands-on projects for your team to engage with. They
also are keen to give attendees opportunity to visit their premises and
information about the work that they do.

As part of CSR, larger organisations like to open up their spaces to other
organisations, and may charge a nominal fee for the use of training rooms,
conferencing facilities and other large spaces.

Some organisations may be happy to provide training from their own
training department, so there is an opportunity to access workplace
training and expertise e.g. how to motivate your staff.

If you plan to buy in training, then the company needs to be aware of this
and happy that you are inviting a third party to their premises.

Important points to renember

towards the larger end of the spectrum of local employers.

Companies with robust CSR policies and programmes may offer very specific resources e.g. use of space, equipment, facilities etc. but these will be

make INSET training more unique and impactful.

Charities of all sizes will warmly welcome your request for support and will often provide interesting and creative team-building activities which may
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Section 3- Making contact wth the employer

Preferred method(s)
This is a bespoke activity, so if you are contacting a company, think Calling is helpful because you can Depending on the size of
about what the training or even meeting looks like. If you are gain a scope of what they can offer | organisation contacted, in the case
considering a charity, perhaps be led by them in terms of what you can | you, and what you can offer them. | of companies, they may not have
help with as part of your team building. They will have a menu of For a company it is reputation, for a | the resources to support you. In
choices in terms of the jobs they need doing. charity it is engaging with potential | the case of a smaller charity, they
donors, supporters and helping may ask for more than you can

Be prepared to contact a “gate keeper” e.g. a secretary or call centre, | them to share their case for supply. In both cases, however, you
but be prepared to ask for a range of potential individuals including; support. are engaging with employers.

1 Education Community Manager

1 HRor Training and Development Manager

9 Corporate Social Responsibility (CSR) Manager

9 Site or Facilities Manager

Think clearly about what it is your team needs to do to develop and how an employer can make this a rewarding and unique experience for your team.
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A site meeting with the person you’ve made contact with is really good practice as it allows you to gain greater insight into the work of the company,
and also gives you chance to develop the scope of the activity and where responsibilities lie.

Clarify with the employer: timings, which site is to be visited, and who | Ensure that you are clear about;

will be receiving your party on-site as this could be different to the 9 Duration of the visit —a full day starting at x and finishing at y

person who brokers the visit. §  If the staff need refreshments, who will be providing them, your
school or the employer?

Do you need to do a risk assessment or ask the contact at the If staff are travelling by their own cars are they covered by your school

charity/company to do so? insurance or will they need business insurance on their own vehicles?

Section4 — Planning the Activity

1.1 For the benefit of students taught it is helpful 9 If the visit is to a hospice, for example, staff could map out the range of roles seen e.g.
for each member of staff attending to consider nursing staff, therapists, and support staff such as fundraisers and research the sort of
what the employer does, what their staff do, and aptitudes and qualifications their students would need to work in these roles.

how this relates to your curriculum.

2.1. Staff to observe the types of activity going on I As above it would useful for staff to complete a mental map of the roles witnessed and how
in the workplace, roles displayed, and staff this can be incorporated into curriculum. For example, the visit was hosted in a legal
worked with practice, therefore what skills and qualifications might a student need to become a solicitor

or a paralegal, or to create the website of the practice?
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Toolkit 10: Offsite work-based team building experiencer staff

3) Activity after the vsit Measure of success

3.1. Staff to reflect on their experience In addition to the activity undertaken above, reflections could include responses to the following;
1 The most useful part of the activity (for my future teaching) was (why)

The least useful part of the activity (for my future teaching) (why)

What types of questions were asked of the employer during the visit?

Did you enjoy generally the visit to the employer (why) and, if not, why?

Do you think you know more about the application of subjects and skills to this particular
type of employment or employment generally?

=A =4 -4 -9

Section5 — After the Activity

5.1. Followon activity after visit is complete

5.1.1. Followon steps for the staff

T

Contact the employer after the visit and thank them for their support of your team and your school and invite them to visit the school if they have
opportunity to do so.

Provide any feedback that you have received from the staff about the experience.

Publish their experiences on your website including photos and videos and share with other members of your team and the employer (data protection

permitting).

As outlined above, ensure that accurate records have been made of the names and positions of any staff they met/or you contacted whilst brokering

the visit.
Make timely suggestions about improvements which can be made to the learning experience to the employer based on feedback from attendees.
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Section 6-Timeline

3 months before the intended visit make initial contact with the employer(s) / charities shortlisted for support.

In the case of a charity, incorporate it into your school’s own CSR and perhaps take a donation with you.

As soon as possible arrange a visit to discuss what can be offered.

2-4 weeks before activity call to ensure everything is still set and ready to go.

1 week before the visit confirm with other staff that they are clear what they will be doing on the day and what clothing they may need e.g.
wellingtons, warm clothing and gloves.
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Day of the visit, ensure that all staff due to go on the visit attend.
1-2 days after the visit, call, e-mail the employer to thank them, provide any feedback, and follow up on any queries, comments raised by the staff.
3-4 days after the visit, publish pictures, write an article to go on your school website or to be put in newsletter and share with the employer.

Based on your initial conversation with the employer immediately afterwards and no longer than 6 months after make contact again to establish any
other forms of support they can offer.
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Section 7-Information Sources



https://canalrivertrust.org.uk/
https://gloucester.foodbank.org.uk/
http://www.jameshopkinstrust.org.uk/corporate-partners/
https://www.longfield.org.uk/
https://www.maggiescentres.org/how-you-can-help/get-your-company-involved/
https://www.nationalstar.org/get-involved/corporate-partnerships/
http://www.sueryder.org/care-centres/hospices/leckhampton-court-hospice
https://www.wwt.org.uk/wetland-centres/slimbridge/
https://www.winstonswish.org/get-involved/corporate/

Toolkit1ll: Teacher wor kplace “placements”

Toolkit abstract

Duration of visit 1 day (or recurrent)

Key beneficiaries Outcomes from this activity will benefit all students studying to KS3/4/5 and
of additional relevance to;
i those expressing interest in vocationally orientated full-time courses
or applying for apprenticeships after Year 11 and Year 13.
Staff teaching students to KS3/4/5 and of additional relevance to;
9 Staff teaching vocational subjects
9 Careers and other CEIAG staff in schools wishing to gain deeper
insights into specific careers and the local labour market

GatsbyBenchmarks associated with this activity 5/6

Activity aim The aim of this activity is for individual teaching staff to benefit from their
own “work experience” to develop awareness of various workplaces, and
the application of skills and subjects taught by them in the classroom. The
activity could be co-ordinated by a member of the SMT or a departmental
lead to develop their teaching staff.
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Toolkit1ll: Teacher wor kplace “placements”

Section 1: First consideratiortsefore contacting an employer

1.1  Key questions to ask before initiating contact

1.1.1 What learning outcomes do | want for the students from this-gfte activity?

Knowledge

What do | hope to learn from the workplace visit that will help my What do | need to know about the employer before the visit?
students?

In the case of specific skills e.g. STEM subjects, which teaching staff (if | am | Is this primarily a fact finding mission, a piece of staff development or
a departmental head) will gain the most from the visit? How can the both?

member of staff be closely matched to the workplace environment visit?
For my students, what specific skills or aptitudes would potentially be | From my research on this visit, what opportunities would there be to use
needed to work in the workplace visited? communication, team-working and other soft workplace skills in the
workplace visited or any other?

Importance of English, maths, ICT to roles in this workplace visited as Any other important career-related information e.g. unique qualifications
host needed to progress towards specific career goals in the workplace visited?

1.1.2. What do | waniny staffto achieve from the learning experience?

What are the objectives of the activity for the school and its students? How can this visit help to invigorate learning in academic subjects in
particular core subjects?

Are there economies of scale in incorporating this visit into the wider What are the staff development aims associated with this activity?

careers education programme?

Has the school already visited this facility before and, if so, was it What activities will | plan in school to follow up the event?

beneficial?
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Toolkit1ll: Teacher

1.1.3. What does the organisation want from the visit?

wor kpl ace “placements”

What are the main objectives of the activity for the employer (and its
employees), is it a CSR opportunity for them?

Is the company looking to influence recruitment of new employees,
graduates, apprentices, interns as a result of skill shortage?

Is this an opportunity for the organisation to develop its own staff e.g.
through delivery of training workshops or networking with educational
providers?

Is the organisation looking to develop other strategic relationships with
the school, e.g. sponsorship of facilities or provision of materials,
equipment or expertise?

1.1.4. Group size, access considerationggdget and staffing considerations

teaching staff.

This activity is designed to benefit individual members of staff, but can be repeated with different employers and with different members of the

relevant to their teaching area(s).

When viewed at a programmatic level, it could be beneficial for each member of the teaching staff as part of their CPD to visit one employer per year

Ensure that the teacher is reimbursed for any visits to employers and that there are resources to cover lost teaching time as a result of the visit.

Section 2- Research por to making contact withemployers hosting this type of experience

2.1. Keyconsiderations

Employers would be keen to support workplace visits of this nature since
it helps them to interface with learning providers to explain their skill
shortages and skills gaps

At a departmental level, conduct an audit of preferred types of employers
especially those often mentioned by students as preferred careers e.g.
forensic scientist, psychologist, early years worker.

Use the opportunity to develop links with employers beyond the visit of
one teacher

Important points to remember!

There are opportunities here to work with SMEs at a local level, as they will be excited to share information about what they do, especially if their
company is making bespoke or unique products, or they work at the cutting edge.

As a result of the audit, consider areas of employment where teaching
staff have the greatest gaps in their knowledge e.g. how does someone
become a flight controller?

As an investment in their future, employers will be keen to influence the “pipeline” of potential new employers, so a fact finding mission by a teacher
teaching ICT to a communications company could be really relevant to their needs too.
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Toolkit11: Teac her
Section 3 Making contactwith the employer

3.1. Preferred metho@s) of communication with employer

wor kpl ace “placements”

Communication method
Preferred method(s)

This is a bespoke activity, so if you are contacting a company
be prepared to contact a “gate keeper” e.g. a secretary or call centre,
but be prepared to ask for a range of potential individuals including;

Education Community Manager

HR or Training and Development Manager

Corporate Social Responsibility (CSR) Manager
9 Site or Facilities Manager

Important points to remember!

= =4 -4

Calling is helpful because you can
negotiate with them how it would
be beneficial to them and your
school if a teacher were to goon a
fact finding mission to see how
taught skills and subjects are
applied in the workplace.

Some companies will not have the
resource to support any visits, but
in this scenario there is a stronger
likelihood of success as it
represents true business to
business co-operation.

Go with a clear ask, e.g. my teacher of KS4 core science would like to find out more about high-technology developments in your workplace to enable
them to discuss with their students the relevance of physics to careers in engineering.

3.2. Next steps after making initial contact

the case of multiple sites.

A site meeting with the person you’ve made contact with is really good practice as it allows you to gain greater insight into the work of the company,
and also gives you chance to develop the scope of the activity and where responsibilities lie.

Houseke@ing

I Ensure that you have clarified with the employer, who is visiting, who they will meet, the duration of the visit, and which site it is hosted on in

9 Consider risk assessing the activity if it is necessary to do so, or if it is reasonable for the employer to risk assess and provide insurance.

employer’s place of work.

9 Will the teacher(s) need additional indemnity whilst off site including consideration of insurance for any private vehicles used getting to the
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Toolkit11: Teac her
Section4 — Planning the Activity

wor kpl ace “placements”

4.1.SMART Obijectives for visit
1) Activity prior to the visit \ Measure of success

1.1 Prior to the site visit, it is important
that the teacher in question does their
research, by visiting the company website
and researching specific functions of the
company.

2) Activity during the visit

and staff worked with.

3) Activity after the visit
3.1. Staff to reflect on their experience

2.1. Staff to observe the types of activity
going on in the workplace, roles displayed,

l

T
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By being briefed before the visit, the teacher will be in a stronger position to ask the right
guestions at the right time when with the employer e.g. | notice that your company manufactures
graphene; what subjects would you say are best for my students to study to work in your company
making this product?

Measure of success

Whilst on site, the teacher should be prepared to ask employees what routes they used to get into
this type of employment and what skills and subjects they feel are most relevant to do the role in
qguestion. It could be beneficial to write a blog or something that can be viewed by students in real
time during the visit or during a morning tutorial to follow the exploits of the teacher.

It is beneficial for the teacher to ask about the general principles of the operation e.g. how many
people are cared for, what types of conditions are cared for, how young people can find out more
about what they need to do to become e.g. a health care assistant.

Measure of success
In addition to the activity undertaken above, reflections could include responses to the following;

The most useful part of the activity (for my future teaching) was (why)

The least useful part of the activity (for my future teaching) (why)

What types of questions were asked of the employer during the visit?

Did you enjoy generally the visit to the employer (why) and, if not, why?

Do you think you know more about the application of subjects and skills to this particular type of
employment or employment generally?
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Toolkit1ll: Teacher wor kplace “placements”

Section5 — After the Activity

5.1. Followon activity after visit is complete

5.1.1. Followon steps for the staff

T

T

Teacher and primary contact to contact the employer after the visit and thank them for their support of your team and your school and invite them to
visit the school if they have opportunity to do so.

Publish experiences on your website including photos and videos and share with other members of your team and the employer (data protection
permitting).

Give a briefing to other members of staff in the directorate about the outcomes of the visit.

Organise an assembly, tutorial or other meeting with students to discuss the outcome of your “work experience” visit.

As outlined above, ensure that accurate records have been made of the names and positions of any staff they met/or you contacted whilst brokering
the visit.

Make timely suggestions about improvements which can be made to the learning experience to the employer based on feedback from attendees.

Section 6-Timeline

6.1. Timeline
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3-6 months before the intended visit make initial contact with the employer(s) shortlisted for support.
2-4 weeks before activity call to ensure everything is still set and ready to go.
Day of the visit, ensure that each staff member attends as arranged, and contact the employer in the case of a last minute cancellation

1-2 days after the visit, call, e-mail the employer to thank them, provide any feedback, and follow up on any queries, comments raised by the
attendee.

3-4 days after the visit, publish pictures, write an article to go on your school website or to be put in newsletter and share with the employer.
No more than a week after, brief other members of your team about the visit.
No more than a month after the visit incorporate the learning into a lesson plan.

Based on your initial conversation with the employer immediately afterwards and no longer than 6 months after make contact again to establish any
other forms of support they can offer.

105



Toolkit1ll: Teacher wor kplace “placements”

Section 7-Information Sources

7.1. Additional resources

Various opportunities are available, and it is best to define sector before starting to contact employers. To define various job roles, and job families use the
resources of the National Careers Service as a guide to preferred employer types, e.g. a visit to a dental practice.

National Careers Service-job profiles: https://nationalcareersservice.direct.gov.uk/job-profiles/home
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Appendix 1: Templatdor parental consentetter andreply slip
School headed paper
Nameof intended recipient(s)

Dear

(Delete as applicable) School visit @ompany name/College/Training providdéor Taster day /Volunteering/Work Shadowing/Work place visit/Enterprise Activity
[Enterprise Award Ceremonyn date

Your son/daughter has been invited to (delete as applicable) attend a taster day at x College/voluntesr/ participate in work shadowing at/undertake a work place vis
to/attend an enterprise activitat /attend an enterpriseaward ceremony at xén date.

The visit will last for (delete as applicable) % day / % day / 1 day and students will be (brief description of activity)
(Delete as applicable) The coach / mini-bus will be picking the students up at ..am/..pm.
(Delete as applicable) Students attending will need to wear business dress/comfortable clothing

(Delete as applicable) The employer will provide work boots / goggles / coveralls / reflective vests. Please can you indicate your child’s clothing size / foot sizen the reply
slip.

If your child has any disabilities, allergies or specific medical needs that may limit or prevent them from participating in this visit, please ensure that tutor/teacher/year
headis aware of this before ...

(Delete as applicable) Refreshmats will/will not be suppliedPlease ensure that your child brings a packed Iufighur child has any special dietary requirements we
need to be aware of, please indicate on the reply slip below.

Please return the reply slip to .... by....

If there is any additional information that we need to be aware of before this visit, please make us aware in the additional information box on the reply slip below.

Yours sincerely,

Head of(YearSubject Group)
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Reply slip:

| CONSENE FOF ittt e ere e 10 attend this ACHIVITY ON .o BT e s s st s s e e b b et ene
Dietary requirements - My son/daughter is.......cccceceereeeeeeeerereeecveneeereeeere s

Foot size ......cccoevenene.

Clothing Size ....ccooveveeeeeeeree,

Additional information

E.g. disabilities / SEND / allergies / medical condition / medication taken regularly etc.

SIENATUIE: ettt ettt ettt st saesae e ae et b et be s e e e se se sreeueene e et e e b e essesbe e et nees

V=10 0 [P RTPON
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