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Introduction 

Why employer engagement is important 

The benefits of inviting employers and training providers into schools and colleges to support Careers Education, Information, Advice and Guidance (CEIAG) are extensive. 

Well planned and successful activities can inspire students and raise their aspirations, as well as inform them about the local labour market. By engaging with employers, 

young people have the opportunity to learn about working life, the reality of different careers, and to gain advice and information directly from professionals. Employer 

engagement can also help students’ motivation in school, including those that are disengaged, thereby potentially reducing the risk of students becoming NEET. Finally, by 

exposing students to a broad range of routes to employment, it is possible for schools, colleges and students to benefit from wider and more diverse destinations post 16 and 

18.   

This resource provides 12 different employer-led activities that can be arranged at your school or college. A toolkit is included for each activity, which contains information 
and guidance about how to arrange the event, the resources and materials needed, what you need to consider, a planning timeline, the year group(s) it is aimed at and links 
to the Gatsby Benchmarks.  

The eight Gatsby Benchmarks of Good Career Guidance: 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 begin to work towards these Benchmarks immediately and meet them by the end of 2020. They are:  

1. A stable careers programme 
2. Learning from career and labour market information 
3. Addressing the needs of each student 
4. Linking curriculum learning to careers 
5. Encounters with employers and employees 
6. Experiences of workplaces 
7. Encounters with further and higher education 
8. Personal guidance 
 

Using Gatsby to audit your school/college’s 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 .  

Once an audit is complete, you should then consider: 

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


4 
 

o What you want to achieve from your overall engagement with employers. 

o What the desired aims and outcomes are for each activity. 

o Which Gatsby Benchmarks are you aiming to meet? 

o Who you want to reach in the student population:  will the activity be open to a targeted number of students or a whole year group or Key Stage? 

o How do the activities fit with your school or college ethos and core values?  

General Considerations 

Planning: 

Planning and organising activities and events can take a large amount of time and resources.  Consider: 

o Who has overall responsibility for organising the activity? 

o Do you have the time and resources to do this in school, or is it best outsourced to an external provider, such as your careers guidance service?  

o Clearly identify individual roles and tasks – not doing this can lead to a breakdown in communication and either duplicating of effort or things getting missed. 

o Start planning as early as possible – many employers, schools and colleges require long lead times. 

o How you will manage last minute changes? 

o Consider a pre-session questionnaire, to support your impact measurement (see ‘Evaluation’ below). 

To make the activities successful, students and staff involved should be briefed in advance about the event, as well as any preparation that is required, the purpose and 

benefits of the event and expected behaviours.  

Timetabling: 

o How will your proposed activity fit with your school or college timetable? – consider potential clashes such as departmental days, mock exams. 

o Reserve the date with timetabling as soon as it is known so it is fixed in your school/college calendar. 

o Where will the event take place and what is required at this location? Book rooms as soon as possible.  

o Will your proposed date be suitable for the employer(s) or training provider(s)? – consider certain busy times of the month/year and/or clashes with other major 

careers events in your area e.g. you need to book early to get employers during National Careers week, National Apprenticeship week and STEM week. 

o What time of day will activities take place? Will students take part if activities are during lunchtimes or after school?  Are you likely to be able to get employers to 

attend in the middle of the working day? 

Overall considerations when engaging with employers: 

o Some employers have more resources or are more willing to help than others. 

o The length of time it takes for employers to confirm can vary widely – consider setting a deadline for responses so that you can chase after a certain date. 
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o Work demands mean that some employers may need to pull out at the last-minute – consider your back-up plan. 

o Employers need to know what is expected of them:  prepare and agree a brief in advance, continue with clear and regular communication, both leading up to the 

event and on the day itself. 

o Employers may be experts in their own field or sector but they are not teachers and may be unfamiliar with aspects of education and schools.  

o Individual employers and employees will all have different personalities and delivery styles, some may express their own opinions.  Do you need to mitigate for these 

differences, e.g. if they conflict with your school values? 

o Employers may not have a DBS check and therefore will need to be accompanied at all times when in your school or college – consider the teacher resources you will 

require for this to be possible. 

o Treat employers with respect and make them feel welcome – consider refreshments e.g. as a minimum offer water, tea or coffee.  If held over a lunchtime or evening, 

will you be offering food?  Let your employers know so that they can plan around meal times.  Consider dietary requirements. 

o The experience individual employers receive on the day can make the difference of them working with your school or college and students again – both students and 

staff contribute to their overall experience. 

Evaluation: 

How will you evaluate or measure the success of the activity or impact it has had on your students?  Evaluations can be completed by students before and immediately after 

the event, as well as by the teachers and employers involved.  Will there be any kind of review or follow up action afterwards?  Consider a write up in the school or college 

newsletter and/or website.  Taking photographs or videos is a good way to capture aspects of the event – do you have permission to take photographs/videos of those 

participating?  Consider sharing photographs and or a summary of feedback with the employer(s) involved, as they may like to demonstrate or promote that they are 

participating e.g. for corporate and social responsibility or staff development. 

When putting together an evaluation form, consider what you are measuring and how you will use the data.   Keep closely in mind your aims and objectives for the activity, as 

this is an important part of any evaluation.  You might also have wider school outcomes that you want to measure, such as supporting your destinations data. 

Sample evaluation forms are available at Appendices 7 and 8.  

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.    

  

mailto:rob.jenkins@gfirstlep.com
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Toolkit overviews: managing employer-led inputs into schools and colleges 

No Toolkit Description of activity Ideal 
for 
Key 
Stage 

Aims and objectives of activity/Gatsby Benchmark Classification 
of activity 

Suggested 
duration 

1 Carousel of 
workshops with 
employers               

Employers and training providers run 20-
30-minute interactive workshops (practical 
activity followed by information about 
careers in that sector). 

KS3 
KS4 

Students take part in a range of practical activities 
related to different job roles. Students are inspired 
and employment opportunities are improved. 
 
Gatsby Benchmark 5, 7 and possibly 2. 

Broad contact 
Interactive 
experience 

½ day – full 
day 

2 Careers fairs and 
post 16/18 options 
events                       

Whole school or possible multi-school 
careers fair, which may include an 
Apprenticeships event. To take place either 
during the school day or in the evening.   

KS3 
KS4 
KS5 

Students learn about local opportunities open to 
them. Students are inspired and employment 
opportunities are improved. 
 
Gatsby Benchmark 5, 6. 

Broad contact 
Interactive 
experience 

½ day – full 
day 

3 Work-based 
employment project 
with an employer        

Group/s of students work with an 
employer on a project. Includes research, 
work-related activities, record of learning 
and a presentation at the end of the 
project.   

KS3  
KS4 
KS5 

Students work on a successful project linked to an 
employer. Students build their confidence and 
develop employability skills, learn about the world of 
work and different roles that are involved in a 
project. 
 
Gatsby Benchmark 5.  

Broad contact 
Interactive 
experience 

Approx. 12 
hours over 
a term   
(some 
schemes 
may be 
longer)          

4 Interviewing 
employers challenge                      
 
 
 
 
 

A careers fact-finding activity involving a 
range of employers from different sectors 
or the same sector. Students spend up to 
10 minutes with each employer, asking 
questions to find out more about their job 
and to gain useful information about the 
requirements of the job.   

KS4 
KS5 

Students interview different employers about their 
jobs and the routes in. This helps with students’ 
understanding of what the work is really like, 
inspires young people to think about careers that 
they may not be aware of or previously considered.  
 
Gatsby Benchmark 5, 7 and possibly 2.  

Broad contact 
Interactive 
experience 

½ day 

5 Employers into the 
curriculum: a lesson-
based activity 
 

A lesson based around a particular career 
related to a subject, or a specific 
curriculum subject topic. Lesson run by the 
employer, to include all relevant 
information and an activity. 

KS3 
KS4 
KS5 

Students can see the link between lesson subjects 
and the world of work. Students learn about a career 
in the classroom from an employer. 
 
Gatsby Benchmark 4, 5.  

Interactive 
experience. 
Relevant contact 

Single 
lesson 
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No Toolkit Description of activity Ideal 
for 
Key 
Stage 

Aims and objectives of activity/Gatsby Benchmark Classification 
of activity 

Suggested 
duration 

6 Careers talks: single 
employer or whole 
sector 

Presentation or talk includes a Q and A 
session. Either a stand-alone talk or as part 
of a programme of talks. 

KS4 
KS5 
Year 9 

Students learn about a career(s) within a sector or 
employer and the local labour market. Students are 
inspired, informed and understand the requirements 
needed for these professions. 
 
Gatsby Benchmark 5, 7, and 2 where possible. 

Broad contact 
Interactive 
experience. 

30-45 
minutes 

7 Apprenticeship talk 
or workshop 
 
 
 
 
 
 
 
 

Introduction to apprenticeships KS3 Students have a better understanding about what an 
apprenticeship is, the options available post 16 and 
post 18 and how they work.  
 
Gatsby Benchmark 5. 

Broad/relevant 
contact 
 

Single 
lesson or 
up to ½ day 

A reminder of what an apprenticeship 
is/different types/what to consider/how to 
register on the main website, how to 
search for and apply for vacancies. 

KS4 
KS5 

Students are more confident about how 
apprenticeships work, what types are available, who 
employs apprentices locally and nationally and how 
to find vacancies/how to apply. Students are 
prepared and confident about their options and can 
apply for apprenticeships. 
 
Gatsby Benchmark 5 and 2 where possible.  

Broad/relevant 
contact. 
Interactive 
experience 

Single 
lesson or 
up to ½ day 

8 Employability skills 
presentation 
or workshop 
 

Presentation or workshop linked to a 
career or sector with an interactive activity. 
Topics may include CVs, applications, 
interviews and assessment centres.   

KS4 
KS5 

Students understand and feel more confident about 
their own skills and qualities, when/how they use 
them and what employers are looking for. 
 
Gatsby Benchmark 5, 7.  

Broad contact 
Interactive 
experience 

Single 
lesson - full 
day 

9 Team-based work-
related challenge 
 
 

Linked to a job sector or employer. 
Examples include a mock 
trial/entrepreneur activity, Dragons’ 
Den/business experience/problem-solving 
activity/planning an event/engineering 
challenge. 

KS3  
KS4 
KS5 

Students experience working as part of a team to 
create a work-related activity, utilising different 
employability skills. Students feel more confident 
and can use their work-related learning experience 
to demonstrate their key skills at interviews and 
when completing CVs. 
Gatsby Benchmark 2, 4, 5 

Broad contact 
Interactive 
experience 

½ day – full 
day 
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No Toolkit Description of activity Ideal 
for 
Key 
Stage 

Aims and objectives of activity/Gatsby Benchmark Classification 
of activity 

Suggested 
duration 

10 Targeted audience 
talk or workshop 
 
                                                      

Presentation or workshop that challenges 
stereotypes such as gender, or helps to 
widen participation to under-represented 
groups.  

KS3 
KS4 
KS5 

Students learn about opportunities open to them. 
Students’ ideas and perceptions are 
expanded/challenged in a positive way. 
 
Gatsby Benchmark 5, 7, possibly 2.  

Broad/relevant 
contact. 
Interactive 
experience 

30 minutes 
- 1 hour 

11 Mock interviews and 
preparation 
 
 
 

Students prepare for and take part in a 
mock interview with an employer and 
receive feedback and advice about their 
performance.  

KS4 
KS5 

Students experience a job interview in a safe 
environment with an employer. Students 
understand what employers are looking for, their 
own skills and qualities, can provide 
examples/scenarios when they have used them and 
understand how they relate to the working 
environment. Students feel more confident and are 
better prepared for interviews in the future. 
 
Gatsby Benchmark 5.  

Broad contact. 
Interactive 
experience 

1-2 lessons 
(for 
prepara-
tion) 
 
½ day (for 
interviews) 

12 Identifying and 
evaluating skills 
from work-related 
or skills-based 
activities 
 
 

Encouraging students to review the skills 
they are developing. Enabling them to 
describe and provide skills examples for 
future interviews e.g. for jobs, 
apprenticeships, university or college. 

KS4 
KS5 

Students can recognise the skills they use and 
develop through different activities, including work 
experience, volunteering and during lesson 
activities. 
Students understand their own skills and can 
confidently provide examples for CVs, applications 
and interviews. 
 
Gatsby Benchmark 3, possibly 2.  

Broad contact. 
Interactive 
experience 

Single 
lesson - 
half day 
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Toolkit 1: Carousel of workshops with employers  
 

 

Outline of activity 
 
A fun and engaging activity that enables students to find out more about different career sectors, e.g. health and social care, engineering etc., and some of the careers 
within these sectors. Students take part in short 20-30-minute workshops with a range of different employers and training providers.  
 
Workshops can include: 

 Information about the work involved in a particular career. 

 Qualifications needed. 

 Routes into the career or sector. 

 Short, interactive exercise linked to the sector or career.   
 
Students complete up to 5 different workshops, preferably based on individual pre-selected choices. 
 
Employers doing workshops could be selected from a broad mix of sectors or focussed on one sector e.g. STEM careers. 
 
Audience: ideal for Year 8 and 9 for early exposure to careers and to prepare for choosing KS4 options.  
 
Student preparation for the event: to help students choose workshops, consider a preparation lesson to introduce the activity and to complete some research about 
different sectors. This can be done by using the Career Pilot website (www.careerpilot.org.uk) as well as the Buzz Quiz short personality profiling tool on the icould website 
https://icould.com/article/get-buzzing-with-the-buzz-test/. This suggests career areas that might suit their personality type. 
 
During the event:  

 A member of the leadership team should introduce the activity and thank employers for their time. 

 Provide a slip for each student with their workshop numbers and times. 

 Clearly communicate the start and end of each workshop, allowing enough time to move from one to the next. 

 Teachers should be available to manage student behaviour and participation. 
 
After the event: review learning and gain student evaluations to support future events and learning outcomes. 
 
This activity is based on the Ambitions Events that takes place on a much larger scale in Stroud and South Gloucestershire for local schools and is organised by SGS College, 
Stroud District Council and other partners. For more information about how to set this up in your school, please contact SGS College’s Head of Careers at info@sgscol.ac.uk. 
 

http://www.careerpilot.org.uk/
https://icould.com/article/get-buzzing-with-the-buzz-test/
mailto:info@sgscol.ac.uk
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Resources and materials needed 
 

 Location: main hall or sports hall, large enough to accommodate employers and students and without disruption to flow. 

 Enough desks and chairs for employers and students taking part in each workshop. 

 Clearly identifiable numbers and employer names for each workshop. 

 Workshop layout map, clearly displayed in the room and possibly given to each student. 

 Employer access to the internet if needed and electricity supply. 

 Brief for employers. 

 Student workshop choices form. 

 Students’ confirmed workshop choices forms. 

 Evaluation Forms – employer and student. 

 Preparation session materials: IT classrooms, teacher PowerPoint and student worksheet. 

 Full list of students attending each workshop and times. 

 Whistle and stopwatch. 

 Teachers to rotate during workshops, developing their own job sectors knowledge and to aid in student management.  

 Refreshments for employers. 
 

 

Activity considerations 
 

 This activity requires a lot of time planning and organising, far in advance of the day itself (see timeline). 

 Contingency plans need to be in place in the event of one or more employers having to pull out at the last minute. 

 Manage student expectations: this is an introduction to different sectors and some of the careers within them - it will not include all job roles within that sector. 
Not all sectors will be represented and students may not get all of their choices. 

 The number of workshops depends on the space you have available to accommodate each employer, plus their table/banner/interactive materials and chairs for 
students. Other factors to take into account include your time constraints and number and variety of your employer contacts. 

 Optimum number of students for each workshop is 6-10 students to allow maximum participation. This depends on the overall cohort size and number of 
employers.  

 Provide a clear brief in advance for employers, including interactive ideas that they can consider (see Appendix 1). 

 Aim for a broad range of sectors, or employers within a sector if you have a single sector focus. This is a useful website to identify sectors and potential employer 
types: www.careerpilot.org.uk/job-sectors. 

 Consider room set-up so that workshops or employers are clearly identified and easy to find by students. 
 

 

http://www.careerpilot.org.uk/job-sectors
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SMART objectives for students 
 

V Students spend time with up to five different employers, receiving information and taking part in a practical activity. 
V Students have a better awareness of different types of sectors. 
V Students gain an improved awareness of routes into jobs and careers. 
V Students are inspired by possibilities for their future. 
V Students gain some knowledge about the local labour market. 

 
How to measure success:  

- Through class discussion.  
- Through student and employer evaluation forms. 

 

 

Feedback from similar activity 
 

Year 9 comment: “I have just turned 14 & I’m starting to think about my career & what to do with my GCSEs. All of it was useful because it gave me a wide range of 
prospects to think about.” 

Year 9 comment: “What I found most useful was talking to people who understand how hard it can be to make choices & they made it less daunting.” 

Employer comment: “The organisation is top notch & gives us the opportunity to share what our businesses do. The kids were brilliant, the best year.” 

Teacher’s comment: “It is a fantastic opportunity for students to see the range of opportunities available to them. Exposing students to what organisations actually do & 

the skills they require is invaluable.” 
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Timeline of activities 

 

3-6 months 
Before 

 Confirm date: check school calendar, room availability, any other events happening. Book into school calendar. 

 Plan activity: decide on which sectors, your aims and objectives, target audience, event times, number of employers and sectors aiming for. 

 Draw up a list of potential employers and contact them: send initial request, with information about what is required. Include address, times, audience and likely 
numbers of students. 

 Book resources and equipment, including requests to relevant departments. 

 Advise all staff involved, considering those attending and supporting the event and which teachers will bring students. 

 Ask a member of leadership team to introduce the main activity. 

 Consider who will take photographs and who will escort guests. 

 (No more than 3 months before) Chase employers if not replied/contact new employers if needed. 

4-6 weeks 
before 

 Finalise list of employers. 

 Contact employers to confirm attendance/times, send instructions for parking, ask for any special requirements. 

 Request refreshments. 

 Decide on room layout. 

 Produce name and number signs for desks. 

 Brief teachers to deliver sector research lesson in IT suite and issue student choices forms. 

 Collect and collate student choices forms. 

 Arrange contingency workshops e.g. utilising teaching or careers staff. 

 Advertise event to students and parents. 

Week before  Hold assembly/brief students about what is happening and what is expected. 

 Send confirmed workshop allocation forms to reproduction department, along with evaluation forms. 

Day before  Remind staff including Reception staff. 

 Issue list of workshop allocations to staff.  

 Instruct staff on times and duties. 

 Check parking arrangements are in place. 

 Check contingency plans. 

On the day  Set up resources and room. Check on refreshments. 

 Brief teachers about any changes. 

 Issue students with their confirmed choices sheets. 

 Greet employers and show to location. Offer refreshments. Advise where toilets are/fire alarm procedure. 

 Member of leadership team introduces activity and thanks employers. 

 Ensure rotation flows. 

 Ask employers to complete evaluation forms. 

 Review learning with students and complete evaluation forms. 

Day after  Email employers to thank them. Ask if they would consider taking part again/in other activities. 

 Gain verbal feedback and any further evaluation forms. 

Follow Up 
(within 1 
month) 

 Review evaluation forms and feedback. What went well/needs improving?  

 Make recommendations for following year. 

 Check permission for photographs. 

 Write up newsletter/website article. 
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Toolkit 2: Careers fairs and post-16/18 options events    
                    

 

Outline of activity 
 

Holding a careers fair or post 16/18 event at your school or college can be a valuable source for students to explore a broad range of different career options and 
opportunities within the school environment.  Events can include a variety of employers and training providers or can be solely for apprenticeships and can either be held 
during the school day or in the evening, enabling parents and carers to attend.   
 
Within the careers fair, it is possible to hold talks from employers, training providers or careers staff, on topics such as new and emerging apprenticeships, the local labour 
market, benefits of going to university and student finance.  However, it is important to stagger talks so they do not result in periods of time when no-one is visiting the 
stands.  Your event could be shared with another school, or other schools could be invited to attend - this can help with an improved flow of students, thereby possibly 
making it more appealing for employers and training providers. 
 

Preparation:  

 Invite a broad range of employers and training providers - try to appeal to students of all abilities and include local and national opportunities.  

 Consider room size and numbers of employers you can accommodate. 

 Prepare students for the event and promote maximum participation: highlight the benefits to them, provide either a list of suggested questions for students to ask 
(see Appendix 2) or set them a challenge to find out specific information.  This can help them to focus and gain the most from the event, rather than staying with 
friends and picking up freebies. 

 Arrange for a member of the leadership team to introduce the start of the careers fair. 

 Encourage and book teachers to attend – suggest they engage with the employers, monitor flow, monitor behaviour and encourage student participation. 
 

Following the event: 

 Discuss and evaluate student feedback and any worksheets completed. 

 Which employers were most popular?  Would students have liked any different employers/sectors? 
 

 

Resources and materials needed 
 

 A large room or designated rooms with space for banners, a table with name sign, chairs for the employers or training providers, sockets/access to the internet. 

 Additional rooms for presentations/talks, with IT equipment, internet and sound. 

 Layout of the careers fair, displayed clearly in the room and possibly issued to all students and staff. 

 Questions prompt sheet or challenge sheet for all students. 

 Refreshments for employers: a minimum of tea, coffee and water. Be clear about what you are providing and ask if there are any specific dietary requirements. 

 Evaluation forms: employers and students. 
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Activity considerations 
 

 Some employers will only attend large careers fairs, or only those inviting older year groups. 

 Planning and promoting is particularly important to ensure there is a constant flow of students - employers will be less willing to attend another event if they have 
only seen a handful of students. 

 Consider parking arrangements for employers. 

 Consider transport arrangements and costs if sharing with another school. 
 

 

SMART objectives for students 
 
V Students are given the opportunity to speak to employers and training providers, to learn about local opportunities open to them. 
V Students are inspired, and better informed, leading to improved employment opportunities in the longer term. 

 
How to measure success: 

- Through evaluation forms from students and employers. 
- Through group discussion during review of the challenge/questions asked. 
- Possibly through number of students visiting stands and range of employers accessed. 

 

 

Feedback from similar activity 
 
Year 11 comment: “The event was very useful because the employers that I spoke to helped me to understand the skills, qualifications and behaviours that employers need.” 
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Timeline of activities 

 

3-6 
months 
before 

 Check and confirm date: check school calendar, room availability, any other events happening.  Book into school calendar. 

 Plan activity: what kind of careers fair, what do you want to achieve, who is the target audience, when and what times, how many 
employers can you invite?  

 Do you want to include talks, if so what, by whom and what times?  Will you need contingency plans for these?  If so, who could step in? 

 Contact employers send information including address/times/audience/likely numbers of students. 

 Book resources and equipment including booking IT requirements.  Who can take photographs? 

 Advise and make requests for staff: who will attend/support?  Ask a member of the leadership team to introduce the main activity. 
Which teachers will bring students to careers fair and will they attend/support? 
Arrange for a member of staff to help escort guests. 

 Send out invitations to other schools if included. 

 (3 months before) Chase employers if not replied/contact new employers if needed. 

2 weeks 
before 

 Finalise list of employers/talks/layout. 

 Contact employers to confirm attendance/times, send layout, instructions for parking, ask for special requirements. 

 Request refreshments. Produce name signs for desks. 

 Brief teachers.  

 Send challenge sheets/prompt sheets, evaluation sheets to Reproduction Department. 

 Send final list to other schools along with challenge/prompt sheet. 

 Advertise to students and parents if appropriate. 

Week/ 
day 
before 

 Remind staff including Reception staff.  Hold assembly/brief students about what is happening and is expected etc. 

 Collect/distribute printed materials. 

 Issue timetable of when teachers and groups of students will attend careers fair/talks.  Check a contingency plan is in place for talks. 

 Check parking arrangements are in place. 

On the 
day 

 Ensure refreshments are ready. 

 Greet employers, offer water, tea or coffee. 

 Advise visitors about toilets and fire procedures. 

 Set up resources, equipment and rooms. 

 Teachers briefed of any changes.  

 Students are given prompt sheets/challenge sheets. 

 Manage behaviour, ensure rotation flows. 
Thank employers at the end of the day, ask employers to complete evaluation forms. 

Day After  Email thank you to employers. Ask if they would consider taking part again/in other activities. 
Follow Up 
(within 1 
month) 

 Review learning with students and complete evaluation forms.  Check permission for photographs. 

 Make recommendations for following year.  Write up newsletter/website article 
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Toolkit 3: Work-related employment project with an employer  
 

 

Outline of activity 
 
Facilitating and encouraging a group of students to work on a project with an employer provides them with a valuable experience where they can develop key 
employability skills.  Through undertaking work-related tasks in a real work environment, students can learn about the roles and responsibilities in the workplace and 
increase their confidence.  
 
Possible skills developed: 

 Problem solving. 

 Teamwork. 

 Communication skills – written and verbal. 

 Flexibility. 

 Creativity. 

 Resilience.   
 

Taking part in such a project provides students with concrete examples to include on their CVs and applications and can help them to consider taking part in further 
projects such as National Citizenship Service, or feel more self-assured about making their next steps including moving onto apprenticeships, sixth form, college or 
university. 
 
Choosing a project: 
You could choose a project for your school that is already being offered at other schools, for example, The Engineering Development Trust or Crest Awards (see useful 
contacts).  Alternatively, you could work with an employer to devise your own project, tailored to the needs of your students. 
Your project choice may depend on: 

 The students taking part, e.g. age, number of students, student interests or requirements. 

 Length of the project. 

 The level of employer support and time available. 

 Amount of time students are allowed off timetable. 

 Tasks achievable within the timeframe. 
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Case Study:  
- 200 year 10 students from five different schools in the Stroud district took part in the Practical Learning Project; this involved each group working with a local 

employer. 
- A local employer was assigned to each school group and a challenge was agreed with the school lead. 
- Students were briefed and completed some research about the employer. 
- Students underwent an initial visit to the employer. 
- The employer came to a lesson to present the challenge, provided relevant information, suggested activities and answered any questions. 
- The school groups allocated roles and responsibilities and started planning. 
- Each school group spent a total of 12 hours working on their project, during ASDAN, PSHE and PE lessons. 

 
The projects included: 

- Designing an app for a local skate park. 
- Learning how a business works and producing an apprenticeship guide. 
- Finding innovate ways to use unused materials, to reduce the amount of waste and financial losses. 
- Learning about air conditioning and investigating what air conditioning parts and systems are used in their school. 
- Undertaking research to create a customer information guide about batteries. 

 
The activities that individual students and groups took part in included brainstorming, research, debating, drawing, designing, recording activities and progress, calculating 
costs, preparing YouTube clips (filming and editing), testing durability of materials, producing products and creating a storyboard.  All participants presented their projects 
outcomes to a large audience, sharing what they had learned and achieved from taking part.  A certificate was awarded to each student. 
 
Outcome: The Practical Learning Project surpassed the expectations of teachers, students and employers, in terms of students’ personal confidence and skill development.  
 
Although this project involved five different schools, it could be run within one school, with a final presentation to the leadership team, governors and/or other students. 
 

 

Resources and materials needed 
 

 Action plan or list of project aims and objectives. 

 Materials for the project: this will vary by project and employer. 

 IT equipment, e.g. for research and presentations. 

 Certificates for completion of the project. 

 Evaluation sheets: employer and student. 
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Activity considerations 
 

 A lot of time and commitment from the school/college, employer and students will be needed to run this activity. 

 The project needs to be achievable within the timeframe given. 

 When can work on the project take place? During ASDAN, PSHE or Enrichment type lessons, lunchtimes or after school. 

 How will you encourage students to take part? 

 Are there be any additional costs, such as transport or materials? 

 Do you need a risk assessment? Are there any health & safety implications? 
 

 

SMART objectives 
 
V Students work on and complete a successful project, linked to an employer over an agreed period of time. 
V Students build their confidence and develop employability skills. 
V Students learn about the world of work and the different roles that are involved in a project e.g. project manager, finance manager. 
V Students have concrete experiences that they can record on their CVs and future applications. 
V Students feel more confident and are better prepared for their next steps, such as apprenticeships/college/sixth form/university. 

 
How to measure success: 

- Through student and employer verbal feedback. 
- Through final presentation. 
- Through student and employer evaluation forms. 

 

 

Feedback from similar activities 
 
Year 10 comment: “I feel really proud to have been seen to be working as part of a group; this is something that I have not always found easy.” 
 
Teacher comment: “I can't say enough how valuable this project has been for the students, as you'll see from their comments. Their confidence, in particular, has greatly 
increased. 
 
Employer comment: “The students stretched their imagination and experience, together with participating in a public presentation, which will have added enormous benefit 
to each individual.” 
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Timeline of activities 

 

3-6 
months 
before 

 What do you want to achieve? Identify which group of students.  How long will it run for?  During which lessons? 

 Contact employer/s with request and what you are trying to achieve, estimated time commitment, audience. 

 Arrange meeting with employer to discuss plans. 

 Book resources and equipment. 

 Advise all staff that project is happening; update school calendar. 

 Advertise, promote and brief students/parents and any supporting teachers. 

 Prepare materials. 

 Who can take photographs? 

 If additional costs involved, will students need to raise funds, or is there any funding available? 

Week 
before 

 Employers visit school to present/start the project:  

 Greet employers, offer water, tea or coffee. 

 Introduce guest to students, prompt questions if needed.  

 Send any materials to Reprographics Department.  

 Thank employer. 

Day 
before 

 Collect printed materials. 

During 
the 
project 

 Set up resources, equipment and rooms. 

 Plan. 

 Agree roles and responsibilities. 

 Start activities. 

 Review and record progress. 

 Email employer with questions if needed. 

 Update employer with progress. 

 Take photographs. 

Week 
after/ 
month 
after 

 Students write/email employer to thank them for their time and input. 

 Issue and review evaluation forms. 

 Arrange presentation date, invite employer, leadership team etc. 

 Review the project - have the outcomes been achieved?  Could it run again next year?  Write-up report and include recommendations. 

 Check permission for photographs. 

 Write up newsletter/website article. 

 

 



20 
 

Toolkit 4: Interviewing employers challenge  
 

 

Outline of activity 
 
This is a careers fact-finding activity, ideally aimed at Year 10 or above.  It is a great way to introduce and engage young people with employers from a range of different 
sectors, or alternatively with a specific sector focus such as STEM.  This activity can be carried out in a variety of ways, for small or large groups and with varying numbers of 
employers. 
 
How it works: 

 Students spend up to 10 minutes with each employer in groups of 8-10. 

 Students ask questions to find out more about their job roles/how they got into their career/gain useful information. 

 Students move onto the next employer in numerical sequence. 

 Preparation is required by the students at least 40 minutes prior to the activity so that they have a good understanding of the purpose of the activity, the benefits 
to them and so that they can prepare questions for each employer.  

 
Location: school hall, sports hall or room large enough to accommodate up to fifteen employers with tables and chairs spread out so that employers and students can 
clearly hear the questions and answers being asked and provided.   
 
Room layout: tables should be clearly numbered so that students can rotate in groups in an orderly manner.  Each group of students are allocated a number during the 
preparation time which relates to an employer and this is their start point.   
 
Props: ask employers to bring small props to illustrate the work that they do - this can help students to visually understand the different job roles and work that the 
employers do. 
 
Staff requirements: 

 Member of leadership team or head of year to introduce the activity, as well as acknowledge and thank the employers for giving their time to share their 
experience.   

 Remind students what is required, that the time with each employer will be timed and after a set period of time they will hear a sound (e.g. whistle) to signal when 
to move to the next employer.  

 Teachers on hand to ensure students are participating and recording information. Prompt students if they run out of questions to ask. 
 
Preparation session: 

 Students to be given the names of the employer participant, job title and company name. 

 Teachers to check understanding of jobs titles, giving a brief description if required. 
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 Students given a pre-printed booklet to write questions they are going to ask and to record answers.   

 It can be useful for students to work in groups to prepare questions for each employer. 

 Students can be given some suggested questions, but encouraged to vary them (see Appendix 3).  Also recommend that students can ask additional questions 
during their employer timed session, and do not have to stick rigidly to their question sheets. 

 
After the session: 
Students and teachers to discuss and review what they have learned and the impact the activity has had on the young person.  For example, will they complete any further 
research, do some work experience, concentrate more on their school work, etc. 

 

Resources and materials needed 
 Suggested questions: emailed to employer in advance and given to students in preparation session. 

 Record of interviews log booklet. 

 Evaluation sheet: employers and students. 

 Staff or students to escort and settle employers. 

 Room large enough to accommodate employers and students. 

 Stopwatch and whistle. 

 Tables and chairs. 

 Access to internet if needed, or school laptop. 

 Table numbers and name signs – easy to follow layout. 

 Teachers and support staff to time the sessions, rotate amongst students, etc. 

 Refreshments for employers such as water, tea, coffee and biscuits. 
 

Activity considerations 

 Time needed for planning and arranging the employers: some employers will reply quickly others may take some time. 

 Consider your audience when deciding on employers to target: ideally a wide range of employers for all abilities and qualification level. 

 Reserves/back-ups if one or more employers do not show on the day - this could be a teacher, school business manager or IT manager. 

 Ensure the students are briefed well, that they see the benefit of this activity and that they engage with the activity. 

 Who will set up the room before and after the main activity? 

 Who will be the time keeper? 

 Employers can become weary after being asked the same questions, so it is best to warn them of this and factor in a break half way through the session. 
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SMART objectives for students 
 
V Students’ knowledge and understanding of different types of career and pathways are improved. 
V Students gain an understanding of the reality of different jobs.   
V Students may be inspired to think about careers that they may not have considered or been aware of prior to this activity. 
V Students understand that there are different pathways to careers and may find out what it is like to complete an apprenticeship/go to university and the 

differences. 
V Students start to think about what they want to do in the future and what they need to do next. 

 
How to measure success: 

- Through group review/discussion. 
- Through student and employer evaluation forms. 

 

 

Feedback from similar activity 
 
Employers like this style of activity as they see a constant flow of students within a short-period of time, who are hopefully prepared and engaged with the activity. 
 
Employers value being seen equally to other employers.  
 
Students like this style of activity because they can ask the questions that they want answers to and it is more fun and interactive.  Students value the exposure to more 
unusual careers. 
 
Employer comment: “The interviewing employers challenge events are a great way for the students to ask their own questions in person and is something I certainly would 
have benefitted from when in their position a few years ago!” 
 
Year 10 comment: “The Paralegal/Solicitor talk showed how quickly I had mis-judged the title and job rather than what was actually involved.” 
 
Year 10 comment: “They inspired me to consider different options and to open my eyes to different jobs.” 
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Timeline of activities 

 

3-6 
months 
before 

 Check dates/room availability/other events. 

 Plan activity, when, where and which jobs/sectors? 

 Book resources and equipment including IT department. 

 Advise all staff and update school calendar – who will attend/support?  Ask colleagues for additional contacts. 

 Contact employers: send a brief, suggested questions, school address, times, audience. 

 Book/request staff: ask a member of the leadership team to introduce the main activity. 
Which teachers will deliver introduction/preparatory questions and review on the day?  Also rotate around the room during main activity? 
Who can take photographs? 
Arrange for a member of staff to help escort guests. 

 (No more than 3 months before) 
o Chase employers that haven’t replied/contact new employers if needed.  Contingency plans (who could step in on the day x 2?). 
o Put materials together. 
o Brief/run through plan with designated teachers. 

Week 
before 

 Contact employers to confirm attendance, arrangements and times. 

 Check/update materials and send to Reprographics. 

 Update designated teachers. 

 Request refreshments. 

Day 
before 

 Remind staff, including Reception staff and students about what is happening and what is expected etc. 

 Check contingencies are in place. 

 Collect printed materials. 

 Check parking arrangements are in place. 

On the 
day 

 Greet employers, offer water, tea or coffee. 

 Advise where toilets are/fire alarm procedure. 

 Set up resources, equipment and rooms.  Check/provide additional refreshments at break. 

 Brief teachers of any changes and issue any materials. 

 Introduce/thank guests. 

 Manage behaviour, ensure rotation flows.  Keep time, prompt questions if needed.  

 Thank employers at the end of the activity. 

 Review learning with students and complete evaluation forms. 
Day after  Email thank you to employers, ask if they would consider taking part again/in other activities. 

 Gain verbal feedback/ evaluation forms. 
Week 
after/ 
month 
after 

 Review evaluation forms and feedback: what went well/needs improving?  Make recommendations for the following year. 

 Check permission for photographs. 

 Write up newsletter/website article. 
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Toolkit 5: Employers into the curriculum – a lesson-based activity  
 

 

Outline of activity 
 
Arranging an employer to come into a curriculum-based lesson can help young people to understand the links between what they are taught in school and its relevance to 
the workplace.  This can help them to understand topics better, to engage more in their subjects, and to gain an understanding of where their subject could lead.  
Additionally, it can also help to keep teachers’ knowledge up to date. 
 
There are lots of opportunities for implementing this type of activity.  For example, it can support a specific topic within a curriculum subject, or it can be linked to learning 
about a particular career or job sector.  The lesson should include an introduction, a short presentation, an activity linked to the topic or career that the students take part 
in, followed by a conclusion and review. 
 
Here are some examples and ideas of curriculum topics that could be delivered by an employer or university, and the relevant subject area: 
 

Learning about forces Science (Physics) 

What is Civil Engineering? Science (Physics) 

Human Resources – its function within business Business Studies 

What do Mechanical Engineers design? Design and Technology 

Learning about human rights – the lawyer’s role Religious Studies, PSHE, Citizenship, Sociology 

How are languages used in the workplace MFL 

A Physiotherapist to explain how the major muscles of the body work  Physical Education, Biology 

 
If the lesson is about a particular career or sector, it could be extended to encourage teachers to deliver a broader session on careers linked to their subject. 
 
This activity is particularly relevant, but not limited, to vocational subjects, where an employer can be used to engage with students around a particular topic or 
assignment. 
 

 

Resources and materials needed 
 IT equipment: internet access, projector, screen, sound. 

 Resources will vary depending on the activity: you may need to consider the space needed for the activity and what materials are needed for the students to use 
e.g. will they need materials to construct something. The employer may be able to bring the resources. 

 Evaluation forms.   
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Activity considerations 

 This activity requires careful planning. 

 The brief needs to be clear and specific about what you are hoping to achieve and how it will run on the day. 

 If possible, arrange for the employer to visit in advance to discuss with the teacher/s the format, what will be included, the timings, pace of delivery, the materials 
needed and how the teacher/s will support the employer e.g. introduction, set the scene, student behaviour and participation etc. 

 If this activity is repeated with other classes through the day, there may be time for self-reflection to improve.   

 The employer will need to be escorted and accompanied at all times when in school or college.  If they are delivering multiple lessons, consider what the employer 
will do during gaps. 

 If the employer is attending across break or lunch times, consider refreshments and explain to the employer what you will provide. 
 

 

SMART objectives for students 
 
V Students can see the link and relevance between lesson topics, subjects and the world of work. 
V Students learn about a career or sector from someone within that field of work. 

 
How to measure success: 

- Through verbal feedback.  
- Through student evaluation forms. 
- Possibly through assessment of assignments, projects or coursework. 

 

 

Feedback from similar activity 
 
Employer comment: άThe experience was very valuable for us and I hope that we managed to find the right balance between talking about civil engineering and the 
practical task.   We were also very impressed with some of the ideas and particularly with the teamwork.”  “We would definitely be happy to run the workshop again next 
year (if not personally then by encouraging other colleagues).” 
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Timeline of activities 

 

3 months 
before 

 Check dates for other events. 

 Plan activity: when and how will it fit with the curriculum and which year group? 

 Who can help?  Ask colleagues?  Contact employer with a brief of what you are trying to achieve, the address, year group and timings. 

 Advise all staff and update school calendar. 

 Who can take photographs? 

 Arrange for a member of staff to help escort guest. 

Month 
before 

 Meet with the employer to discuss the format, pace and timings, the materials needed and how it will run on the day, including support. 

 Book resources. 

 Put a contingency plan in place. 

 Ensure teachers that are supporting activity are fully briefed. 

Week 
before 

 Contact employers to confirm attendance/times. 

 Ensure students are made aware that a guest is coming in and what is expected etc. 

 Send any printing to Reprographics. 

 Purchase/gather materials. 

 Ensure teachers supporting the activity are reminded/updated. 

Day 
Before 

 Remind all teaching staff, Reception staff and students about what is happening and is expected etc. 

 Collect printing /materials. 

On the 
Day 

 Set up room. 

 Greet employers, offer water, tea or coffee. 

 Advise where toilets are and the fire alarm procedure. 

 Brief teachers about any changes. 

 Introduce activity. 

 Manage behaviour, ensure participation. Keep time. 

 Thank employers at the end of the activity/day. 

Day After  Email thank you to employers, ask if they would consider taking part again/in other activities. 

 Gain verbal feedback/evaluation form. 

Week 
After 

 Teachers review experience and reinforce learning. Plan and deliver a follow up lesson. 

 Review evaluation forms and feedback, what went well/needs improving, make recommendations for following year. 

 Check permission for photographs. 

 Write up newsletter/website article. 
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Toolkit 6: Careers talks: single employer or whole sector 
 

 

Outline of activity 
 
The benefits of inviting speakers into your school to talk and give a presentation about a particular career or careers within that sector are: 

 Students learn about different jobs, what the work is really like and what it might involve. 

 Employers can give relevant advice and up-to-date information for those thinking about working in that career area. 

 Employers can inspire those who are unsure about what they would like to do.   

 Students can ask specific questions during Q & A. 

 Students hear first-hand about the local labour market in that sector e.g. if there are skills shortages, if it’s a competitive industry, the skills needed, who employs 
these people where to find these careers/work experience/apprenticeships.  

 
Timescales: 

 A programme of talks can be held over a period of time, on one day or during a specific week such as national careers week. 

 The time that the talk takes place may impact on your attendance – e.g. if during lunchtime, this may be less popular than during lesson/tutor time or assembly.  A 
minimum of 30 minutes is best, to allow for Questions & Answers.  

 Consider who your talks are aimed at, as this may have an impact on when you can hold the talk and the time of year - talks can be for Year 11 and above to help 
with considering their next steps, however, this can be extended to Year 9 and 10.   

 
Arranging speakers: 

 An initial questionnaire can be sent to students to identify career interests – this can be used to arrange speakers.  

 The speaker should be sent a suggested brief of what you would like included in the presentation (see Appendix 4), the age group of the audience and how many 
will be attending.  

 Consider using former students/alumnae, as current students can see the progression from their school and the speakers have experience of being in the same 
position as their audience. 

 Even if students aren’t interested in the career that is being presented, they can feel inspired by the messages that are being delivered, for example if the employer 
has overcome obstacles to get to where he/she is now.  

 
Advertising and promoting the talk/s are key as students may not see the benefits of attending if it is optional, particularly if it is held over a lunch time.  A short overview 
of the speaker or a description of the company or career area can encourage students to attend and help them to see the relevance. 
 
 



28 
 

 

Resources and materials needed 
 

 Initial interest student questionnaire. 

 Room large enough for the audience, booked in advance. 

 IT equipment: internet access, projector, screen/sound. 

 Advertising/promoting e.g. poster, brief. 

 Teacher/s, ideally from relevant curriculum area, to help with set-up, introduce the talk, manage behaviour and signing in, plus facilitate Q & A if needed. 

 

Activity considerations 
 

 Is attendance compulsory or optional and do students need to sign up in advance? 

 Some sectors/job roles are more difficult to find speakers for than others. 

 Employers all have different styles and may not present their experience and knowledge confidently. 

 A speaker is representing their view on a particular job or career area, so consider they may not be impartial. 

 Sometimes a workshop format will be more suitable/possible. 

 Check that there are no other activities happening at the same time as your proposed talks, which may have an impact on attendance or room booking. 

 Use a sign-up sheet to ensure there is a minimum number of students attending to make it worthwhile for the employer to attend. 

 Brief students – explain that everyone has a different style of presenting and that the employer is giving up their time, so behaviour and respect are very important. 

 Employers may wish to conduct their own feedback about their presentation. 

 Plan B - what happens if the employer has to pull out at the last minute?  Can the talk be rearranged? Will you need to have something else in place? 
 

 

SMART objectives for students 
 

V Students are more informed - they understand the requirements needed for job/s within that sector and gain some Labour Market Information. 
V Students are aware of and inspired by the opportunities open to them. 
V Students are encouraged to find out more, by asking questions and possibly conducting further research.  

 

How to measure success: 
- Through quality of questions asked by students during the activity. 
- Through verbal and written feedback from students and the employer. 
- Through the number of students reached throughout the speaker programme. 
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Feedback from similar activity 
 
Year 11 student: “I attend all of the careers talks, whatever the job role or career sector, because each speaker offers a piece of advice that I find useful.” 
 
Year 13 student: “Thank you so much for the opportunity to listen to the guest speaker today. I wonder if you could put me in touch with him as he offered help with finding 
media work experience locally.” 
 
 

 

Timeline of activities: 

 

3-6 
months 
before 

 Assess students’ career interests and issue questionnaire.   

 Check dates: room availability, any clashes with other events. 

 Plan talks, when, how, which jobs/sectors/subject links? 

 Book resources and equipment. 

 Advise all staff/update school calendar – who will attend/support?  Ask if colleagues have additional contacts. 

 Contact employers: send brief, address, times, audience. 

 (No more than 3 months before) Chase employers and contact new employers.  

 Contingency plans (what/who could step in?). 

Week 
before 

 Contact employer to confirm attendance/times. 

 Send out and or display poster/brief/sign-up sheet. 

Day 
before 

 Check employer’s presentation has been received. 

 Remind staff (including reception staff) and students of what is expected.  

 Check contingency in place. 

On the 
day 

 Greet employer, offer water, tea or coffee. Advise where the toilets are/fire alarm procedure. 

 Set up equipment. Introduce guest. 

 Manage behaviour, keep time, prompt questions.  

 Thank employer. 

Day after  Email thank you to employer ask if they would consider doing this again or in another activity 

 Gain verbal feedback/evaluation form. 

Week/ 
month 
after 

 Review talks – collate feedback including evaluation forms. 
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Toolkit 7: Apprenticeship talk or workshop  
 

 

Outline of activity 
 
Arranging an employer to come into school and speak to students on the topic of apprenticeships has many advantages.  It can expose students to the reality of doing an 
apprenticeship, providing information based on first-hand experience and knowledge of apprenticeships. 
 
You could consider inviting: 

 A current apprentice. 

 A former student. 

 Someone that recruits apprentices on behalf of a company. 

 Someone knowledgeable about all aspects of apprenticeships, such as from the National Apprenticeship Service, a college or training provider. 

 Organisations or charities that provide speakers such as the Ask Project or Inspired Futures (see useful contacts). 
 
A number of activities can be arranged on different aspects of apprenticeships, from the basics of what apprenticeships are through to the application and interview 
process. 
 
Suggested topics include: 
 

 For KS3 students - an introduction to apprenticeships, the different types and levels of apprenticeships available, what you need e.g. qualifications, skills, work 
experience etc.  This format could include a video, quiz/activity and presentation.   

 For KS4 and KS5 -  a reminder of what an apprenticeship is, the different types, how they work, university vs apprenticeships, what to consider, who employs 
apprentices locally/nationally, how to register/search for vacancies, where to find apprenticeships, making applications, and preparing for interviews.  The format 
could include a presentation, workshop, Q & A session to a whole class or small groups.  

 Inviting an apprentice/s to talk about their experience will enhance any activities. 
 
Follow-up activities can be conducted by teachers. There are lots of resources available to support this work, including: 
 

 icould website https://icould.com/search-wizard/?term=apprenticeships&search_source=header&content=both  

 Career Pilot https://www.careerpilot.org.uk/information/apprenticeships  
 
Several of the other suggested activities provide the opportunity for students to learn about and spend time with apprentices. 
 

 

https://icould.com/search-wizard/?term=apprenticeships&search_source=header&content=both
https://www.careerpilot.org.uk/information/apprenticeships
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Resources and materials needed 
 

 A room big enough to accommodate speaker(s) and number of students. 

 IT requirements: internet access, screen, sound. IT rooms might be required during the session or for follow-up work. 

 Any printed resources required. 
 

 

Activity considerations 
 

 Period of notice will vary by employer or organisation. 

 Decide whether the talk is compulsory to attend or targeted at specific students. 

 If optional, a sign-up sheet will help you to gauge interest and check attendance. 
 

 

SMART objectives for students 
 
V Students are more confident about what an apprenticeship is/how they work, what types are available, who employs apprentices, what is available locally and 

nationally, and how to find vacancies and how to apply. 
V Students are prepared and confident about their options and can apply for apprenticeships, should they choose to do so. 
V Students are aware of the skills needed and can see how school links to apprenticeships e.g. attendance and references from school, importance of English and 

maths and other GCSEs, the benefit of work experience and extra-curricular activities.  
 

How to measure success: 
- Through verbal feedback from employers and students. 
- Through any conversion into applications and acceptances onto apprenticeship schemes. 
- Through evaluation forms. 
- Take-up of Apprenticeships.  May be reflected in school’s/college’s destinations data, if students apply for and are accepted onto apprenticeship schemes. 

 

 

Feedback from similar activity 
 

 Employer comment: άIt’s great to be able to present to, talk with and share my apprenticeship experience with students who are keen to explore all options 
available after leaving school.” 

 Year 12 comment: “It was good to see hear from the apprentice about why he chose to do an apprenticeship and how he combined learning with work - he made 
me feel more reassured about what I can do in the future.” 
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Timeline of activities: 

 

1-3 
months 
before 

 Check dates: any other events happening, room availability. 

 Plan activity: when and how will it fit with the curriculum and which year group? 

 Who can help?  Ask colleagues?  Contact employer with a brief of what you are trying to achieve: address, year group, timings and format. 

 Advise all staff and update school calendar.  

 Arrange for a member of staff to help escort guest. 

 Book resources. 

 Devise a contingency plan.  Who could help? 

 Ensure teachers supporting activity are fully briefed. 

 Do you require photographs? 

Week 
before 

 Contact employer(s) or training providers to confirm attendance/times. 

 Inform students that a guest is coming in what is expected etc. 

 Send any printing to Reprographics. 

 Purchase/gather materials. 

 Teachers supporting activity are fully briefed. 

Day 
before 

 Remind all teaching staff, Reception staff and students about what is happening and is expected etc. 

 Collect printing/materials. 

 Check that a contingency plan is in place in case of cancellation. 

On the 
day 

 Set up room. 

 Greet employer, offer water, tea or coffee. 

 Advise guests about toilets and fire alarm procedure. 

 Brief Teachers of any changes. 

 Introduce activity. 

 Manage behaviour, ensure rotation flows. Keep time. 

 Thank guest(s) at the end of the activity/day. 

Day after  Email thank you to employers, ask if they would consider taking part again/in other activities. 

 Gain verbal feedback/evaluation form. 

Week 
after 

 Teachers review experience and reinforce learning.  Plan and deliver a follow up lesson. 

 Review evaluation forms and feedback, what went well/needs improving?  Make recommendations for following year. 

 Check permission for photographs. 

 Write up newsletter/website article. 

 

  



33 
 

 

Toolkit 8: Employability skills presentation or workshop  

 
 

Outline of activity 
Students aren’t always aware of the skills needed in the workplace and how they can develop them.  Students often find it difficult to identify, explain or provide examples 
of their skills.  There are lots of ways that employability skills can be introduced in schools and colleges through employer-led activities.  
 
For a comprehensive employability skills development we recommend you use the EDGE Curriculum resource at www.gottheedge.co.uk .  Please click on this link and then 
select Curriculum under the Resources page to download the curriculum. 
 
Examples of possible activities: 

 A presentation about general employability skills e.g. team work, communication, problem solving etc.  

 A presentation about the skills needed in a particular sector.  

 Workshops on topics such as CV and cover letter writing, job or course applications, interview skills and assessment centres.   
 
The format could be a large year group audience, a teaching class or in a smaller workshop that is more targeted and supports individual or small group needs. 
 
Idea for a larger audience/class size, employability skills can be delivered by an employer from a specific career area.  The employer provides a short introduction about the 
work they do, information about what skills are used in school and what is different or similar in the workplace for that career area.  This should ideally be followed by a 
skills-based activity. 
 
Activity ideas: 

 Legal sector - students are given a case study and asked to consider the facts and put forward their ideas by taking part in a debate, thereby using relevant 
employability skills. 

 Health and social care sector - consider a case study and what actions they would take. 

 Engineering sector – students are set a hands-on activity or task, such as building a tower.   
 
A discussion about the activity and the skills that they have used, linked to the skills needed in the workplace, can bring the session to a close. 
 
A programme of different presentations and workshops could be arranged over a period of KS4 and KS5, which covers all of the above topics plus some of the other 
suggested activities. 
 
Follow up lessons can be conducted by the same employer or by teachers during PSHE, or in curriculum lessons for skills that are relevant to a specific curriculum area. 

http://www.gottheedge.co.uk/
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Resources and materials needed 
 
This will depend on the activity, and might include: 

 A hall or classroom large enough to hold the number of students attending. 

 IT equipment: internet access, sound. 

 Any materials sent from the employer e.g. case study, which need to be printed in school. 

 Teachers to support and manage attendance and behaviour. 
 

 

Activity considerations 
 

 Contact employers early on to give them enough notice and increase your chances of securing an employer. 

 Check the school timetable for any clashes and consider whether you can take students out of scheduled classes. 

 Discuss any proposed activity with the employer in advance, so that you can consider how it will be facilitated or managed. 

 Some employers may require considerable support to manage and facilitate a large-scale activity with students.  How many extra staff will you need? 

 Check that the activity will meet your aims and objectives for the session. 
 

 

SMART objectives for students 
 
V Students understand and feel more confident about their own skills and qualities, how they are used in the workplace and what employers are looking for. 
V Students are more inclined to start recording and further developing their skills. 
V Students are more prepared and confident to handle mock interviews, applications and interviews. 

 
How to measure success: 

- Through verbal student and employer feedback. 
- Through student reviews and evaluation forms. 

 

 

Feedback from similar activity 
 
Year 11 comment: “I really enjoyed taking part in the debate and learning about the employability skills needed for law.”  
 



35 
 

 

Timeline of activities 

 

3 months 
before 

 What do you want to achieve?  Who is your target audience, is this part of a wider programme of activities?  If so, do you want students 
to have a workbook? 

 When and how will this be delivered? 

 Check dates: room availability, clashes with other events. 

 Contact employers/ send specific and clear brief/address/times/audience. 

 Agree format/how it will run with employer. 

 Ask if colleagues have additional contacts. 

 Advise teachers who will support/help deliver what is expected. 

 Do you wish to take photographs?  If so, who will take them? 

2 months 
before 

 Chase employers and contact new employers if needed. 

 Put together a contingency plan (what/who could step in?). 

 Do you need to produce any materials? 

Week before  Contact employer to confirm attendance/times. 

 Ask for presentations to be sent to the school. 

 Book resources and equipment. 

 Send evaluation forms and any other printing to Reprographics department. 

 Send reminder to teachers and staff. 

 Brief students. 

Day 
before 

 Collect any materials and distribute. 

 Remind staff, including Reception staff and students, about what is expected etc. 

 Check contingency in place. 

 Check employer’s presentation has been received. 

On the day  Greet employer: offer water, tea or coffee, advise where the toilets are and advise of fire alarm procedure. 

 Set up equipment. Introduce guest. 

 Manage behaviour, keep time, prompt questions.  

 Thank employer. 

Day after  Email thank you to employer - ask if they would consider doing this again or another activity. 

 Gain verbal feedback and collate evaluation form. 

Week/month 
after 

 Review activities and evaluation forms.  What went well, what could be improved? 

 Complete a write-up of activity for the newsletter. 

 Check you have photographic permission. 

 



36 
 

Toolkit 9: Team-based work-related challenge (linked to a job sector or employer) 
 

 

Outline of activity 
 

This activity involves students working in teams to develop key employability skills.  It can involve students taking on different roles within a project team or business, and 
involves one or more employers.  Typically, this activity takes place over a single day or half day, but could continue over a period of time. 
 

Activities can include: 

 Entrepreneurial activity, such as ‘Dragons’ Den’: students work in groups to produce a product, based on a brief they have been given. 

 A business activity, such as buying and selling goods. 

 Arranging an event: includes planning, marketing, advertising, financing and selling. 

 Designing and constructing a model. 

 Holding a mock trial: includes students taking up roles, considering the facts of the case, debating, considering the verdict, etc. 

 Activities run by the Army outreach teams such as team building challenges. 
 

Students and students taking part in one of these types of activities often find that it is a memorable experience, which they can also use as evidence of their skills for any 
future applications or interviews. 
 

 

Resources and materials needed 
 

 Any materials needed for the activity. 

 A room large enough to accommodate students and the activity, plus any additional break out rooms required. 

 IT: internet access, screen. 

 Evaluation sheets. 

 Prizes, if required. 
 

 

Activity considerations 
 Time needed to prepare and plan, plus timetable or school calendar considerations. 

 What kind of challenge can be set and will appeal to your audience? 

 If several employers are involved, you need very clear communication and allocation of different roles for it to run smoothly. 

 Are there any costs involved? 

 Who is available and who do you need to run your activity?  E.g. do you need a member of the leadership team or governors to assess and judge the final products?  
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SMART objectives for students 
 
V Students gain experience by working as part of a team to create a work-related activity.   
V Students use different employability skills by completing an activity.   
V Students are more aware of the skills being used and how they relate to the workplace. 
V Students feel more confident and can use these experiences to demonstrate their key skill, e.g. for interviews and when completing CVs. 

 
How to measure success: 

- Through verbal and written feedback from students and employers. 
- Through evaluation forms. 
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Timeline of activities 

 

3 months 
before 

 What do you want to achieve?  Who is your target audience?  Is this part of a wider programme of activities?  

 When and how will this be delivered? 

 Check dates: room availability, clashes with other events. 

 Contact employers: send specific and clear brief, address details, times and audience. 

 Agree format: how it will run with employer(s). 

 Ask if colleagues have additional contacts. 

 Advise teachers who will support/help deliver what is expected. 

 Do you wish to take photographs?  If so, who will take them? 

 What resources will students need in order to complete the activity?  Is a budget required? 

 Book school resources, IT, rooms etc. 

2 months 
before 

 Chase employers and contact new employers if needed.  Put together a contingency plan (what/who could step in?). 

 Design and produce any materials? 

Week before  Contact employer/s to confirm attendance/times. 

 Send evaluation forms and any other printing to Reprographics department. 

 Send reminder to teachers and staff. 

 Brief students about the event. 

Day 
before 

 Collect any materials and distribute. 

 Remind staff, including Reception staff and students, about what is expected etc. 

 Check contingency plan is in place. 

On the day  Greet employer: offer water, tea or coffee, advise where toilets are and fire alarm procedure. 

 Set up equipment. Introduce guest. 

 Manage behaviour, keep time, prompt questions.  

 Thank employer. 

Day after  Email thank you to employer/s ask if they would consider doing this again or in another activity 

 Gain verbal feedback/evaluation form. 

Week/month 
after 

 Review activities and evaluation forms.  What went well, what could be improved? 

 Complete newsletter write-up. 

 Check for photographic permission. 
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Toolkit 10: Targeted audience talk or workshop (e.g. to challenge stereotypes) 
 

 

Outline of activity 
 
There are lots of career sectors that are dominated by one gender that desperately require skills, attributes and experience from the other gender.  Examples include the 
need for more females in engineering, cyber security, and finance, and males in health care, nursing and teaching.   
 
There are lots of opportunities for young people to learn about exciting careers that they may not have considered previously, or to help challenge their perceptions and 
the stigmas that might be putting them off certain careers or routes into certain careers. 
 
Possible activities: 

 Presentations about what is it like to be a male in a female dominated career: explaining how to access these careers, promotion opportunities etc. 

 Visits from former students working in the opposite gender-dominated sector.  

 Completing a work-related activity can also students understand the reality of a role that they might not have considered. 

 A workshop or series of workshops on either a single career area or several sectors or careers – could be held on one day or over a period of time. 

 A project working with an employer (as described in Toolkit 3) related to a specific career with a shortage of a certain group of people. 

 Talks or workshops focused on widening participation for students who are less likely to go to university - all universities have Widening Participation schemes and 
welcome opportunities to work with under-represented young people in schools. 

 
Inspiring Women Campaign and WISE are examples of campaigns aimed at raising aspirations and encouraging females into male-dominated career areas and there are 
many employers willing to work with female students. Universities, Gloucestershire NHS and care providers are all potential sources to run talks/workshops aimed at 
under-represented students.  See the see useful contacts section for details. 
 

 

Resources and materials needed 
 

 Any materials related to the activity. 

 A room with sufficient space and facilities for your group. 

 Check with employers if any materials need to be provided or resources need photocopying or printing. 
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Activity considerations 
 

 By targeting specific groups, some students may miss out on an opportunity linked to their careers interests. 

 How will you target or promote the activity to the groups you want to reach? 

 Clear communication with the employer(s) is needed so that you understand how the activity will be run. 

 What will the rest of the year group be doing while this activity is taking place? 
 

 

SMART objectives for students 
 
V Students’ ideas and perceptions are expanded/challenged in a positive way. 
V Students are better informed about the opportunities open to them. 
V Students gain the confidence and encouragement to look into a broader range of options and careers than previously. 

 
How to measure success: 

- Through verbal feedback from students e.g. focus groups, class discussion, views about the event. 
- Through student evaluation forms. 
- Possibly through destinations data. 

 
 

Feedback from similar activity 
 
From employers offering to run activities that challenge stereotypes in schools: 
 
Finance 
 
“As part of International Women’s Day, I have an idea where a number of colleagues here could come and speak about being women in business and hopefully breaking 
down some barriers to working in traditionally male dominated roles e.g. one of our apprentices, a graduate and a senior member of staff. Would this be of interest to you?ò 
 

Civil Engineering 
 
“I was wondering if there was an opportunity for me to come to a school and run a 'People Like Me' session with a group of female students? This initiative was developed 
by the WISE Campaign to broaden the horizons of female students and to highlight potential career opportunities that would fit with their personality. “ 
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Timeline of activities 

 

1-3 
months 
before 

 Check dates for any other events happening and room availability. 

 Plan activity: when and how will it fit with the curriculum and which group of students/year group are you targeting? 

 Who can help?  Ask colleagues?  Contact employer with a brief of what you are trying to achieve, discuss and agree format, arrange visit to 
school if needed. 

 Advise all staff/update school calendar.  

 Book resources. 

 Do you wish to arrange photographs? 

Week 
before 

 Contact employer to confirm attendance/times. 

 Make selected students aware that a guest is coming in what is expected etc. 

 Send evaluation forms to Reprographics Department to print. 

Day 
before 

 Remind all teaching staff Reception staff and students what is happening and is expected etc. 

 Collect evaluation forms. 
On the 
day 

 Set up room 

 Greet employer, offer water, tea or coffee, advise where the toilets are and the fire alarm procedure. 

 Brief teachers of any changes. 

 Introduce activity. 

 Manage behaviour. 

 Thank employers at the end of the activity/day. 

Day after  Email thank you to employer and ask if they would consider taking part again/in other activities. 

 Gain verbal feedback/evaluation form. 

Week 
after 

 Review evaluation forms and feedback: what was successful?  Are follow-up activities required? If so, what?  Plan follow-up activities. 

 Check permission for photographs. 

 Write up newsletter/website article. 
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Toolkit 11: Mock interview preparation and delivery  
 

 

Outline of activity 
 

Setting up the opportunity for students to take part in a mock interview with an employer enables them to see what happens in an interview, to understand and develop 
the skills and techniques needed and to gain experience practising these skills in a safe environment with a professional.  For most young people this will be their first 
encounter of an interview. 
 
Having this experience with an employer is hugely beneficial as students receive personal feedback and advice about their performance during their mock interview and 
how to improve their techniques going forward.  Whether their first formal interview is for a college or sixth form place, apprenticeship, part-time job or university, 
interviews can be challenging and require preparation to be successful. 
 
Mock interviews and preparation can be arranged in many ways depending on what experience you would like your young people to have, plus the time and resources you 
have available.  For example, do you wish them to complete application forms or a CV for the employer to use and appraise?  If so, will students apply for a specific job or a 
generic job?  Or do you wish them to experience the practice interview, without any other agenda?  For Year 12s, you may wish to arrange employers to conduct interviews 
based on the students’ career interests.  
 
Ideas for mock interviews: 

 The least amount of work from the school’s perspective is to enlist an external organisation to manage the process: for a fee, GFirst LEP can arrange a set of briefed 
local employers to come to your school with feedback forms to conduct interviews.  Students complete application forms in advance.  

 Arrange your own mock interview activity and contact employers directly: suggest up to 15 student interviews running simultaneously over one or two days.  

 Interview length: up to 20 minutes, to include verbal and written feedback from the employer. 

 Produce your own feedback forms and suggested questions for employers (see Appendices 5 and 6).  
 

Preparing students for mock interviews, may include:  

 A review of skills that employers are looking for. 

 How to prepare a CV or application form. 

 Commonly asked interview questions, covering both competency-based and traditional questioning. 

 Providing examples for key skills e.g. team work, communication, solving problems. 

 Reviewing a bad interview plus the opportunity for students to practise interviewing each other in pairs.   

 Explain the benefits of having an interview.  

 Reassure students that employers understand most have not had an interview before – they are not trying to ‘catch you out’ or overly challenge. 
 
Follow-up is required, for example a review to share experiences and learning.  
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Resources and materials needed 
 

 Lesson plan and resources for preparation session.  

 List of students/employers/times. 

 Large room or hall with chairs and desks, pens. 

 Student application forms or CVs. 

 A standard set of interview questions to ensure fairness, sent in advance to the employer and printed for use on the day. 

 Mock interview feedback forms.  

 Refreshments for employers. 

 Evaluation forms. 
  

 

Activity considerations 
 

 Do you have enough resource in school to run the activity yourself and enough employer contacts? 

 How will you arrange the activity/how many employers are needed? 

 Contingency plan if an employer has to cancel - who can fill in? 

 Interviewer styles will be different – clearly communicate the style of questions and amount of challenge you require for your students. 

 How will you keep track of times and students on the day?  A flexible approach may be needed, such as reallocating employers to students if any are absent, so that 
employers are not left with gaps. 
 

 

SMART objectives for students 
 

V Students are better informed about what employers are looking for. 
V Students experience a job interview with an employer and receive feedback and advice so they are better prepared for future interviews. 
V Students understand their own skills and qualities and can provide examples. 
V Students feel more confident and are better prepared for interviews in the future. 

 
How to measure success: 

- Through review discussion with students. 
- Through feedback forms. 
- Through evaluation forms.  
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Feedback from similar activity 
 
Year 11 parent comment: “I am writing to thank you for offering my son the opportunity to take part in a mock interview this morning - he was a little apprehensive about 
taking part, but found it a very positive experience.  He had been well prepared with activities in school and the person interviewing made him feel comfortable and 
encouraged to speak positively about himself.” 
 
Employer comment: “It was really enjoyable taking part, as always.  The students I met with were fantastic and a credit to the school and to any preparation work you have 
carried out with them.” 
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Timeline of activities 

 

1-6 
months 
before 

 Check dates: room availability and any other events happening. 

 Plan activity: when, where and how it will work.  How will you prepare students? 

 Book resources.  

 Advise all staff/update school calendar. 

 Contact employers: send brief and suggested questions, address, times, audience. 

 Which teachers will deliver introduction/preparatory lessons questions and review experience afterwards?  Who will be on hand to manage 
interviews? 

 Who can take photographs? 

 Arrange for a member of staff to help escort guests. 

 No more than 3 months before: 
o Chase employers if not replied and contact new employers if needed.  Make a contingency plan (who could step in on the day x 2)? 
o Put materials together for preparatory lesson/s. 
o Brief/run through plan with designated teachers. 
o Start activities in the lead up to mock interviews, depending on how long is needed e.g. CVs/application forms. 

 1 month before: request refreshments. 

Week 
before 

 Contact employers to confirm attendance/times. 

 Students complete mock interview preparatory lesson. 

 Collect completed CVs or application forms. 

Day 
before 

 Remind staff, including Reception staff and students, about what is happening and is expected etc. 

 Check contingencies are in place. 

 Check parking arrangements are in place. 
On the 
day 

 Set up room. 

 Greet employers, offer water, tea or coffee, advise where the toilets are and fire alarm procedure. 

 Provide further refreshments at break/lunch. 

 Ensure teachers are briefed of any changes. 

 Introduce activity. 

 Manage behaviour, ensure rotation flows.  Keep time. 

 Thank employers at the end of the activity. 

Day after  Email thank you to employers: ask if they would consider taking part again/in other activities. 

 Gain verbal feedback/evaluation form. 

Week 
after 

 Teachers review experience and reinforce learning with students. 

 Review evaluation forms and feedback: what went well/needs improving, make recommendations for following year. 

 Check permission for photographs. 

 Write up newsletter/website article. 
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Toolkit 12: Identifying and evaluating skills from work-related or skills-based activities  
 

 

Outline of activity 
This activity involves reviewing and evaluating the actions that students have completed during work-related activities, such as work experience, volunteering, part-time 
work, Duke of Edinburgh awards and during other school-based career-related learning.  It also involves mapping the skills that they have developed and used, with 
relevant and specific examples.   
 
Guidance on how to evaluate the skills learnt during work experience has been included in the EDGE Curriculum.  Please click on this link www.gottheedge.co.uk and then 
select Curriculum under the Resources page to download the curriculum. 
 
Aims of the activity: 

 Students to identify the skills that they have used and developed through work-related experiences. 

 Students can reflect on these experiences and provide examples of when they have used different skills. 

 Students can identify where the gaps are against key skills required by employers and/or against skills required for a job they would like in the future. 
 
This activity could include: 

 A presentation from an employer about general or commonly requested key skills and how to provide examples that you have these skills. 

 Students to use pre-prepared fictitious job applications to highlight key skills required and can look at how they would tackle answers. 

 Students look at completed fictitious applications and responses that have been provided by the applicant.  Students compare answers with the job description and 
person specification.  Students then make judgements about which one they would employ if they were the recruitment manager, and why. 

 Students assess and review their work-related experiences and map their key skills and examples of where and how these skills have been used. 

 Students identify gaps against general/commonly-requested skills – what can they do to fill that gap?  Students document how they plan to develop these skills. 

 Students use the Careers Wales or Prospects website to identify skills required for careers of interest and match these with those already identified as having, or 
gaps for skills that they cannot currently evidence. 

 
When to run this activity: 
A good time to complete this activity is after your school or college curriculum-based work experience has been completed.  However, if work experience is during the 
summer term, then this activity can be run during the first or second week of the new academic year.   
 
Where work experience does not form part of your school or college curriculum, students should be given the chance to complete work-related tasks.  This could include 
those suggested in this booklet and/or encouraged to find work experience during the holidays and inset days.  In this instance, it would be useful for an employer to 
present to students 3-6 months earlier about why gaining work experience or completing volunteering is important, and how and where students can find a placement. 
 

 

http://www.gottheedge.co.uk/
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Resources and materials needed 
 

 IT facilities: computer for employer/teacher, internet access and sound. 

 Workbook – key skills needed, record of my skills/examples/action plan. 

 Work experience diary/journal. 

 Fictitious job applications – written or supplied by the employer. 

 IT classrooms to carry out research. 

 Careers Wales: www.careerswales.com/en/tools-and-resources/job-information/a-to-z/   

 Prospects website: www.prospects.ac.uk/job-profiles/browse-a-to-z  
 

 

Activity considerations 
 

 Try to use employers that are involved in recruitment or are experienced in delivering employability/recruitment style activities.  

 Students may need reminding of the specific employer-run inputs they have had, plus access provided to previous work-related learning documents that they have 
completed. 

 

 

SMART objectives for students 
 

V Students can recognise the skills they use and have developed through different work-related activities, e.g. including work experience, volunteering and during 
lesson activities. 

V Students confidently provide examples to evidence their skills when writing CVs, applications forms and during interviews. 
V Students understand where they have skills gaps and have an action plan in place to address these gaps. 

 
How to measure success: 

- Through verbal feedback.  
- Through worksheets identifying skills and gaps. 
- From mock interview feedback forms, if held in school. 
- Through student evaluation forms. 

 

http://www.careerswales.com/en/tools-and-resources/job-information/a-to-z/
http://www.prospects.ac.uk/job-profiles/browse-a-to-z
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Timeline of activities 

 

3 months 
before 

 Who is your target audience? 

 When and how will this be delivered?  Whole year group?  In classes? 

 Check dates: room availability and clashes with other events. 

 Contact employers: send specific and clear brief, address, times, audience. 

 Agree format, materials needed and how it will run with the employer. 

 Ask if colleagues have additional contacts. 

 Advise teachers who will support or help deliver what is expected. 

 Do you wish to take photographs?  If so, who? 

2 months 
before 

 Chase employers and contact new employers if needed. 

 Set up a contingency plan (what/who could step in?). 

 Produce workbook, send to employer to check. 

Week 
before 

 Contact employer to confirm attendance/times. 

 Ask employers to send presentations to school or college. 

 Book resources and equipment. 

 Send evaluation forms and workbook to Reprographics department. 

 Send reminder to teachers and staff. 

 Brief students. 

Day 
before 

 Collect materials and distribute. 

 Remind staff including Reception staff and students what is expected etc. 

 Check contingency in place. 

 Check employer’s presentation has been received. 

On the 
day 

 Greet employer, offer water, tea or coffee, advise where toilets are and fire alarm procedure. 

 Set up equipment.  Introduce guest. 

 Manage behaviour, keep time, prompt questions.  

 Thank employer. 

Day after  Email thank you to employer.  Ask if they would consider doing this again or support another activity. 

 Gain verbal feedback and collate evaluation forms. 

Week/ 
month 
after 

 Review learning with students.  Review evaluation forms and activity.  What went well, what could be improved? 

 Complete newsletter write-up. 

 Check for photographic permission. 
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Appendix 1 - Employer Guide: how to run a short, interactive workshop 

Why this type of event is important: 
 

- There are many more pathways to choose from after age 18 e.g. university, work, school-leaver programmes, apprenticeships, gap years. 
- Students have less choice within the curriculum, with more exams than previously. 
- Unrealistic career aspirations of some students (The ‘X-factor’ syndrome).  
- Employability skills and work experience are very important but hard to acquire within the school curriculum. 
- The Government acknowledges the vital role of employers’ involvement in schools.  

 
This is a fun and engaging activity which enables students to find out more about different industry sectors and associated careers. 

 

Your Year 9 workshop ‘clients’ digital mindset : 
 
Å The 13-14-year-old students coming to this type of event were born around 2004, into the dawn of the new digital age - they know nothing else!  

e.g. 
Å The birth of Facebook 2006. 
Å The birth of Twitter 2006. 
Å The birth of the iPhone 2007.                                                                                                                                                                        Linda Stone, Microsoft 

 

How to reach the digital age with your message: 
 
Å Make your presentations interactive and heartfelt (but they do not need to be ‘digital’!)   
Å Give students an insight into different areas of your employment area through skills activities. 
Å Tell your story or story of a young person who works with you – or bring a young employee/student with you. 
Å Relate it to their Key Stage 4 (GCSE, Level 2 BTEC) options choices preparations. 
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Progressing to next academic level with the new GCSEs: 
 

 16-year olds require at least 5 x grade ‘4’ GCSE passes to get onto a level 3 
(A level equivalent) course. 

 English and Math grade 4 pass is compulsory for moving on   

 Most schools/colleges require grade 6s in specific subjects for getting onto 
A level courses.  

 Universities and employers value BTECs at Level 3 as rigorous preparation 
for courses/jobs. 

 

Making your workshops interactive: 
 
Most frequently mentioned by Year 9 students as “The thing I most liked about the event is always the practical and interactive nature of employer workshops.” 
 
This could include: 

 Discovering how things are done. 

 Learning new skills. 

 Role play. 

 Handling and learning about specialist equipment. 

 Trying something new. 

 Using artefacts. 

 Using technology. 

 Demonstrations. 

 Simulations. 

 Guessing games. 

 Being creative. 

 Making decisions. 
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Appendix 2 - Careers fair: question sheet for students 

 

The Careers Fair is your opportunity to speak with representatives from universities, training providers and employers who have come here today to share 

information with you and to answer your questions.  Please make the most of this event.  You may know who you want to see and what you what to find out:  

however, here are some questions if you are unsure about what to ask. 

 

Universities and Training Providers 
 

Employers/Apprenticeship providers 

What courses are available? Where is your company based? 

What does the course I am interested in include? What does your company do? 

Are there opportunities to study/gain a work placement in another country? What types of job roles exist within the company? 

What makes this course better than ones at other universities/colleges/sixth 
forms? (e.g. reputation, % graduates gaining relevant jobs, special financial or 
special needs support)  

What kinds of opportunities are available, for…  
Work experience 
Apprenticeships at 16 or 18 
After university 

What are the entry requirements?  
What should be included in my personal statement? 
What experience/extra curriculum activities are you looking for?   

What qualifications/skills, other experience is needed for jobs, 
apprenticeship vacancies or work experience? 

What facilities are available e.g. arts, sports, enrichment, links with 
employers etc.? 

How/when are vacancies advertised?  
What is included in the application process e.g. application form, interview, 
assessment? 

When are your open days? What training/progression opportunities are there? 
 

 

Notes: 
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Appendix 3 - Sample questions that students can use when interviewing employers 

 

1. Can you tell me about what you do in your job? 

2. What do you enjoy about your job? 

3. What do you not like about your job? 

4. What qualifications do you need? 

5. Do you have to go to university? 

6. Can you do an apprenticeship? 

7. When do you use English or maths in your job? 

8. Do you travel in your job? 

9. Are there lots of opportunities to become a ….? 

10. Has technology affected your job in the last 5 years? 
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Appendix 4 – Sample brief for employer talk/presentation  

Addressed to Employer  

“Thank you for agreeing to come along to give a presentation about careers in…. to the Year 10-13s at x school on x date/time. 
I have included a brief below. Please could you consider including the following: 
 

 Introduction to you, the different roles you have had, some examples of your successes/achievements.” 

 What roles exist in the x sector? Who employs these people? Locally and Nationally if possible. Any facts e.g. competitive, skills shortage etc. 

 What does the work involve? 

 What kind of person do you need to be a…? 

 What A-levels or BTEC qualifications might be useful? 

 Routes in e.g. university/apprenticeships. 

 Where/how to gain work experience. 

 Any useful websites or hints and tips for someone considering a career in this area of work. 

 Anything else that you think would be useful for the students to be aware of. 

 

If relevant, depending on the speaker, these questions could be added: 
 

 Experience at university. 

 Course content, placements/industrial years, sponsorship, most highly-regarded universities for x career (e.g. Bristol, Surrey, Loughborough etc). 

 Apprenticeship content/study mix with workload. 

 Or Armed Forces: age you entered, the application process, your experience. 

 Being a woman or man in the opposite gender-dominated sector (in the workplace and/or at university).  
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Appendix 5 - Sample of suggested mock interview questions 

 

 Tell me about yourself?               

 What do you enjoy doing in your spare time?                                                                 

 Can you list your strengths?  Give an example.                                        

 What weaknesses do you have? 

 What motivates you? 

 Who inspires you?  And why? 

 Why do you want to work here/in this career? 

 Why do you want to do this job/apprenticeship? 

 Give me an example of when you worked well in a team 

 Tell me about something you have achieved or are proud of 

 Why are you proud of this achievement? 

 What sort of things do you find challenging? 

 How do you manage this? 

 Where do you see yourself five years from now? 

 Tell me about yourself?               



55 
 

 

Appendix 6 - Sample mock interview feedback form 

                          Date: ______________________________ 

 

Student/student name: _____________________                                         Interviewer’s name: ________________________ 

 

Application form/CV  
 
Neat and clear: 
 
Relevant 
information: 

Particularly Good Areas for improvement/comments 

First Impressions: Student’s 
appearance: 
 
Entering: 
 
Getting started: 
  

  

Body Language: Eye contact: 
 
Handshake: 
 
Voice tones: 
 
Posture: 
 
Closed/Open: 
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Answers: 
 
 
 
 
 
 
 
 
 
 
 
 
 

Clear: 
 
Depth and Detail: 
 
Demonstrated 
knowledge: 
 
Demonstrated skills: 
 
Demonstrated 
experiences: 
 
Answering question 
asked: 

  

Enthusiasm: Showed interest in 
subjects/course via 
answers: 
 
Showed knowledge: 
 
Gave relevant 
examples: 
 
Imagined how to 
deal with situations: 

  

Impression given: Confident: 
 
Nervous: 

 
 
 

 

Asked questions of 
interviewer? 

Yes: 
 
No: 

  

Suggestions for 
improvement: 
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Appendix 7- Sample pre-event evaluation form 

 

Pre-Event Evaluation Form 

Please answer the questions below. Score yourself against each question, with 10 being excellent and 1 being very poor. 

 ₀         Ṱ 

Pre-activity/event questions 1 2 3 4 5 6 7 8 9 10 

How confident are you about your choices after Year 11?           

Do you think you know enough information about careers in STEM?           

Rate your knowledge about university courses available and the entry requirements            

Rate your knowledge about the types and levels of apprenticeships available and how to find vacancies           

How would you rate your ability to work as a group to complete a team challenge or project?           

How would you rate your ability to work with an employer?           

Rate your knowledge of the types of skills employers are looking for           

How confident are you to provide examples of when you have used employability skills?           

How confident are you about preparing for a job or apprenticeship interview?           

How confident are you about doing well in a job or apprenticeship interview?           
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Appendix 8 – Sample post-event evaluation form 

 

Now you have taken part in this event/activity, please review what you have learned and answer the questions below. Score yourself against each question, with 10 being 

excellent and 1 being very poor. 

 ₀         Ṱ 
Post-activity/event questions 1 2 3 4 5 6 7 8 9 10 

How confident are you about your choices after Year 11?           

Do you think you know enough information about careers in STEM?           

Rate your knowledge about university courses available and the entry requirements           

Rate your knowledge about the types and levels of apprenticeships available and how to find vacancies           

How would you rate your ability to work as a group to complete a team challenge or project?           

How would you rate your ability to work with an employer?           

Rate your knowledge of the types of skills employers are looking for           

How confident are you to provide examples of when you have used employability skills?           

How confident are you about preparing for a job or apprenticeship interview?           

How confident are you about doing well in a job or apprenticeship interview?           
 

Optional free-form questions  

What have you learnt? 

What have you enjoyed? 

What action will you take now e.g. website research, look for work experience etc…? 

What would you like to have seen included today that wasn’t? 

How could this activity have been delivered better? 
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Appendix 9 – Useful contacts and web resources 

Personal contacts are always best.  Use any existing employer contacts you have: consider governors, parents, own contacts and asking teaching staff and the leadership 
team for their links.  Talk to companies and organisations at employer and careers events.  

Utilise the following specialist support from alumni, organisations, colleges and universities that is available, locally and nationally: 

Alumni/former students:  www.futurefirst.org.uk 

ASK Project (Amazing Apprenticeships) – can arrange apprenticeships workshops/presentations - https://resources.amazingapprenticeships.com/request-support/ 

Barclays Life Skills:  https://www.barclayslifeskills.com/teachers/volunteers/ 

Barclays Life Skills: https://www.barclayslifeskills.com/teachers/volunteers/ 

BIMM - Our tours offer an interactive experience, featuring live music as well as a presentation about careers in music, diplomas and a Q & A session with our experienced college tours 
team: www.bimm.co.uk/school-tours/ 

British Army Royal Engineers Corporate Team – visit schools to run team task/presentations including some STEM activities.  To find out more contact the Gloucestershire Army Careers 
Office on 01452 524539. 

Careers and Enterprise Company -  GFirst Gloucestershire LEP: www.gfirstlep.com/about-us/education-team/ 

Careers lab - 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: 
https://www.careerslab.co.uk/ 

Cirencester College 

Crest Awards – British Science Association Awards: http://www.crestawards.org/about-crest-awards/ 

Dyson year 8 workshops (30 mile radius from SN16 0RP only): http://www.jamesdysonfoundation.co.uk/form/request-a-workshop-for-your-school/ 

Gloucestershire College  

Gloucestershire Hospitals NHS Foundation Trust – can offer talks/attend careers fairs (not able to support mock interviews) lifelong.learningteam@glos.nhs.uk 

GROWS – A range of talks and activities that the University of Gloucestershire and partners can offer relating to higher education: www.grows.ac.uk/teacher 

Inspiring the future - connect schools and colleges with appropriate volunteers from a range of sectors and professions that match your requirements: www.inspiringthefuture.org/ 

Hartpury College  

Inspiring Women Campaign – to motivate girls to consider the widest range of future careers: https://inspiringwomencampaign.org/ 

RAU Schools’ Liaison Team: www.rau.ac.uk/contact-us 

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

SGS College Schools’ Liaison Team: info@sgscol.ac.uk 

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/ 

The Engineering Development Trust (STEM) schemes: http://www.etrust.org.uk/educators  - there are costs for these programmes. 

University of Bath Outreach Team:  www.bath.ac.uk/campaigns/inspire-your-students-with-our-school-outreach-activities/ 

University of Bristol Outreach Team: http://www.bristol.ac.uk/media-library/sites/study/migrated/documents/outreach-brochure.pdf 

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

University of Worcester: www.worcester.ac.uk/discover/about-get-in-touch.html 

UWE Outreach Team: www.uwe.ac.uk/study/schoolsandcolleges.aspx 

Young Enterprise: https://www.young-enterprise.org.uk/what-we-do/our-programmes-new/ - There will be a cost for these programmes. 
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