GUIDELINES FOR TEACHERS

WORKING WITH EMPLOYERS

· Sourcing
· A number of people have a range of employer contacts. These may include 
· Personal contacts
· Employers who already work with the school (for work experience and other activities)
· Governors
· Education Business Partnership
· Connexions
· Contacting
· When you first make contact with an employer, ensure that you are very clear about your expectations
· Purpose of the activity
· Timing and venue
· What benefit you feel the input of an employer would bring together with the potential benefits to the employer
· If you try to contact by phone and the person you want is not there, leave a message including quite clearly the times you can be contacted by phone during the school day. Some employers forget that teachers in classrooms are unable to stop what they are doing and talk on the phone. If you make contact by letter, e mail or fax, also include these times.
· Briefing
· Make sure employers have all the information they need 
· How to find you (or an external venue)
· When to arrive
· Where to go when they arrive
· Who to ask for
· The size, age, ability range, relevant background knowledge or experience of the group
· The length of the session
· The type of format that might work best e.g. lecture, informal talk, question and answer session, workshop activity
· This may or may not warrant a planning meeting or discussion in advance
· Preparation
· Make sure you have the information you need
· Is any equipment going to be needed?
· What type of presentation will it be?
· What sort of layout of the classroom would they like?
· Have they spoken in a classroom before? (for some people, going back into a classroom “on the other side of the fence” can be a daunting experience)
· Do they have any other questions?
· If possible, also involve the students from the beginning. This could include the reasoning behind the decision to ask an organisation to come and work with them. Not only does this give useful practice of consultation and decision making but it will also make it more likely that the students will be interested in the visit and want it to be a success.
· Hospitality
· Ensure that school office staff are aware when a visitor is coming into school so that they are made to feel welcome 
· Ensure that suitable refreshments are available for the employer (coffee/tea, water, lunch)
· Introduce the employer to the class, giving some background information
· At the end of the session, ensure the employer is thanked
· Ensure the employer is escorted from the school. This is a good opportunity to ask whether they would be willing to help out again in the future
· Evaluation
· Any activity should be evaluated with the employer. It will help you plan for the future and it will help the visitor to know that the time given up to support you was worthwhile. The majority of employers are very keen to know how they did and if they could improve. An evaluation also gives them evidence that the time away from the workplace was spent usefully
· How well prepared was the group?
· Are there any suggestions for improvement?
· How well did the group respond?
· Were any important areas of questioning left out?
· What was the overall impression of the group/school?
· Would they be happy to come and see this group again?
· Would they be happy to come and speak to next year’s group?
· If not, why not?
· Activities should also be evaluated by the group to help you with future planning and to give feedback to the employer :
· Were they interested? If yes, why? If no, why?
· Was the speaker talking to them at the right level?
· Was there the right amount of information? too little? too much?
· Did the speaker talk for the right amount of time? too long? too short?
· What did they learn?
· Could the class have improved their contribution? questions?
· Could the speaker have improved their contribution?
· Keeping in Touch
· Ensure that a thank you letter is sent to the employer
· Ensure that the employer’s name is included in any publicity generated
· Invite the employer to any follow up activity
· Invite the employer to other school events
· Include the employer on the distribution of any relevant information, e.g. school newsletter, so that they continue to be involved and interested in the school
· Consider sending an annual certificate to all employers who have helped the school during the year
· Mention the company in the school’s annual report - “Connections with the Local Community”
· Give the employer as much notice as possible of any future activity you would like them to be involved in
