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Workplace experience – planning template 

	Consideration
	Key questions
	 

	Objective(s)
	What labour market knowledge and workplace skills do you want young people to build through the experience?
	

	Alignment to equalex phases
	Do your objectives align to outcomes in the equalex phases?

Introduce & Inspire: 
· Increased opportunity awareness
· Improved Self-Awareness
· Inspiration

Investigate & Explore: 
· Career Readiness: developing essential skills
· Exploration of roles and responsibilities
· Understanding of growth sectors and the changing economy

Apply & Demonstrate: 
· Applying knowledge and Skills in the workplace

	

	Employer priorities


	What do you want to get out of the activity?
(Deliver on social value? Profile your sector? Develop essential skills? Build a talent pipeline into early careers roles? Provide rewarding volunteering opportunity?)
	

	Participants
	Is there a target group you are looking to reach? 
(i.e. specific year group or learner characteristics such as those in receipt of Free School Meals)? Have you liaised with the school/college to see if any learners have specific needs and how you can meet these? 
	

	Making it meaningful
	Once you have agreed clear learning outcomes with the school/college & know who is visiting, ensure that the experience you plan aligns with the core principles for making it meaningful:
Make it engaging - enable meaningful two-way interaction and include hands on learning, ideally based on real work projects.  
Provide feedback – ensure that you feedback on any work produced or presented as part of your workplace experience.  
Gain feedback from the young person – to support you to evaluate the impact of the experience. 
	

	Structure of the workplace experience (day visit, few days, week etc)
	Will you include?
· Icebreakers at the start
· Breaks, opportunities for movement and time buffers between activities
· Lunch/refreshments
· A conclusion/plenary at the end with debrief time
	

	Rooms
	What rooms/spaces will you be using? 
How will these suit the activities taking place? Will there be a tour of other parts of the building?
	

	Equipment
	Do you need any equipment for your activities?
Stationary (flip charts/post its/pens) or other materials for practical tasks?
	 

	Resources
	Do you need to develop resources such as worksheets, information booklets or case studies?
	 


	Staffing
	Who is running the day? How many other staff members need to be involved in each activity? 
Can you showcase diversity - offer the chance to meet with a diverse range of employees, ensuring they are relatable role models. Where possible, include opportunities to meet people from a broad range of backgrounds and experiences.  
	 



	Preparation
	Is there anything students might do to prepare, such as learning about your organisation or sector? Will you send them any materials in advance, such as information about your organisation or bios of the staff they will meet so they can prepare questions?
	 




	Next steps
	Is there anything students could do after the visit to embed or extend learning? Will you send them any follow-on activities or offer other opportunities such as more formal work experience?
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