
Planning a meaningful encounter
This checklist is designed to help Careers ensure each encounter or experience is meaningful for all participants 
and will ensure quality and consistency to the activity. The checklist is specifically for use in careers activities 
involving an employer or FE/HE provider.

Planning - Preparing to Succeed

What To ensure the encounter is... Completed

Taking a whole school Embedded within the school’s career programme 



IMPLEMENTATION - Engage with intent

What To ensure that... Completed

Brief Participants Students and staff are prepared for the activity and  
they understand what they will be doing and what  
will be expected of them.

Employers are briefed about their role and know  
what to expect from teachers and students.

HE, FE and Training providers are briefed about their 
role and understand the needs of the studentsattending.

Engage parents and carers The learning opportunity is promoted  



REFLECTION - 



PROGRESSION - Build in next steps

What To ensure that... Completed

Create a follow up activity Is not a “one-off” experience and will be  
embedded in the school’s careers strategy .

Allows students to progress their career learning  
by exploring more about the industry, job role or 
pathway they have been introduced to.

Celebrate success Is promoted across the wider school community  
using social media, newsletters, local press,  
enterprise coordinators etc.

Share best practice Informs the practice and supports professional  
development in your school and wider careers network.

Publicised to a Wider Audience Is shared through your social media platforms and 
highlights the success of your careers programme  
in school.

Is captured within a formal Case Study and shared  
with the local delivery team and is available on the 
school website.


