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A school and college toolkit

Ministerial foreword

We think our greatest assets are our young people, and by nurturing the
talent we have in our community we can create more opportunities for
them, as well as strengthening our communities.

That, in a nutshell, is the insight that has driven our initiative to encourage
every comprehensive school in Wales to set-up a network of former pupils to
help their old schools to widen the opportunities for current pupils.

We are delighted to pubilish this toolkit which has been developed by Future
First to help schools roll out the new Welsh Government alumni programme.
Future First have 10 years of experience working with schools and colleges,
individually and regionally, across England and Wales.

Since 2016 the Valleys Taskforce have looked closely at how outcomes for
young people in our Valleys communities can be improved, how to raise
aspirations, and how to promote entrepreneurship.

During our community engagement work we were told by young people that
it was difficult to get into different careers if you have no experience of them.
We were also told that employers find that young people often lack an
essential understanding of the work place and the attributes needed for
certain roles. Teachers told us that it was often difficult to secure work
experience for young people as it is no longer mandatory and teachers and
pupils agreed that it was important for students to have role models that had
experienced the same issues and barriers as them.

This issue has only been exacerbated by the Covid-19 pandemic. The
impact of school closures and the barriers caused by local lockdowns
necessitating the closure of smaller, local businesses has meant that school
leavers are feeling less prepared for the world of work than at any other time
in history.

Welsh Government have worked with entrepreneurs, small businesses and
secondary schools to review existing work in this arena to develop a scheme
that can help young people to tap into local role models and alumni from
their areas, particularly their own secondary schools, in order to open up
career paths they may not be aware of or didn’t know how to access, to
highlight a range of careers open to them and learn about lived experiences
of people who have been successful in their chosen route. The aim being
that all secondary school pupils from across the Valleys can have access to
advice, support and career opportunities to thrive in their chosen sector or
career path.

This Toolkit is a step by step guide for schools to set up your own alumni
scheme. It contains resources and real life examples of different types of
schemes as well as templates that schools can use to recruit former pupils
and generate interest amongst pupils. There is information on safeguarding
and GDPR, and guidance on how to get the most out of an alumni scheme
using virtual interactions at a fime when face to face contact is limited.
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In order to test the concept of the Alumni scheme Career’'s Wales have also
been commissioned to take forward intensive work with an initial cohort of 10
South Wales Valleys based volunteer schools. They have been commissioned
to link former pupils with current secondary school pupils, with the aim of
highlighting a range of careers and career pathways available to them. The
volunteer Alumni have been recruited to provide advice and mentoring,
share lived experiences and facilitate workshops with young people.

Over the next few months Careers Wales will assess the success of the
scheme and this Toolkit will be amended to reflect the findings from the
cohort study. The scheme has been adapted take account of Covid-19
restrictions. For example 1:1 sessions have been moved to digital sessions and
workshops have been pre-recorded, ensuring that pupils who would have
missed out during the pandemic will still have access to careers advice and
guidance.

The Toolkit is accompanied by a short film which includes a Q&A panel
discussion between the First Minister, the Deputy Minister for Economy and
Transport and two Alumni who are taking part in the cohort study. During the
discussion we talked about the important role models in our lives and how
they helped us to access our chosen career paths. We hope this will help to
answer some of the questions your students might have and better illustrate
the benefits of an Alumni scheme for your school community.

It is our ambition for secondary school students across Wales to benefit from
this scheme as soon as possible which is why we have made the Toolkit
available via Hwb and the Welsh Government website now.

Kirsty Williams MS, Minister Lee Waters MS, Deputy Minister
for Education for Economy and Transport
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Alumni communities have two distinctive strengths:
relatability and sustainability. Having grown up in the
same area and perhaps having had some of the
same teachers, former students are ideal role models
as they are instantly relatable. They can offer advice
to students from their own context and help show the
young people in Wales what's possible.

Alumni can prove to students that
‘someone like me’' can succeed and
prosper.

Secondary schools have a lasting pool of support
available because as new students leave the school
each year, they can join the growing community of
alumni volunteers.

Since our inception just over 10 years ago, Future
First has supported over a third of state secondary
schools and colleges in Wales and England, creating
a shift in culture around alumni engagement in the
state system. We make building and engaging an
alumni network simple.

We have seen alumniinvolvement cited as

evidence of good careers practice and supporting
the goals set within the ‘Careers and the World of
Work Framework’. Alumni can act as a source of
information for young people, and help them to find
out about the world of work as well as recognise their
own strengths.
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An Overview

What an alumni network can do

oLJo

&P

Provide one-to-one mentoring and
advice

Build character traits such as
confidence and resilience

Provide insights into career paths and
work

Provide access to relatable role models for current students

Boost careers strategy by helping meet
the goals in the CWoW Framework

Enrich delivery of the core curriculum

Help raise aspirations and expectations
for the future

Create a community of volunteers ranging
from governors to inspirational speakers
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The difference alumni make

At Future First we know the importance of evaluating the impact of our work. From our
research, we know that former students fit info a mix of these four roles:

Advisor Professional Trailblazer Expert
@ N

S =3 JE
Their advice This volunteer They might Their skills might
may relate to can explain have taken a suit a specific
career aims, unwritten pathway unusual subject areaq,
educational professional to the students and they could
pathways, or standards which in your school, help enhance
even pastoral aren'tin the or a particular the curriculum
matters. curriculum. demographic of

students.

It's all well and good all of these wonderful people coming in
and telling the students about the possibilities that are out there
but when the students can see someone who has been in their
shoes go on and be successful, have a fantastic job and love
what they do it's so much stronger. 1Y%

Katie, Alumni volunteer, Robert Clack School

bt 10 give back to the school and alumni programme that helped
me out, | joined the Future First alumni network at Robert Clack.
Also, | created a mentoring programme at the start of 2019 for
students in year 9, a few of which had behavioural difficulties like
| did when | was at school. Being able to support them through
that was great. ¥9%

Lewis, Alumni volunteer, Robert Clack School

k& |left the school with a feeling of accomplishment and a huge
smile on my face; today | got to encourage young women to
use their powerful voices for the better. ¥9Y

Aamena, Alumni volunteer, Sarah Bonnell School
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Getting Started

Creating a Plan

The culture of your school or college and the needs of your students will
play a huge part in shaping the priorities for your network. We suggest
starting the academic year with a strategy planning session to identify
the focus for building your community. Establishing the fundamentals
such as:

‘I Identify key staff to be involved:

Getting buy-in from staff across the school is ideal, but the network
should have at least two people overseeing it: a strategic and
operational lead. You may also want to involve staff whose practice
influences others.

We suggest that the
operational lead is:

- Self-selecting for the role,
or someone who has an
interest in the school/college
community
-Line managed by the
strategic lead
-Able to spend an hour
per fortnight (on average)
looking after the network

The operational lead is
responsible for:

-Managing the day-to-day
running of the network
- Looking for opportunities for
volunteers across the school
or college
- Promoting the network in
school, in the community
and online
- Signing up leavers from Year
1Tor13
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To create a strategy for the year, we believe it is best to begin
with the school yearly planner and identify any existing events
your school will host. It is advisable to either explore how to add
value to these pre-existing activities with alumni, or understand
where you could create meaningful interventions throughout
the year that do not impede on other school activities.

There are plenty of ideas within this Toolkit in the ‘Engaging
Alumni’ section. This will help identify your target alumni for
events to begin the outreach stage of building an alumni
network.

Getting staff buy-in across the school or college means that
your hard work gains momentum and you can have more
impact on your students’ outcomes. Having an awareness
across staff that there is an intention to build an alumni
community often helps spread the message and they can assist
in recruiting great volunteers.

All establishments are different so we suggest finding what
works best for you, however, the following are some ways to
create awareness across the school or college:

Visibility in school and online:

e Create an ‘alumni display’ in a hallway to show the value of
celebrating the different paths that former students take

* Shout about the good work that you are doing on any social media
channels that your school or college uses

* Spend fime on staff fraining days to talk about building an alumni
network and ask fellow colleagues what areas of the curriculum they
would like to co-teach with the assistance of an alumni volunteer

Spotlight influential voices:

*  Work with an influential member of staff to help them create an event
involving volunteers

* If you're having an event, collect evidence from it (work completed,
quotations, photos, or even surveys) to evidence its impact on others

p.9
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Case Studies

As part of our work in Future First across Wales, we have worked with a
multitude of brilliant schools and colleges to support in building lasting
alumni networks. The following are examples of some of the activities
that have been hosted by schools and colleges across Wales.

Coleg y Cymoedd

/ e Talk - ‘what it's like to study at Oxford’

iy * Access to HE Social Sciences — talk given about the

k/ Colegy journey from an access course to studying for a Ph.D
Cymoedd * Alumni page on college website sharing the diversity

of jobs former students have now gone into

Lewis School Pengam

Assembly - ‘being a young LGBTQ+ person’

Skype mentoring sessions

Military careers talk

Pilot career talk — ‘underachiever to successful career’
Alumni offered apprenticeship places

Theatre director talk — ‘how | set up my own theatre
company’

Lewis Girls’ School

Maths in-curriculum support
Lunchtime alumni talks

Q&A sessions in careers week
Y “é:a Graphic Design advice session

=

At Coleg y Cymoedd we work with our alumni because it
inspires our current learners, it helps inform learners of different
career opportunities and of the pathways other people have

taken. We also ask our alumni to provide work placements and
to be guest speakers at events. 1%

Ann Crimmings, Marketing Officer, Coleg Y Cymoedd.
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Alumni from a range of
industries can enable
effective careers carousel or
speed networking activities
online or in person.
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Building a Network

Existing Contacts

A great first step is to reach out to all final year students so they can sign up and keep
in touch from their last day. Other groups with connections to your school can help you
grow your network:

Former Students:

Email or text any former
students whose details
you have on record

Use social media to
reach out to supporters
Have an obvious
presence on the school
website so the network is
easily found

Ask your media students
to put together a video
raising awareness of the
network, like BHASVIC's
great example

Local Organisations:

Put posters or flyers up

in local hotspots such as
cafes, places of worship
and local halls

Contact local colleges
and universities to sign up
student alumni

Share sign-up info with
local councils: they're
large employers and local
councillors may have links
to your supporters

Staff Past and Present:

Once you have an
alumni sign-up form, if it is
digital, put it in your email
signature

Email staff asking them to
share your alumni sign-up
form

Termly staff briefing
update

Encourage staff to raise
awareness

Governors:

Regularly include
updates of the network’s
progress at governors
meetings

Ask governors to reach
out to their own contacts

p.12

Parents and Siblings:

Let them know about the
network via an email,
letter or text message
Share a flyer with info at
reception

Meet PTA chair to discuss
the network & its benefits
Have a sign up table
with laptops or forms at
events

Put up posters of alumni
at parents evenings

Add the sign-up info to
the school play/show
programme
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Having a strong online presence can tell a story about the character
of your community and make it easily visible to those who have left
the school. A supporter page on your website is an impactful way

to tell people about the work you're doing with your community of
supporters and the benefits of joining alongside reaching out through
social media such as Twitter, Facebook and Instagram.

We have provided templates for you to adapt and use online:

‘I Website and newsletter template:

CALLING ALL FORMER STUDENTS
If you're a former student of school/college, we want to hear from you!

Your experiences since leaving could help to motivate and inspire our current students to feel
more confident in making decisions about their future. We'd love you to join our alumni network
and stay connected with the school.

You can choose how and when you help — perhaps you can act as a career and education role
model, provide work experience, become a mentor in person or online, or help with donations,
fundraising or even apply to become a governor.

Please add why your school/college chose to build an alumni network.
It doesn’t matter when you left us, whether you're in further education or employment, whether
you still live nearby or have moved further away, there are still ways you can help.

In order to sign up, just follow this link and fill in the online form — we promise it will only take a
couple of minutes. Insert a link to an alumni sign-up form or contact details.

Feel free to add photos you have (i.e. past tutor groups)- this makes the request more engaging.

2 Templates for social media:

Twitter:

* [use photo of school building/former students] Remember thisg Sign up to our alumni
network to reconnect! Sign-up link here

*  What would you tell your 16-year-old self¢ Former school students, return to school and
inspire current students! Sign-up link here

Facebook:

* Former students can transform a young person’s confidence, motivation and skills — if you
aftended [School/college], inspire a future generation and sign up to our former student
network: Sign-up link here

* Would you like to make a difference to the lives of students at [school/college]? Sign up to

our alumni community and help raise aspirations of students sitting in your old seat: Sign-up
link here
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Data Protection

If you wish to retain contact details for
the purpose of contacting alumni you
will be collecting, storing and using their
personal information and therefore Data
Protection legislation applies. At Future
First we have developed bespoke
technology to manage alumni relations
and ensure sufficient and meaningful
encounters for target cohorts.

One of the easiest ways to collect the
information you require is via a form as
you can standardise the information you
ask for. You should only collect and store
the information you need, no more, no
less.

Fair Processing/Privacy Notice

When collecting the information you
should make it clear why you want if,
using a Fair Processing/Privacy Notice.

This notice should state:

* Who you are

e The reason you need the information
and your lawful basis for processing

*  Who you will or may share it with

» Contact details for your school

» Details of the rights they have, such
as the right to ask you to stop using
their details or the right to lodge
a complaint with the Information
Commissioner’'s Office (ICO)

* The Notice can be made available in
a number of ways, such as providing
it along with any forms you have
and/or by adding it to your website
and providing a link

Contact

It is tempting to search for ex-pupils on
social media in order to get in touch;
however, you cannot guarantee you are
contacting the correct person (some
people share accounts, use different
names or another person may have
access to their account) and they have
not agreed to be contacted this way
and may find it a nuisance. Using Social
Media in a less direct way, for example,
via an Alumni Facebook page or via

a LinkedIn profile that pupils/students
can opt-in to join or follow is more
effective. The Alumni form could also

be used to collect pupil/student contact
preferences, with tick boxes to opt-in to
each type of potential communication.
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Sign-up form guide:

Remember

As with all the personal information you collect, store and use you should make
sure it is always kept secure and you should only keep the information for as long as
necessary. The alumni should be contacted regularly to make sure their details are
up-to-date and that they are still happy to be contacted.

Any supporter information should be stored securely. Storing supporter details in an
open file on the school network, saving them to your phone or writing them down risks
being in breach of GDPR and the Data Protection Act 2018, which makes the data
unsafe and can incur large fines.Keeping this information in a password protected
spreadsheet or on a protected database are the best ways to store it securely and
track your alumni data.

Considerations when creating an alumni sign-up form:

Title and Name

Gender

Email Address

Phone Number

School Leaving Year

Current Status: (i.e. Working, In Education, Other)
Job Title/ Details on Education

Education and Qualifications (if applicable)

Alumni Projects and Activities [create a list of activities
that you intend to run and find out what preferences
the alumnus/a holds]

10. Contact Preferences (i.e. Email, Call, Text)
11. Signature
12. Date

1.
2.
&
4.
5.
6.
7.
8.
9.

You should include a fair processing/privacy notice either
in the sign-up form at the top or bottom, or you can put this
information on your website and link to the information.

p.15







A school and college toolkit

Engaging Alumni
The Importance

The most rewarding experiences happen when the skills of your supporters
are well matched to the needs of your students and school or college.
This can allow for a mutually beneficial experience for both the students
who will learn from alumni, and the volunteer themselves- being able to
share their expertise in a meaningful way. At Future First we take the
operational pressure away from school or college staff by making alumni
relations and management simple.

Here are some ideas for how to interest former students and other
supporters in school life, and build a sense of community. This is an
important step in building a great relationship with your volunteer
community and can help the school/college in understanding how
alumni want to engage in school activities.

QUICK AND
SIMPLE

» Send a copy of the
newsletter or the school
student newspaper so
that supporters can keep
up to date about what's
happening

* Invite supporters to
school plays, concerts
and open days

e Let alumni know about
staff who are retiring,
and ask them to share
memories

* Send an end of year
summary with a thank
you for all of their support

p.17

A LITTLE EXTRA
EFFORT

» Share information with
supporters about how you
intend to use their support
over the coming year

e Allow alumni to send in
their own news to share
in a newsletter

* Invite supporters in for a

coffee morning and tour
of the school, or a virtual
coffee with the
headteacher

* Share stories from
events or other activities
that supporters have
taken part in to celebrate
their success and
encourage others to get
involved next time
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Making Alumni Visible

Having alumni visible around the school or college is not only a wonderful way to inspire
current students of all ages, but it can encourage leavers to sign up to the alumni network
in their final year. We encourage all schools/colleges to create visibility of former students
in busy areas, such as hallways, cafeterias and within lessons or support. Take a look at this
video from Homewood School for a great example of a digital resource on alumni.

The following are suggestions for collecting support that can be strategically used to
increase the visibility of alumni in school:

Gatherin ‘top Facilitate a virtual Ask for help
tips', quotes or session with reviewing
anecdotes and alumni during an applications,
display in class assembly personal
statements and
CVs
Take student(s) Request a
and an video: offering
accompanying adyvice,
adult for a tour answering
around their questions or
university or showcasing a
workplace ‘day in the life’

If you are going to use a photo of someone in anything you publish (on paper or
online), remember to ask them to sign a consent form so that you can use theirimage.
The following is a template for requesting consent:

Consent to use image

Thank you for agreeing to give permission to use your image. Please sign the form below fo
show consent:

l, (sign and print name)

give permission for <school/college> to use my image (whether photo or film) for all publicity
and promotional purposes in relation to <school/college’s> programme of events and
showcasing the public benefit delivered by <school/college’s> work.

If you wish to withdraw your permission after signing this form, please contact <contact
name> at <school/college> <email address>.

We will cease using your image from the date of your withdrawal of consent but we
cannot withdraw existing copies of your image whether online or in print.
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You could start your own alumni success wall "
by asking former students to submit photos. At ]
Future First our experts produce fantastic
inspirational posters which really bring alumni
roles to life.

“Mow I've helped lo design and bwild a single-
seat racing car for the UK's best Formula Student

team”
B - Enginesniag vhudent

| went to
Coleg y Cymoedd

“Now | work for the Environment Agency to
create a better place for people and wildlife”

Sinead - Regulated Industry Officer

- 1‘.'.
el

| went to
Alun School

futurefirst.org.uk ¥ futurefirstorg (© futurefirstorg & Future First
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Running Activities

Activity Ideas

You can truly see the value of building an alumni community when you begin to run
impactful activities with learners. The following suggestions are activities that we have
developed for alumni to engage with current students. These sessions align themselves
very well with the following CWoW framework career management skills:

Motivation Alumni can act as mentors either online or in person, providing
advice, support and guidance to students. Mentoring is tailored to the individual
with specific goals in mind, offering students a purposeful new relationship to help
overcome a range of challenges.

Self-awareness We have developed a free resource pack for
which enables young people to identify the skills shown by alumni in
-0 their working life and encourages them to reflect on their own skills and strengths.
=~ This includes an alumni case study but can be personalised to feature alumni
from your school.

Application Having alumnireturn to support with in-curriculum lessons has a
positive impact on the students' understanding of the real world application of
their learning and boosts their motivation. Former students can play a key role in
the delivery of the core curriculum. Alumni can enrich the curriculum by
co-delivering lessons related to their careers, or dialling into video calls with a
class to help build students’ awareness of the world of work.

Opportunity awareness We have found great success with inviting alumni
to talk to year groups in school, such as during an assembly. You can do this by
co-ordinating with your alumni network and asking any volunteers to create a
=" PowerPoint presentation- showing them local opportunities. You could also use
the following created for volunteer week- to show students the
opportunities that can be found through volunteering with an alumni Q+A

Decision making Alumni can provide shadowing opportunities

and placements, helping students gain more awareness of work environments,

but also the skills they need to succeed when they get there. Even providing work
insight activities by email for students to complete can give a real taste of the work of
work and boost your students’ confidence in their careers-related decisions

Resilience At Future First, we believe that developing life skills can be
enhanced by showing positive examples and role models to students that
are learning. We have recently put together videos of alumni across the UK
&’ answering questions about °
". You could ask these questions to your alumni network and see what they
describe in video responses to share with your current students.



https://futurefirst.org.uk/product/free-remote-learning-skills-strengths/
https://futurefirst.org.uk/product/free-remote-learning-skills-strengths/
https://futurefirst.org.uk/product/free-volunteers-week-activity-pack/
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Castell Alun High School ran alumni
workshops in partnership with Future
First, helping their year 9 students to
think about their options after GCSE
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Example Session Plan:

The following is an example of a session plan that was created for in-curriculum support
session hosted in a UK school:

Focus: In-curriculum Ration and
volunteering proportion

Why is ratio and proportion important in the catering business?

Session summary Target student
This session focuses on direct proportion and how itis used to adapt recipesin | group
the catering industry. Students will also get the opportunity to learn aboutthe | -  KS3 (could be
catering business. This session canlink fo the use of direct proportion to adapted to KS4
compare products and evaluate best buys. orKS2)
This session is designed to last an hour.
Learning objectives Learning outcomes Suggested
e To understand the role of direct e Students will adjustrecipes using volunteers
proportionin the catering simple multipliers - Someoneinthe
profession e Students may be able to adjust catering
e To be able fo use direct recipes using more complex industry
proportion to adjust recipes multipliers
« To be able to use unitary ratio to e Students may be able fo adjust
compare the prices of products recipes and compare the best
price foringredients

Resources
e Presentation, briefing notes, post- it notes and recipes to adjust

Pre-session preparation

e Studentsshould have a good understanding of ratio and proportion — writing ratio, simplifying
ratio and sharing ratio

« Speak to the volunteer overthe phone and let them know their role in the session and what to
expect from the session

Section content

Timings

Key objective and link to next
section

05 Meet the volunteer (slides 1-5) Objective: fo meet the

- Introduce the session by explaining how the volunteer and get to
session will help the students to understand the understand the route into the
use of direct proportion in the catering profession. | catering industry.

- Askstudents to ask the volunteers questionin Link: ‘We are very fortfunate to
order to get to know their daily routine. Volunteer | have a fantastic volunteer from
can thenlink this to direct proportion. the industry who will work with

you today on understanding

how ratios are usedin real life.’
520 Introduction to direct proportion (slides 6-8) Objective: to clarify the

concept of direct proportionin.

'@fu’rureﬁrstorq !iwww.focebook.com/fufurefirsforq | www.futurefirst.org.uk
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The lesson was based around bringing in a former student, who works
as a chef, to support in a mathematics lesson. This example shows you

A school and college toolkit

the considerations and planning that goes into creating a session- you
can use this to help create your own event.

Future
First

Students are all given arecipe for cookies. Ask
them what they would do to double the recipe,
friple the recipes and tests their understanding on
simple multipliers.

Explain that all these recipes are in proportion
with each other.

Assisted by the volunteer, help students use direct
proportion to adjust a recipe e.g. if they are
given arecipe that makes 12 cookies, how would
they adjust it to make 402 702 52

Ask volunteerto give the example of being
limited by ingredients, e.g. if they only have 100g
of chocolate, how many cookies could they
make?

Students can choose from 24, 30 or 82 cookies
depending on their confidence.

its simplest form. This also
addresses the first learning
outcome.

To understand how to use
proportion to adjustrecipes with
more complex methods.

Link: ‘We are now going to look
at how this skillis used in the
catering business.’

Adjusting recipes (slides 9)

Ask volunteerto give four of their most common
recipes. Ask volunteer to lead a discussion on
estimating how many ingredients willneed to be
brought at the beginning of the week e.g. if was
winter, what might be the most popular recipe?
Ask volunteerto use their personal experience to
facilitate discussion.

Students then adjust recipes based on own or
class estimations. You can adjust numbers to
support or stretch students.

Objective: to understand the
role of logical estimationin the
ordering process— could link
back to earlier discussion about
job fitle.

Link: ‘We are now going to look
at how to use proportion to get
the best value deal.’

Comparing prices of products (slides 10)

Lead a discussion on using proportion to
compare good deals e.g. 3 for2, 9 pack for... £
in comparison to a 4 pack for£....

Students work in groups. Each group is given a
range of deals for the ingredients of previous
recipes. Students act as the retailers and will
need to present the best deal fo the volunteer.

Objective: fo extend their
knowledge of direct proportion
to comparing products.

Link: ‘We now have a final
opportunity to hear from
volunteer and foreflect onthe
objectiveslearned today’

Reflection (slides 11-12)

Ask volunteerto offer any final advice to
students.

Ask students what they have taken away from
the session, linking back to the objectives.

Objective: to assess what they
will take away from the session.

Comments and adaptations
This lesson could be adapted to suit a range of abilities — just adapt the multipliers by changing the
quantities of ingredients.
This lesson could be made more engaging (particularly for KS2) by using actual ingredients and
creating afood product. This would require pre-planning and the purchase of ingredients.

'@fufureﬁrstorq nwww.focebook.com/fufurefirsforq | www.futurefirst.org.uk
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Considerations

At Future First we ensure that alumni are properly briefed and supported to
maximise their value to students. When you come to deliver an activity, there
are many things to consider such as the needs of the students, availability of
alumni, and logistical planning. We suggest you approach these stages in
the following order, so as to allow for your plans to run smoothly and give you
time to recruit the right volunteers for your event.

8 weeks to go

ldentify your
objectives and
begin to reach
out to your alumni
community.

1 week to go

Check your logistics
(i.e. printed resources,
refreshments). Send
volunteers a reminder
text the day before.

On the day

Deliver a great event/
activityl Make sure to

clearly discuss safeguarding
considerations with
volunteers.

5 weeks to go

Plan your session
thinking about your
key objectives and
what you need from

alumni.

2 weeks to go

Send your
volunteers briefing
notes and offer a
call to answer any

questions.

Following up

Send thank you
emails to volunteers,
evaluate your
session, tweet about
it, and promote.

It is important to include safeguarding information when briefing volunteers. This
allows you to make sure your volunteers understand that they are never to be left
alone with students and they understand what is expected from them in the school

environment.
p.24
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Future
First

Invite to speak to students at [insert school/
college name]
We are looking for former students of [Insert school/college]. We

would like you to visit to speak about what you are doing now and
the skills you have gained.

Overview

At the beginning of each lesson students
will ask you questions. This might be
about what life was like at school or
might be about what you do now.

Event date and Timings

Students will then complete activities
to help them prepare for when they
leave school. It would be great if you
could get involved and join in with the
activities!

Go to reception and ask for:

School Address:

It is helpful to think about the following to
have answers prepared for the following:

¢ How to explain your job without using

. jargon

Session Leaders « How to infroduce the company you
work for

e Your career journey, your transferable
skills and route into the sector

* A few words of advice for the
students at the end of the workshop

Contact Details:

If you need to cancel at short notice
please contact the facilitator directly on
their mobile.

Example Briefing

Notes:

This example of briefing

notes was used for a series

of alumni talks held at a
secondary school. The school

Future
First

Safeguarding Information

The following guidance applies to volunteers attending a Future First led activity. or CO”ege SOfeg UOrd | ng DO|ICy

* Please actin a professional manner with the students at all times, making sure your an- ShOUId C1|WC1YS be fO”OWGd
ecdotes and information is appropriate for this age group. even |f YOU knOW .I.he former

* Do not give personal contact details/emails out to the students/accept Facebook STUdenT WhO

requests etc. Do not take photos of the students.
* If you have a pre-existing relationship with a student who is taking part in the session IS VO|UnTeer|ﬂg We”
(e.g. sibling, parent, family friend) please let the Future First facilitator know. We ask
that you behave in a more formal, professional manner with them for the duration of

the workshop for consistency. It is User| to g|\/e SpeC|ﬁC
+ What to do if a volunteer suspects a child may be at risk of harm: contact information to
o You cannot promise confidentiality - reassure the student and explain that only \/OlU n'l'eers Of ‘I'he Opero '|'|O|"]O|
people who need to know will be told.
o Stay calm and reassure the student. Do not interview the student or ask leading |eOd SO 'I'hQT 'I'h ey can COHTOCT
questions. Clarify what the student is trying to say. . . .
o Tell the Future First staff member discreetly at the earliest convenient moment (may with a ny g uestions or issues

be at end of session).

that may impede them

* If there is anything else that concerns you — e.g. mental health, bullying, references to . . .. .
flegal behaviour - then please pass this on to Future First during or at the end of the arrving for the QCT|V|Ty. This
e also helps with creating
Please let us know if you have any additional suppori.needs ahegfl of the event so that fO m”'O”Ty W|Th The former
\g:rZ%r;\r:’;ﬁlf(;::arzjg?iﬁ:;:z::szr‘:lsrsnﬁl?:ie these. Give your facilitator a call on the num- S.I.Uden.l. Ond .I.hey knOW WhO .I_o

ask for at reception.
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Making the Most of Events

When you have been able to bring alumni volunteers in for an event, we would
recommend using the gold standard volunteer management guide. Making your
volunteers feel valued is key to putting them at ease and encouraging them to come
back in the future.

AVOID

* Don't leave your
volunteers alone with
students, even if they

are DBS checked

e Try not to run the
session without support
from a colleague who

knows the majority of
the students

* Avoid having
students arrive late or
leave halfway through
because they have to

go to another lesson

* Try not to leave your
volunteers waiting
in reception—it's
sometimes difficult
with busy workloads,
but if you're back to
back, arrange for a
colleague to meet
and greet volunteers

p.27
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If you want to talk

to us about how we
can support you in
establishing, engaging
and developing a

sustainable network - just
contact our expert team.

+44 (0)20 7239 8933
info@futurefirst.org.uk

Future First

86-90 Paul Street
London

EC2A 4NE

futurefirst.org.uk @ futurefirstorg

futurefirstorg 1 Future First
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