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Supervisor/Buddy Guidebook

- Part of the ‘Work Inspiration’ Toolkit -
This the second of three documents in the ‘Work Inspiration Toolkit’. This the key document for the Supervisor/Buddy to refer to and update before during and after the placement and is to be used in conjunction with the How-To-Guide to deliver the placement.
The Work Inspiration website www.work.inspiration.com, has lots of free resources and case studies to support the development of your placement.
This template document has been designed in Word so you can tailor it to your businesses needs and format it into your corporate style. Please be aware that this is just guide and the Health and Safety aspects in particular must be carefully considered and edited to suit your business. 
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1. Welcome message:
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“It should also be noted that several of our new apprentices came to us through this scheme; without it we could very easily have missed some very promising young talent.” Senior Sound Supervisor, ITV Studios
2. The ten Supervisor/Buddy commitments 
This quality assurance charter commits you to the key principles and actions that ensure that the ‘Work Inspiration’ programme at <<<Insert Company Name>>> is delivered to a consistent high standard.
As a Supervisor/Buddy I will…
1. Make the student feel welcome and treat them as a young adult who will make a valued contribution to the team at <<<Insert Company Name>>>
2. Use the placement structure and 5 key ‘Work Inspiration’ elements (described in the How-to guide) to ensure it is a high quality, inspiring placement that makes a positive, lasting impression
3. Be patient and supportive with the student, helping them learn if they make any mistakes 
4. Provide an introduction to our corporate values and expectations of conduct
5. Communicate effectively with the programme coordinator -and where appropriate- the school and teachers before, during and after the placement
6. Ensure that a risk assessment is in place for young people prior to the placement starting. Provide a full induction with a quiz to ensure that the student has understood any health and safety issues
7. Notify the school immediately if the student is absent or ill during the placement

8. Debrief with the students at the end of each day to reflect with them on what they have learned and feedback positively 

9. Feedback my views on the placement to the programme co-ordinator and to the school
10. Have Fun! 
I have understood the commitment to quality and I agree to follow its principles
Supervisor/Buddy signature:                                                                                          Date:

……………………………......                                                                                   ………………….

3. Placement time table

Use this timetable to track where the student will be over the placement and share it with them so they are reassured about what the days ahead have in store.
	
	Who
	Where

	Day 1 Morning 
	
	

	           Afternoon
	
	

	
	
	

	Day 2  Morning
	
	

	           Afternoon
	
	

	
	
	

	Day 3  Morning
	
	

	           Afternoon
	
	


4. Key Contacts

	Key contacts for the placement

	Name of Student (Capitals):
	

	Signature:
	

	Name Contact at School:
	

	Contact at School: Email:
	

	Contact at School: Phone:
	

	Supervisor/Buddy Name:
	

	Supervisor/Buddy Jobtitle:
	

	Supervisor/Buddy Email:
	

	Supervisor/Buddy Phone:
	

	Co-ordinator Name:
	

	Co-ordinator Phone:
	

	Dates of Placement:
	


5. What needs to be in place before they arrive? 

The programme co-ordinator will be responsible for getting much of this in place but you should do a quick final check that everything is in place before the placement begins.
	Action
	By whom
	Completed?

	School and Emergency contact details have been received
	
	

	Written consent from parents or carers  have been received
	
	

	Employer’s liability insurance covers the student
	
	

	Health & Safety and Risk Assessment has been completed
	
	

	Placement timetable has been created which incorporates the 5 key ‘Work Inspiration’ elements and regular breaks
	
	

	Tasks or projects are prepared & colleagues time is booked out
	
	

	Any passes or uniforms the student will need are in place
	
	


6. Key points to remember during the placement
First Day: 
The first day sets the tone for the whole placement, so make sure the student knows they will be treated like a young adult and as a valued member of the team, but with that, comes expectations around dress code and conduct. Safety is paramount so during the induction and safety briefing get them to complete a quiz to ensure they have clearly understood everything. Remember students will be used to quite a regimented structure, so let them know what’s going to happen in the days ahead. Following the induction, take them on a tour of where they will be working while introducing them to the business and some of the relevant faces.  
At the earliest opportunity, complete Insight Workbook 1 ‘All about me’ with them. This will help you find out their skills and interests and allow you to decide what departments or tasks are best suited to them. Particularly the main project you will give to the student to complete during the placement. 
Breaks: 
Students will be used to more breaks in the school day, so allow them plenty of time to absorb everything they are learning. Make sure that the team take them to lunch each day and that they know travel procedures and how to get off the site at the end of the day. 
Checking in each day: 
Where possible meet with the student at the start and end of each day. The debrief is particularly important and the process of filling in the ‘Placement Logbook’ and your ‘Daily feedback sheet’ each day is your chance to reflect with them on what they have learned and how this could enhance their CV. 
Visit from the School:
Don’t forget a teacher or representative from the school may want to make a visit during the placement to catch up with how it’s going. Use the logbook here to show them what the student is achieving.
Last Day: 
Time to end the placement with a fun farewell: On the afternoon of the final day get the students to rehearse and make a final presentation on their student-led project to a gathering of staff, -some students like to do this in the form of a short video-. After the presentation Supervisors/Buddy’s can present the ‘Certificate of completion’. And this is a chance also for the students to show appreciation for colleagues who inspired them by presenting their own ‘Inspiration Award’.
Final debrief

This is possibly one of the most important parts of the placement, as the student reflects on the placement and looks ahead. It’s important to get them to think about how they can keep the energy going and put it into practice all they have learned in their real lives in school and at home.
Fill in the logbooks one last time, and complete an ‘Employer’s Assessment form’ which the student can use as a CV reference. Get the student to complete a ‘Student Assessment form’ to feedback on the placement and the final questionnaire is for you to see how much of an impact the programme has had on them. Some schools have a standard ‘Employer report’ which you will also need complete and send back to the school. 

Finally help the Student fill out their Personal Action Plan. While filling this out, remember that that young people who experience four or more employer contacts at school are five times less likely to be unemployed. Now that you know more about the student, you can make them aware of other local opportunities to make these contacts and build their employability skills like: volunteering, mentoring, open days, careers fairs or point them to careers sites like Plotr. 
Feedback to programme co-ordinator how the placement has gone to allow them to continuously improve the ‘Work Inspiration’ Placement. 
7. First-day Checklist
There is a lot to cover in the first day this checklist will help you keep on track
	Action
	By whom
	Completed?

	Student has been welcomed and introduced to Supervisor/Buddy
	
	

	Student has successfully completed the induction and safety quiz and signed the declaration to confirm they have clearly  understood it 
	
	

	Student is aware of corporate values and expectations of  housekeeping, tidiness, dress code etc.
	
	

	Student has been taken on tour of where they will be working and introduced to relevant faces
	
	

	Student knows the timetable for the days ahead
	
	

	Student has completed Insight 1 –‘All about me’
	
	

	Student has a security pass and is logged on to the system 
	
	

	Student is aware of the web rules
	
	

	Student understands the expectations of conduct
	
	


8. Last-day checklist
	Action
	Completed?

	Student has completed their Personal Action Plan
	

	Student has received their Certificate of Completion
	

	Student has completed End of placement Survey and questionnaire
	

	Student has handed in any passes or uniform items
	

	Reference has been provided
	

	Dialogue about other employability opportunities has taken place
	

	Any forms required by the school have been sent 
	


9. Day-1 Supervisor/Buddy daily feedback sheet
What employability skills and behaviours did the student display during the day?

	People Skills: Listening, Diplomacy
	Helpful ‘Can-do’ attitude 

	Creativity
	Determination

	Decision-making
	Problem-Solving

	Time-management
	Attention to detail

	Communication Skills: Persuasion, Body language, phone, email
	Customer Awareness

	Team-Work
	Planning/Goal Setting
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Any other skills or attributes displayed during the day
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How could what has been learned today, be articulated on the students CV?

Day-2 Supervisor/Buddy daily feedback sheet
What employability skills and behaviours did the student display during the day?

	People Skills: Listening, Diplomacy
	Helpful ‘Can-do’ attitude 

	Creativity
	Determination

	Decision-making
	Problem-Solving

	Time-management
	Attention to detail

	Communication Skills: Persuasion, Body language, phone, email
	Customer Awareness

	Team-Work
	Planning/Goal Setting
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Any other skills or attributes displayed during the day
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How could what has been learned today, be articulated on the students CV?

Day-3 Supervisor/Buddy daily feedback sheet
What employability skills and behaviours did the student display during the day?

	People Skills: Listening, Diplomacy
	Helpful ‘Can-do’ attitude 

	Creativity
	Determination

	Decision-making
	Problem-Solving

	Time-management
	Attention to detail

	Communication Skills: Persuasion, Body language, phone, email
	Customer Awareness

	Team-Work
	Planning/Goal-setting
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Any other skills or attributes displayed during the day

How could what has been learned today, be articulated on the students CV?

10. Certificates of Completion and Inspiration
11. Template Welcome Letter 
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Dear Colleague,





Thanks for taking part in <<<Insert Company name>>>’s Work Inspiration programme. Research has shown that that young people who experience four or more employer contacts at school are five times less likely to be unemployed. So this is your chance to make a powerful intervention at a critical time in a young person’s life, not just to inspire them but also to open their eyes to the roles in our industry. 





So let’s show them there’s a lot more to working life than they can imagine let’s give each student the experience you would want your own child to have.





There is so much this tech savvy generation are capable of so treat them like young adults by getting them working on projects and in teams. Give them a real hands on experience of work, so they can see for themselves what skills and talents they can contribute.





As Supervisor/Buddy your role is vital, to help them navigate the subtle rules and expectations of working life and point out to them the skills and strengths that they possess which we value at <<<Insert Company names>>> It’s worth remembering that you may be the first real authority figure outside the school or the home, they will have worked with. Your advice and guidance will carry an extra weight that can make a difference in their life, raising their ambition and sense of self-worth. 





I want to thank you in advance for your time and support. I’m I am confident that you will get a lot out of the programme too. 





Yours sincerely,





<<<Insert Chief Executive Name>>>





<<<Insert Chief Executive Signature>>>


<<<Insert company name>>>















































Certificate of Inspiration





This Certificate is awarded to:





<<<Insert Colleagues name>>>>


……………………………………………





For really inspiring me during my <<<Insert company name >>> Work Inspiration programme





This award was nominated by:


<<<<Insert Student’s name>>>





         .….……………………………….						        …………………


Student’s signature                                                                     Dates





…………………..


<<<Insert Chief Executive Signature>>>


<<<Insert company name>>>











Work Inspiration Certificate of Completion





This Certificate acknowledges the


contribution and performance of:








<<<<Insert Student’s name>>>>


……………………………………………





For successfully completing the <<<Insert company name >>> Work Inspiration programme





      ..……………………………….						  ..……..…….


Supervisor/Buddy signature                                                               Dates





<<<<Insert Chief Executive Signature>>>>


<<<<Insert company name>>>>








Dear <<<Insert Student’s name>>>





Welcome to <<<Insert company name>>>





The all team are looking forward to welcoming you to our <<<<Insert company site name>>>> for your three-day/five-day/ten day ‘Work Inspiration’ placement. 





We know that it can be a little nerve-wracking to join a new team but we are here to help support you and show you how everything works.





We are very proud of what we do here at <<<<Insert company name>>>> and we are keen to show you what a fun and exciting career working in <<<<Insert Industry>>>> can be. 





Please find enclosed a short induction briefing which will help you hit the ground running on your first day and a placement outline, which will give you some idea of tasks that you can complete in your time with us. 





We hope that you will enjoy your work experience with us and we look forward to you showing us what skills and talents you have.





If you have any questions at all do get in touch.





We look forward to seeing you soon. 





Yours sincerely,





<<<Insert your Name>>>


<<<Insert company name>>>
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