



Career Discussion Group run sheet
Use this template to help everyone be clear on timings and roles during your event.
	Timings
eg, 9–9.10am
	Activity
	Recommended duration 

	
	Set up as many tables as you have role models, with enough chairs for students and role models.
	10 minutes

	
	· Look out for the role models and welcome them in.
· Escort them to the welcome area. Offer them refreshments. Introduce the role models to each other and staff.
· Give them a final briefing.
	30 minutes
Allows time for role models to meet staff and each other and settle in.

	
	Everyone gathers where the event is taking place. Get students to sit at the tables, with around the same number of students at each.
	5 minutes

	
	· Welcome everyone to the event.
· Ask the role models to introduce themselves and tell students their job title, with a quick explanation of what they do.
	5 minutes

	
	Career Discussion Groups:
· Ask the role models to each go to a table with a group of students.
· Students talk to a role model for 10–15 minutes. The Discussion Group worksheets have questions they can ask and space for notes.
· Give everyone a 1-minute warning before time is up.
· Ask the role models to rotate to the next table.
· Repeat for as many Discussion Groups as you have time for.
	10–15 minutes per discussion group + time for change-overs

	
	Wrap up/close event:
· Ask the role models to share a final piece of advice with all students.
· Thank the role models.
	10 minutes





Role model information 
Note the names, jobs and contact details of the role models so you have these on hand.
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