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Introduction
Welcome to the collaborative Skills Guernsey and Careers Guernsey Employability Menu.

The menu seeks to provide the Island Education establishments with a range of quality activities to enhance the employability skills of school leavers so that they are better prepared to enter the world of work.

The activities will be lessons, lectures, seminars or visits. The key principles of the Employability Menu are: 

· The initiatives will enhance the work already being undertaken in schools through the Careers Education Programmes and wider curriculum to provide employability skills
· Employers will make a significant contribution to the delivery of the initiatives
· The initiatives will have clearly defined lesson plans and educational outcomes – if necessary employers will be supported by Careers Guernsey and schools with developing and shaping activities
How will the Employability Menu work?
· A pilot programme will be launched in September/October 2013.  It is hoped that it will be updated in February 2014 – prior to the Careers Show 2014.  The menu will be evaluated in the summer term 2014
·  A booklet listing the initiatives will be produced which will be available to download from the Skills Guernsey Website (www.gov.gg/skillsguernsey)  and the Careers Guernsey website (www.careers.gg)
· Employers and employer associations will be asked to contact Careers Guernsey with initiatives that they are willing to offer – Careers Guernsey will offer support on developing these initiatives
· Following the launch of the booklet, schools will be invited to contact Careers Guernsey to book sessions – staff from Careers Guernsey will liaise with schools and employers to arrange sessions
· Arrangements for providing feedback on the sessions will be available once Careers Guernsey has a better understanding of the types of initiatives on offer
· Traditionally the focus of employer engagement has been at Key Stage 4 and Post-16, however, it is hoped that initiatives can be offered to students of all ages
Employability Menu Activities

Below is a list of the activities that are being offered to Education establishments.  Please note that there are a range of education-employer activities that are already taking place in schools – examples of these activities are available in appendix 2.

It is planned that the Employability Menu activities are built upon, and over the coming years, the Employability Menu will be updated as additional activities are received.  A proforma for use by employers to identify employability activities they can offer can be found in appendix 3. 
The menu has been divided as follows:
My Future 
This focuses on the personal and individual needs and interests of each student
My Choice
These activities are aimed at helping students to identify and acquire the employability skills required to be successful in the workplace
My Island and Beyond 
These activities aim to raise students’ awareness of the labour market and educational opportunities that exist in Guernsey and beyond
Employability Menu - My Future
	Career Pathways

	Employers from all sectors of the economy are invited to make presentations on the career pathways that they can offer young people.  Support will be available to help employers make presentations that are lively, engaging, topical and relevant to school leavers.

All sectors of the economy are invited to participate however this may be an opportunity for those sectors whose career pathways are not clearly understood to explain what can be offered to young people.


	How to manage your future

	A class session focusing on transition and support to students dealing with selections, having back-up options, looking forward and beyond.  The session will inform on recruitment processes, the importance of being flexible, resilient and having a plan.


	The Y Generation

	This is a workshop/lecture which looks at the challenges and opportunities faced by the millennium generation (those young people born between 1980’s and 2002).

The workshop/lecture considers the characteristics specific to this generation – students will be invited to discuss the challenges and opportunities facing this generation in Guernsey and beyond and what can be done to address these challenges.


	Careers Guidance and Planning

	A programme of one to one independent and impartial guidance interviews for those students who require personal support.

A focus of the programme will be to work with the students on action planning – priority will be given to students with additional needs including: Students with SEN, poor or non-attendees, students in care or young carers, underachievers, exclude students, early leavers from Post-16 and students undecided about their career plans.




	How and where to source careers information

	A class/group session aimed at developing digital literacy and to help students navigate the NEW www.careers.gg site and other information websites and resources.  The aim of this session is to introduce students to the content and format of careers.gg as well as how and where to source other accurate careers information online. 


Employability Menu - My Choice
	Skills Guernsey Employability Skills Workshops

	Over the last academic year, employability skills workshops have been piloted throughout the Sixth Form Centre, the College of Further Education and Les Beaucamps High School.  These pilot workshops have been well received by students and teachers involved and the employers assisting with their delivery.  

The Employability Skills Workshops programme is being designed to ensure that the particular requirements of each school are accommodated. It is expected that the programme will provide a minimum of 60 teaching workshops.

The workshops will:

· Raise students awareness of employability skills 

· Help students to develop their employability skills

· Enable students to engage with local employers

· Contextualise learning in real work scenarios

· Provide an opportunity for employers to understand students and their learning environment and share experiences and learning with them

The workshops have three key themes:

1. What are employability skills and attitudes?

2. Employability and me and how to develop employability skills and attitudes

3. Motivation at work and becoming a marketable employee

The aims of the workshop are:

· For students to explore the concept of employability skills and attitudes and what they look like in practice

· To obtain feedback from students with regards to improving employability skills training and workshops

Each workshop will last 50-55 minutes and have been designed to be highly interactive and participative.  Students will be arranged into 5 groups with one volunteer employer facilitating each group.



	Decision Making Skills

	Class/group session linked to Key Stage 4 options and beyond.  Focus of this session is to help develop student’s career decision-making skills.  This will include understanding the importance of having accurate and relevant information when making a decision, to understand and practice a decision making model and to recognise the importance for having a contingency or back up plans. 


	Alternatives to Higher Education

	Class/group session focused on employment and training options, including year out/gap year and future study options. This overview of the alternative options to going to University will include case examples of Year 12 & 13 leavers, student destinations information, employer’s expectations and how to best prepare for future applications.


Employability Menu - My Island and Beyond
	Introduction to Labour Market

	Class/group session to increase students’ awareness of the labour market.  This will include an overview of the Guernsey economy, how and where to source Guernsey, UK and Global Labour Market information and why it is important to use it.


	Myth-busting Sector Workshops

	Employer and young employee workshops to give an overview of the different working sectors on Guernsey, the skills required for those sectors, challenging stereotypes within sectors and the range of opportunities available. Workshops available in Finance, Retail, Hospitality, Construction and Public Sector.  


	Apprenticeship Awareness Activities

	Awareness workshops and presentations in school run by employers and young apprentices including the opportunity to visit the College of Further Education workshops and employers.


	University – what’s that all about?

	Class/group session aimed at raising aspirations and to increase awareness of Higher Education.  This session will cover the reasons why people go to University, UCAS explained, costs and the on island provision.




	Costs and Benefits of Higher Education

	Class/group session focussed on answering the following:

· Why study for a degree?

· What are the costs of studying?

· What financial support (including grants/bursaries) is available? 

· What are on-island study options?




	Introducing the Careers Show

	Class/group session to help prepare students to get the most out of the Careers Show.  This will include an overview of the village sectors and exhibitors, preparing students for the ‘have a go’ activities and using the careers show website, careersshow.gg.


	The Careers Show

	Annual showcase of the employment sectors and skills on Guernsey, held at Beau Sejour on April 2nd 2014.


	The Higher Education Event

	Annual event held at the Grammar School – opportunity to meet with University representatives and attend subject talks


Employability Menu – States Registered Apprenticeship Scheme Information
	The SRAS (States Registered Apprenticeship Scheme) facilitates the management of Apprentices on the scheme who both train with the employer and complete a qualification either through the College of Further Education or through off-island training.


My Future

	Career Pathways

	The Apprenticeship Scheme Manager is available to be contacted about starting an Apprenticeship or even for those who are considering one in the future and need guidance.


My Choice

	Talks for schools in Year 11

	The SRAS currently runs sessions in schools for year 11s and for some other groups at a stage where they are making decisions on their future. These cover the different trades at the College as well as the opportunities for apprenticeships off-island.


	Talks for schools and orientation at the College

	The SRAS are able to present information about the scheme to younger year groups than the Year 11 classes. The Apprenticeship Scheme Manager as well as some business representatives and their apprentices are able to do talks for classes so they can give more of a feel for what is like to be involved with the scheme and what it is like to work alongside part-time education.
There is also an opportunity to visit the College workshops, salons and kitchens in order to see the environments where apprentices learn.
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Employability Menu – ICAEW information
	ICAEW (Institute of Chartered Accountants, England & Wales) are a professional body who work with students and are happy to come to the island and engage with local schools.  Activities they can provide include:


My Future

	Career Pathways

	A representative can present on the different routes to become an ICAEW Chartered Accountant and what the career entails.


My Choice

	Employability Skills Workshops

	ICAEW can run sessions identifying what competencies/employability skills are, which ones employers are looking for and how to show them on CVs, covering letters, application forms and at interviews.


	Decision Making Skills

	ICAEW offer interactive business games. These are 2.5-3hr sessions. Students are put in groups of 6 and could be supported by a professional mentor if available. They analyse a pack of information and use their deductions to make business decisions. This culminates in a presentation to a fictitious board of directors/judging panel.


My Island and Beyond

	Myth-busting sessions

	ICAEW have activities for all age groups (down to year 9) that dispel some of the myths that surround accountancy.
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Employability Menu – CIPD information
	CIPD (Chartered Institute of Personnel and Development) is a charity and a professional body who work individuals to provide them with the best start to gaining employment. Activities they can provide include:


My Choice

	Preparing your CV workshop

	CIPD can run a one hour session to identify your employability skills and demonstrate how to present them on a CV. Your CV needs to say as much as possible about you and be presented in a way that interests the employer to find out more.  This workshop will build on the skills you gain in school and home life and translate them into the world of work. 

This workshop will be facilitated by either a committee member or one of the HR practitioners who will provide practical advice and guidance.


	Interviews – Maximising your opportunity

	CIPD offer a 2 hour session which will cover how to make the most of the opportunity through research and detailed preparation, the stages involved in an interview and job application process. The session will conclude with a mock interview with questions and answers.

This workshop will be facilitated by either a committee member or one of the HR practitioners and will provide practical advice and guidance.
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Employability Menu – Guernsey Construction Industry
	The Construction Industry in Guernsey is the Island’s second largest industry, and is a key employer within the Island’s workforce market place.  The Industry offers a diverse range of employment opportunities and career paths for school leavers and graduates.


My Choice

	Construction Industry Careers Program

	The Construction Industry Careers Program is being designed to provide students with an understanding of the opportunities for working within the industry, as well as providing schools with support for teaching programs and projects that introduce skills relating to the Construction Industry on the island.

The program will:

· Raise students awareness of opportunities for employment within the Construction Industry 

· Help students to develop skills that will be required by Construction Industry employers

· Enable students to engage with local employers

· Contextualise learning in real work scenarios

· Provide an opportunity for employers to understand students and their learning environment and share experiences and learning with them

The program has three key themes:

4. An Introduction to the Construction Industry

5. How my skills can be developed and put to use within the Construction Industry

6. How to find out more about specific career paths within the Construction Industry

The aims of the program are:

· For students to explore the diversity of opportunity within the Construction Industry
· To help students to understand how their skills can be developed within the Construction Industry
· To provide context to student’s current learning experience
· For students to have fun and experience non-academic activities that will enhance their learning
Each session will last 50-55 minutes and have been designed to be highly interactive and participative.  Students will be arranged into groups with one volunteer employer facilitating each group.



	Construction Industry Careers Roadmap

	A Roadmap document that identifies the key roles within the Construction Industry along with guidance on the career and education pathways available to progress through the Industry on a lifelong learning path.

For use by careers advisors, parents and students to aid understanding of the opportunities available within the Construction Industry and the personal and professional development required to achieve these.


	Construction Industry at the Careers Fair

	The Construction Industry will be represented at the Guernsey Careers Fair, with industry members available to discuss Construction Career paths and opportunities.


Employability Menu – Guernsey Electricity
	Guernsey Electricity recognises the importance of working with education and students to help support and give advice on the skills and attributes essential in today’s environment.  


My Future
	Career Pathways

	Guernsey Electricity can make presentations on the careers that are available to young people.   We can help young people understand the career path available to them to help follow and achieve their goals (see Apprenticeship Awareness Activities).




	How to Manage your Future

	We can help explain our recruitment process and what to expect from an interview. 


My Choice
	Employability Skills Workshops

	Guernsey Electricity will help provide workshops on employability skills and attitudes and what employers are looking for, how those skills can be shown on CV’s, in interviews and on application forms.


My Island and Beyond
	Apprenticeship Awareness Activities

	Guernsey Electricity will be happy to run a presentation on apprenticeships at GEL to increase awareness of what’s available and what employers will expect students to have achieved in order to be successful.  


	The Careers Show

	Attendance at the Careers Show.
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The skills required by Guernsey’s future workforce

Over the past twelve months, Skills Guernsey has been working with local employers to identify the employability skills required by school leavers who are entering the workforce. Discussions with employers have identified the following:

1. Employability skills are a key element underpinning the long-term success of the economy

2. Developing these skills will overcome some of the barriers faced by 16-19 year olds by ensuring they are attractive to potential employers and can use these skills for success in job offers, promotions and for self development

3. There are more to employability skills than just career aspirations – school leaves need to be aware of the skills and qualities expected by employer and they need to be able to identify, understand and articulate the employability skills they possess
4. Attitudes of individuals are important and an essential part of an individual’s ability to obtain, participate in and successfully retain employment
What are employability skills?

There are a wide range of terms used to describe the general necessary skills for employment.  These include employability skills, essential skills, soft skills, key competencies, transferable skills, enterprise skills and life skills.

Skills Guernsey and Careers Guernsey has chosen to use the term “Employability Skills”.  This is defined by the UK Commission for Employment and Skills as “the skills almost everyone needs to do almost any job”.

Employability skills are the skills, attitudes and behaviours required to enable individuals to carry out and retain a job, and work productively with their colleagues and managers.  Unlike qualifications or technical skills, employability skills are generic in nature as opposed to job specific, and cut across all industry types and business sizes.  

What employability skills do employers want?

Guernsey has identified five skills that employers regard as being core to becoming a successful employee – these are available in appendix 1.
Appendix 1

TOP 5 SKILLS AS DEFINED BY GUERNSEY EMPLOYERS

	
	Skills employers want
	What this means

	Core Skills
	Ready for employment
	

	1
	Communication Skills
	The ability to explain what you mean in a clear and concise way through written and/or spoken means.  To listen and relate to other people, and to act upon key information/instructions.  The awareness to ask questions if you are unsure.

	2
	Numeracy, Literacy, ICT
	The ability to understand basic maths (add, subtract, multiply, divide and percentages), to write neatly using good spelling and grammar.  The ability to use a computer including basic word processing and spreadsheets.

	3
	Positive, can-do attitude
	See every challenge as an opportunity and finds solutions not issues.  Determination to get things done, make things happen and constantly looking for better ways of doing things.  Give things a go.

	4
	Team working
	The ability to work together towards a common goal, sharing knowledge and skills.  Important to have flexible approach to helping others and encouraging others to learn.  An understanding of how teams work and how one can best contribute in different ways in different team situations.

	5
	Honesty and Integrity
	Treating people with respect and empathy (ability to see things from other people’s point of view).  Being open and honest in your dealings with others and knowing the difference between wrong and right and acting on it.  Knowing the value of diversity and what it can bring.  Understand and being considerate of the different needs of different individuals.



Appendix 2
Examples of Education and Business working together


Appendix 3
Employability Skills – employer activity proforma
	Title


	Duration 


	What is it?


	Who is it aimed at? 

	What does it involve?


	How does it link to the Curriculum? 


Benefits

	YOUNG PEOPLE
	SCHOOL STAFF
	PARTNERS

	
	
	

	
	
	

	
	
	


	Partners commitment to the Programme


	Careers Guernsey 

· Support the school in identifying appropriate business support.

· Support the school staff to host the event.

	Additional Outcomes


	Additional Information 

	Resources

School:

· Brief the pupils before the event

· Organise school facilities and hospitality for facilitators

· Run follow up sessions to conclude the process

· Provide materials needed by pupils.
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