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Welcome to the Career Ready programme. Due to the current health crisis 
we recognise that for the foreseeable future we will need to rely on the 
virtual alternatives for programme activities, only reverting back to face-to-
face opportunities when governments’ guidance allows and in agreement 
with schools and employers. 

Over the next two years you will have a mentor, participate in masterclasses 
and workplace visits and have an internship. Your mentor will help you 
prepare for the world of work. This is one of the most valuable elements of 
your Career Ready experience. You can also elect to participate in the SQA 
Personal Development Self and Work Unit to underpin your experience (and 
receive accredited tariff points on your school leaver certificate)

Completing this handbook
This handbook is designed to help you make the most of the programme. 
You can use it throughout the programme to help you prepare for and 
record notes from your mentor meetings, masterclasses and internship. 
You can also log in to the Career Ready website at any time using the same 
details you used to register and access further resources and your mentor’s 
details. Visit: www.careerready.org.uk/Scotland for more information. 

Mentoring
There is a page for each of your mentoring meetings and a place to note the 
date and time, and to make notes. You can also log your meeting notes in the 
‘my activities’ section of the Career Ready portal. Your meetings will take place 
virtually until face-to-face meetings at your mentor's workplace are allowed. 

Masterclasses
Masterclasses take place throughout the programme. There are six in 
total, three in Year 1 and three in Year 2. You are expected to attend each 
masterclass and then have a follow up conversation with your mentor to 
discuss what you have learnt. There is a page for you to take notes for each 
masterclass. Your school coordinator will let you know dates, times and 
locations.

Welcome
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Masterclass 1
Know the programme and know yourself
Aim: to understand the programme and how to get the most out of it

Get an understanding of the programme and what is expected of you
Think about your skills, qualities and motivation
Consider your personal values and their importance in your career
Develop your self-confidence and personal goal setting
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Meeting 1
First meeting with your mentor
The first time you meet your mentor will be at a virtual launch event. 
You can use the space below to make a note of anything you want to 
remember from the launch event to discuss with your mentor later.

By the end of the launch event you will:

Have increased confidence in speaking to your mentor
Know more about one another and have been encouraged to think about your 
aspirations for participation in the Career Ready programme

Your mentor’s contact details

You can access your mentor’s contact details in the ‘My Mentor’ section of 
the Career Ready portal by logging in at www.careerready.org.uk.

Dont forget to log your meeting notes in the ‘my activities’ section of 
the Career Ready portal.
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Meeting 2
Introduction to your environment
Your mentor will attend a meeting, likely online if this cannot happen 
physically and meet your parent(s)/carer(s) too if they are able to attend.

By the end of the mentoring session you will:

Have further increased confidence in speaking to each another
Have confirmed the date and time of your next meeting

Dont forget to log your meeting notes in the ‘my activities’ section of 
the Career Ready portal.
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Masterclass 2
Communication and networking
Aim: to understand the importance and impact of communication 
and networking skills

Understand how you will communicate during the programme with your mentor 
and their colleagues
Recognise the barriers to communication and understand how to overcome them
Understand what networking is and prepare techniques for networking
Recognise social media do’s and don’ts in the workplace 
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Skills for Career Success
Survey 1 of 4
You will be sent a link to complete your Skills for Career Success online survey four 
times during the Career Ready programme.

You will find each skills category and what they mean at the back of this
handbook. As you complete the survey decide whether you think your skills: require 
development (1), are adequate for the task / this stage of the programme (2), are an 
emerging strength (3), or are now a clear strength of yours (4).

Look at each skill category and put a tick in the relevant column for the entire
skill category. As well as submitting your online survey, record your rating below
to refer back to and to discuss with your mentor.

1
Development

required

2
Adequate for 

task

4
Clear      

strength

3
Emerging 
strength

Communication  
and Networking

Self 
management

Team working

Adaptability

Creativity

Managing my 
career

Problem solving 
and analysis



9
Aug     Sep     Oct     Nov     Dec     Jan     Feb     Mar     Apr     May     Jun     Jul

Meeting 3
Goal setting
Some possible discussion topics or activities:

What is your mentor’s job all about?
The range of job roles in the organisation
Share your experience of Masterclass one ‘Know the Programme and Know 
Yourself’
Review the ratings you gave yourself for your first Skills for Career Success survey
Set some big picture goals

Agree some tactical goals and an action plan to work towards achieving them

By the end of the mentoring session you will:

Have increased confidence in presenting yourself to a new employer
Understand why goal setting is important
Have discussed your first Skills for Career Success ratings, identified areas you 
want to develop and agreed some goals for these
Have some big goals for the programme and some tactical goals to help you work towards 
them

Dont forget to log your meeting notes in the ‘my activities’ section of 
the Career Ready portal.
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Meeting 4
Preparing for exams and coursework
Some possible discussion topics or activities:

Exam and coursework deadlines, where you need support
Study tips and time management advice
Share your experience of Masterclass two ‘Communication and Networking’ 
and how you might build your network in your mentor’s organisation

By the end of the mentoring session you will:

Understand ways in which to organise your workload
Have identified opportunities to build your network in your mentor’s organisation

Dont forget to log your meeting notes in the ‘my activities’ section of 
the Career Ready portal.
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Meeting 5
Preparation for interviews, the internship 
and pre-employment checks
Some possible discussion topics or activities:

Discuss the interview process at your mentor’s workplace
Check what needs to be done to ensure HR and payroll departments have all 
the information they need for your internship to start
Preparing for interviews and the opportunity to practise
Discuss your internship role and what you might be doing

By the end of the mentoring session you will:

Know what to do or who to speak to to complete your pre-employment checks
Be more confident about your ability to perform well at interview
Understand the different types of interviews used in your mentor’s organisation
Have practiced responses to interview questions with your mentor
Have a better idea of what you will be doing during your internship

Dont forget to log your meeting notes in the ‘my activities’ section of 
the Career Ready portal.
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Skills for Career Success
Survey 2 of 4
You will now be asked to complete your Skills for Career Success survey for the 
second time. Don’t forget to look back at how you rated your skills at the start of 
the programme.

Referring to each skill category and their indicators at the back of this book, 
decide whether you think they: require development (1), are adequate for the 
task/this stage of the programme (2), are an emerging strength (3) or now a clear 
strength of yours (4). 

Look at each skill category and put a tick in the relevant column for the entire 
skill category. As well as submitting your online survey, record your rating below 
to refer back to and to discuss with your mentor.

1
Development

required

2
Adequate for 

task

4
Clear      

strength

3
Emerging 
strength

Communication  
and Networking

Self 
management

Team working

Adaptability

Creativity

Managing my 
career

Problem solving 
and analysis
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Masterclass 3
Preparing for work
Aim: to prepare you for work (your internship)

Learn about acceptable workplace behaviour and employer expectations
How to be confident in the workplace
Understand the value of your internship for you and your employer
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Meeting 6
Preparation for the workplace
Some possible discussion topics or activities:

Share your experience of Masterclass three ‘Preparing for work’
Discuss how the workplace is different to school
Look at the internship section of this handbook
Review the ratings you gave yourself for your second Skills for Career Success 
survey to identify skills you wish to develop during your internship
Do a final check that you have completed all your onboarding requirements for 
HR and payroll

By the end of the mentoring session you will:

Be more confident ahead of your first day at your internship (which may be virtual)
Understand appropriate workplace behaviour and what your mentor’s organisation 
expects of their employees
Have reviewed the Skills for Career Success and identified skills and attitudes that 
you wish to develop during your internship



15
Aug     Sep     Oct     Nov     Dec     Jan     Feb     Mar     Apr     May     Jun     Jul

Internship
Setting objectives and reviewing progress
You should meet with your internship supervisor, who may not be your 
mentor, at least three times during the internship. At the first meeting 
use the Skills for Career Success framework to discuss your objectives 
with your supervisor. They will be able to set you tasks that will help 
you to meet your objectives and develop the skills you have identified 
with your mentor. Write down the objectives and which learning 
outcome they relate to.

At the midpoint review and the final meeting your supervisor will rate how well you 
have met each objective on a scale of 1 – 3:

1 = not met          2 = partially met          3 = fully met

Before each meeting, think about how well you have met your objectives and 
prepare some thoughts so that you can discuss each one with your supervisor.

Objective Which Skills for Career Success 
learning outcome does this match?

End
grade

Midpoint 
grade
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Internship week 1
Learning log - plan, evaluate and reflect

My tasks
What tasks did you complete this week?

Successes
What went well?
What did you enjoy and why?

Challenges
Did you experience any difficulties?
What do you think you can do about it?

Skills
What skills did you develop through completing these tasks?
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Internship week 2
Learning log - plan, evaluate and reflect

My tasks
What tasks did you complete this week?

Successes
What went well?
What did you enjoy and why?

Challenges
Did you experience any difficulties?
What do you think you can do about it?

Skills
What skills did you develop through completing these tasks?
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Meeting 7
Reviewing internship progress
Some possible discussion topics or activities:

Overview of internship and progress being made

Help required to continue developing skills during internship

By the end of the mentoring session you will:

Have had an opportunity to reflect upon your internship experiences so far

Dont forget to log your meeting notes in the ‘my activities’ section of 
the Career Ready portal.
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Internship week 3
Learning log - plan, evaluate and reflect

My tasks
What tasks did you complete this week?

Successes
What went well?
What did you enjoy and why?

Challenges
Did you experience any difficulties?
What do you think you can do about it?

Skills
What skills did you develop through completing these tasks?
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Internship week 4
Learning log - plan, evaluate and reflect

My tasks
What tasks did you complete this week?

Successes
What went well?
What did you enjoy and why?

Challenges
Did you experience any difficulties?
What do you think you can do about it?

Skills
What skills did you develop through completing these tasks?
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Meeting 8
Celebrating the success of your first year
This meeting will be part of a Celebration of Success event held in 
school with other students, mentors and possibly parent(s)/carer(s).

If you have left school and are now at college / in work, you can still benefit from the 
Career Ready programme by continuing to meet your mentor, attending masterclasses 
wherever possible and look forward graduating from the programme in March.

Some possible discussion topics or activities:

Give a presentation about your internship, telling your mentor and school what you 
learned and how this will help you in the future

Arrange to meet your mentor for your next one-to-one session

By the end of the meeting you will have:

Evaluated your internship experience and shared your successes and learnings
Identified how you can use the experience to help you plan for your future
Re-connected with your mentor at the start of Year 2 of the programme

Dont forget to log your meeting notes in the ‘my activities’ section of 
the Career Ready portal.
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Masterclass 4
Career pathways
Aim: to inform you about career pathways

Think about how the labour market impacts on career choice
Understand the need to explore progression pathways before making a career choice
Consider different entry points to start a career
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Skills for Career Success
Survey 3 of 4
You will now be asked via email to complete your Skills for Career Success survey 
for the third time. Don’t forget to look back at how you rated your skills in the 
second survey.

Referring to each skill category and their indicators at the back of this book, 
decide whether you think they: require development (1), are adequate for the 
task/this stage of the programme (2), are an emerging strength (3) or now a clear 
strength of yours (4). 

Look at each skill category and put a tick in the relevant column for the entire 
skill category. As well as submitting your online survey, record your rating below 
to refer back to and to discuss with your mentor.

1
Development

required

2
Adequate for 

task

4
Clear      

strength

3
Emerging 
strength

Communication  
and Networking

Self 
management

Team working

Adaptability

Creativity

Managing my 
career

Problem solving 
and analysis



24
Aug     Sep     Oct     Nov     Dec     Jan     Feb     Mar     Apr     May     Jun     Jul

Meeting 9
Understanding career pathways
Some possible discussion topics or activities:

Share your experience of Masterclass four ‘Career Pathways’
Look at one particular career route of interest to you
Review the ratings you gave yourself for your third Skills for Career Success 
survey recorded on the previous page

By the end of the mentoring session you will:

Have a better understanding of career pathways
Have identified the skills and behaviours you want to continue developing in Year 2

Dont forget to log your meeting notes in the ‘my activities’ section of 
the Career Ready portal.
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Masterclass 5
Success at interviews and assessment centres
Aim: to prepare you for interviews and assessment centres

Learn about different types of interviews and different forms of preparation
Practice promoting yourself in an interview
Consider different types of assessment methods and practice preparation techniques
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Meeting 10
Applications and personal statements
Some possible discussion topics or activities:

CV review
Job and university or college applications
Developing a personal statement
Share your experience of Masterclass five ‘Success at Interviews and 
Assessment Centres’

By the end of the mentoring session you will:

Understand what makes a stand-out application form
Have identified ways in which you can improve your UCAS, college or work 
personal statement

Dont forget to log your meeting notes in the ‘my activities’ section of 
the Career Ready portal.
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Masterclass 6
Brand YOU
Aim: to develop your career brand and understand how important it 
is for future success

Gain an understanding of the importance of having a personal career brand
Think about how your personal career brand will help you to reach your career goals
Understand the need to demonstrate your brand in all career search tools
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Meeting 11
Personal brand
Some possible discussion topics or activities:

Share your experience of Masterclass six ‘Brand YOU’
Six words that describe you
Review your online presence

By the end of the mentoring session you will:

Understand the concept of a personal brand
Know where and how your online profiles need to be created or updated
Be able to identify ways in which you can improve your CV

Dont forget to log your meeting notes in the ‘my activities’ section of 
the Career Ready portal.
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Skills for Career Success
Survey 4 of 4
You will now complete your skills survey online for the fourth and final time. Don’t 
forget to look back at how you rated your skills in the third survey.

Referring to each skill category and their indicators at the back of this book, 
decide whether you think they: require development (1), are adequate for the 
task/this stage of the programme (2), are an emerging strength (3) or now a clear 
strength of yours (4). 

Look at each skill category and put a tick in the relevant column for the entire 
skill category. As well as submitting your online survey, record your rating below 
to refer back to and to discuss with your mentor.

1
Development

required

2
Adequate for 

task

4
Clear      

strength

3
Emerging 
strength

Communication  
and Networking

Self 
management

Team working

Adaptability

Creativity

Managing my 
career

Problem solving 
and analysis
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Graduation
March
Celebrating your achievements and progress will take place at a Graduation 
Ceremony, alongside your mentor, school coordinator, family and friends.

Your school coordinator will let you know the date, time and venue.

Career Ready will enjoy celebrating with you.

Use the space below to make a note of the details given to you by your 
school coordinator.
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Meeting 12
Moving on, moving up
Some possible discussion topics or activities:

Reflect on the past two years and how you’ve changed
Get a photograph taken together

Review the ratings you gave yourself in the final Skills for Career Success survey

By the end of the mentoring session you will:

Understand how to continue to build your social capital (networks)
Be able to use goal setting and planning techniques to ensure your career 
trajectory is moving onwards and upwards
Have agreed with your mentor how you can stay in touch after the programme 
has finished
Have identified strengths you will take with you as you move forward and areas you 
still want to continue developing
You and your mentor, as well as family/friends will have been invited by Career 
Ready to attend a Graduation Ceremony.  This usually takes place in March.

Dont forget to log your meeting notes in the ‘my activities’ section of 
the Career Ready portal.
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Mentoring
Your commitment
This is a nurturing and professional relationship. As part of your 
commitment to the Career Ready programme, treat your mentor 
with respect and make the most of this opportunity. Your mentor 
volunteered their time because they want to help a student like 
you to prepare for the world of work. They have real workplace 
knowledge and experience that can help guide you so that you can 
make informed decisions and navigate to and through your chosen 
career.

Before you meet your mentor you will have taken part in 
Masterclass one ‘Know the Programme and Know Yourself’. This will 
help you to build your awareness and thoughts about:

What are my skills and qualities?
What are my personal values?
What motivates me?
What are the goals I want to achieve?
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Expectations
Manage your time so you can keep appointments - you will have 
to travel to any face-to-face meetings, so if you are going to be 
late call your mentor and let them know

If you are meeting virtually, make sure you agree on which 
platform you are using and have the details you need to access 
the meeting at the agreed time 

Be proactive and think about what you want to get out of the 
relationship

Work with your mentor to set expectations

Prepare for meetings by thinking about what you want to discuss 
and what you have learned in masterclasses

Follow up on any agreed actions

Be open to support and guidance and consider new ways of 
doing things

Agree how you will communicate between meetings

Be professional - respond to emails and phone calls promptly and 
avoid using slang, bad language or ‘text speak’

TIP: if you have any trouble getting in touch with your mentor, 
ask your Career Ready school coordinator for help. Your school 
coordinator’s role is to support you and your mentor, so that you 
both have a positive experience.
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The role of your mentor
Your mentor is someone, employed by an organisation, who will 
meet with you on a regular basis to assist you in developing the 
skills, knowledge and behaviours needed for employment. These 
are detailed in our programme learning outcomes, the Skills for 
Career Success (SfCS). To help you track your progress against 
these, you are asked to complete an online Skills for Career 
Success survey at four key points during the programme – at 
the very start of the programme, before the internship, after the 
internship, and just before graduation. You will then discuss your 
ratings with your mentor the next time you meet and explore what 
you will develop and how you could do that.

Specifically, your mentor may:

Offer real life examples to reinforce what you have learned in 
the classroom

Help you understand the reality of the world of work

Answer queries you may have about workplace culture and etiquette

Give you opportunities to practice the skills needed for the workplace

Help you develop a network of contacts

Assist you with your CV, applications and interview preparation

Provide a reference

Safeguarding
All Career Ready mentors undergo a criminal records check 
and are advised of safeguarding principles when working with 
young people. However, you are also responsible for your own 
safety and if at any point during the mentoring relationship you 
feel uncomfortable or think there is something inappropriate 
going on, please tell your parent(s)/carer(s) and Career Ready 
school coordinator immediately.
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Internships
Before the internship -  
plan and prepare
The following checklist will help you to plan and prepare for your 
internship. These people can help you:

T/C Teacher/Coordinator  P Parent/Carer
S Supervisor   F Friend
M Mentor

Before your internship - checklist:

Activity

Create your own personal “internship” 
folder where you can store all relevant 
information and correspondence in 
relation to your internship

Ongoing T/C, P, F

T/C, M, P, F

T/C, M, P

T/C, M, P, F

T/C, M, P

P

T/C, M, P

T/C, S

Once job description 
is available on Career 
Ready platform

Once job description 
is available on Career 
Ready platform

Upon confirmation 
of interview

Date provided by 
employer

As soon as possible 
following your interview

Upon receipt of job 
description/before 
interview

Read job description and prepare 
answers about how you meet the 
person specification

Think about your objectives and the 
experience you hope to gain from the 
internship - complete your skills tracker

Research the company you will be 
working for

Complete the Before Interview Record (P.37)

Attend your interview

Complete the After Interview Record (P.39)

Undertake or have a date arranged for 
your internship induction

When? Complete?Who can help 
you with this?
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The more planning and preparation you do in advance, the more 
organised and confident you will feel. You are also more likely to 
have an enjoyable and successful experience as you will reduce the 
potential for difficulties and problems to arise.

You will need to:

do more research about your mentor’s organisation - the company you are 
going to work for
go for an interview  
be clear about the job description and what it entails
think about what you want to get out of the experience - your objectives
Should you elect to participate in the SQA Personal Development Self and Work 
Unit, there is important information that needs to be gathered and verified. 
Further information and supporting materials can be found by logging into your 
Career Ready portal.

Internship interview (which may be virtual) 
The four-week internship usually starts in the last week of the 
summer term. Before then you may have the opportunity for an 
interview.  When you are contacted about the interview first 
impressions will count, so be prepared:

Does your voicemail message sound mature and business-like?
Can you take the call somewhere quiet? If not, or if it is not a good time for 
you to speak, apologise and offer to call them back at a more convenient 
time – and explain why
Make sure you get all the details and be enthusiastic
You need to prepare thoroughly for the interview.  Refer to the job 
description to help you prepare
Ask your mentor or a teacher to do a practice interview with you to 
practise 
Check how to get to the organisation and how long the journey will take if 
it is different to where you meet your mentor
Your interview may be virtual, if so make sure you have all of the correct 
joining information beforehand
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Your internship interview: before
Once your interview has been confirmed it is important to spend 
some time thinking about exactly what you want to get out of the 
internship. You need to record the following information: 

Date/Time of interview

Name of 
interviewer:

Email address:

Telephone:

Address and postcode where 
the interview will take place 
- floor and room number if 
appropriate (online link if 
virtual)

Anything you have been asked to have available for the interview?  (This could be ID for security purposes or a CV)

Questions you would like to ask the interviewer:

Information you have prepared to help you with the interview:
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The day of your interview
Make sure you wear clean, smart and appropriate business dress
If your interview is taking place via an online platform such as Microsoft Teams 
or Skype, ensure you have the link you need to access the meeting and join a 
few minutes before your interview is due to start
Be punctual. Allow plenty of time so that you are calm when you arrive, so aim 
to arrive 10 minutes early
Let someone know you have arrived - report to the reception/main office. Tell 
them who you are, why you are there and who you have come to see
Smile, be confident and believe in what you are saying. It’s only natural to be 
nervous but remember that the interviewer is keen to see you do well
Try to maintain eye contact with the interviewer as much as possible during 
your interview and use their name when appropriate
Speak up so the interviewer can hear you
Don’t be afraid to ask the interviewer to repeat or clarify a question if necessary
Don’t just answer “Yes” or “No” to questions. Take your time, think about your 
answers and try to respond fully. Give examples where you can

Answering questions
You may be asked about your competencies (skills put into practice) 
which means that you need to give examples in your answers. The 
STAR format is a great way to answer these questions:

S Describe the SITUATION
T and the TASK you were asked to do
A Explain the ACTIONS you took
R and the end RESULT

Questions you might want to ask
Can you tell me more about the work I will be doing and who I’ll work with?
How should I dress during the internship?
Is there anything that you would need me to bring on my first day?
Is there a formal induction?
Who should I report to on my first day?
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Your internship interview: after
Record and evaluate what you did and what you learnt during your interview:

What skills did you use during the interview?

What did you learn about the organisation and the internship?

Anything you need to do as a result of the interview?

TIP: you may be offered a debrief on your interview - an opportunity to be told what 
you did well or could improve on - or you can ask the interviewer for feedback. 
Always accept and take on board constructive criticism and advice, it will enable you 
to improve your interview technique in the future.

What went well? What do you feel you could have improved?
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Getting ready to set objectives 
for your internship
It is important to spend some time thinking about exactly what you 
want to get out of the internship.

Review the Skills for Career Success framework. Discuss with your 
mentor and identify which specific skills you would like to develop 
and make notes to discuss with your supervisor so that they can 
agree objectives with you to help you to develop those skills.

Consider these skills as transferrable i.e. skills that can be carried 
over from one activity to another, and therefore from one job to 
another, even in a different employment sector.

You may also want to consider developing your personal qualities. 
These can include being:

Punctual  Accurate
Reliable  Helpful
Trustworthy  Flexible
Confident  Responsible
Positive  Organised
Friendly  Independent

TIP: ask other people - friends, family, teachers, your mentor - how 
they view your skills and qualities, as they may see attributes that 
you are unaware of. This can give you confidence and help you to 
do well at the interview and during your internship.
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During the internship (which may be virtual) 
Recommended checklist during your internship:

T/C Teacher/Coordinator  P Parent/Carer
S Supervisor   F Friend
M Mentor

Activity

Ensure a visit by someone from your school 
is set up (this may be your mentor if your 
teacher is unavailable and it may be virtual)

At least once 
during your 
internship

Week 3

Week 1

Week 4

During your last 
week and agreed 
with supervisor

At the start of 
your internship, 
confirmed by 
supervisor

Normally during 
week 3 of your 
internship

Week 2

During your last 
week and agreed 
with supervisor

T/C, S

S

S

S

S

S

S

S, T/C, P

S

Attend your introductory meeting with 
your supervisor and discuss objectives 
(may coincide with induction)

Complete your learning log

Complete your learning log

Complete your learning log

Arrange/attend mid-internship review 
meeting with your supervisor and 
complete the evaluation form

Complete your learning log

Prepare and arrange a date for your end 
of internship presentation (will need to be 
recorded if participating in SQA award)

Arrange final meeting with your 
supervisor and complete the 
Internship Evaluation Form

When? Complete?Who can help 
you with this?
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Induction
Induction is the process of introducing new employees, including 
interns, to the company, their supervisors and their co-workers. 
It should provide essential information about the organisation’s 
premises and procedures. Above all, the induction should help you 
to settle in quickly and to understand exactly what is required of 
you and enable you to approach your internship with confidence 
and enthusiasm. If you have any particular requirements at 
work, such as a space for prayer or accessibility needs, this is an 
opportunity to raise them.

Every organisation will have its own induction programme but the 
following is a checklist of the essential components:

TIP: make notes during your induction so you can refer to them later 
and keep any handouts safe. You will be given a lot of information 
at the beginning of your internship and it is easy to forget important 
details. Look out for jargon: words and terms specific to that 
organisation or industry – if you are unsure of a certain term, ask 
your supervisor to explain.

The workplace
Work location (floor/room/desk area)
Toilets/cloakroom
Canteen/coffee machine/kitchen facilities
Security procedures to enter 
building including a pass/signing in
First aid procedures
Fire evacuation procedures
Any dangerous machinery or ‘no-go areas’
Health and safety rules/contact person

Conditions of work
Hours of work including information 
about lunch and breaks
Dress code, including any need for 
protective clothing
Pay
Sickness notification procedures, 
leave, holidays

Job role
Expectations for the internship – 
objectives, do’s and don’ts
Key people you will work with, including 
name, title and role of your supervisor
Tasks and responsibilities – the work 
you will do
Key events you will attend, such as meetings
Performance review and evaluation – 
how your work will be assessed and how 
you will know how well you have done

Organisational protocols and procedures
Use of telephones and mobile phones
IT and use of the internet
Data protection and storage of 
information
Confidentiality
Office etiquette
School teacher visits
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The role of the supervisor
Your supervisor, who may or may not be your mentor, will be a key 
figure throughout the internship and it is essential to develop a good 
working relationship with him or her. Your supervisor will help you in a 
variety of ways including:

Outlining your job role and organising your work programme
Introducing you to the staff you will work with – your colleagues
Answering questions you may have and helping you with problems
Helping you achieve your personal objectives for the placement
Explaining how your work and progress will be monitored and assessed

TIP: If you are ill or going to be late to work for any reason, let your supervisor 
know as early as possible, certainly before the time you are due to start work. The 
process for reporting sickness will be covered in your induction.

Visits from your Career Ready School 
Coordinator or Teacher
During your internship, you should be visited by someone from your school, 
either the Career Ready School Coordinator or another teacher involved in 
the programme who will visit or phone you in your first week and then visit 
towards the end of the internship. Visits may be virtual.

The first visit (or phone call) will be to check you have settled in, are happy and that all 
is going well, discuss your objectives, and your progress so far. Your teacher will want to 
hear from your supervisor about your attendance, punctuality, attitude and performance 
and will want to confirm that you are meeting the expectations of the organisation.

The second visit may coincide with your end of internship presentation. The 
purpose will be to begin the evaluation of your internship: to look at your progress 
and achievements from your viewpoint and from that of the organisation. There 
are similarities between this meeting and the review meetings you have with your 
supervisor.

In advance of these meetings you will need to do some basic preparation:

You need to be clear about the date, time and place of the meeting or phone 
call (make sure a suitable meeting room is available)
Confirm your supervisor is available  
Be prepared to discuss your work, your progress, your achievements and any 
issues or problems in an open and honest way
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End of internship presentation
You should prepare a presentation to be delivered in the workplace during the final 
week of the internship. It will help you to reflect on your internship and give you 
experience of presenting to an audience. In some cases, your employer may provide 
specific guidance on the content of your presentation. If you are working towards 
achieving the SQA Personal Development Self and Work Unit, you must ensure that 
your presentation is recorded as evidence.

The audience might include: your internship supervisor and other colleagues, other 
interns, your Career Ready school coordinator or teacher, your mentor, the Career 
Ready Regional Manager.   

This can be a challenging experience so it is important to prepare your presentation 
thoroughly. You are also advised to rehearse it, perhaps with someone who will give 
you constructive feedback.

Outline of your presentation
The following gives you a suggested format and content for your 
presentation. You do not need a separate section or slide for each 
one and they don’t necessarily have to be in the same order.

1. Your employer
An introduction to the employer, your job role and responsibilities, and how your 
role fitted into the organisation 
What you have learned about your employer, about business, and the world of 
work and yourself
2. Your learning and development
How you have developed during the internship; the contribution you made to the 
organisation, including what you are most proud of and what you found most challenging
3. Your future
What gaps you have identified in your experiences, knowledge and skills and how 
you addressed these or might address them in the future. 
How your experience has made you more employable, ready to go to university/
college, or ready to start work, and why.
The impact of the internship experience on your career aspirations and future plans
4. Your feedback 
What you enjoyed most/least, and why
Your views on how well the programme and induction prepared you for the 
internship – could you have been better prepared?
What and who made the most impact on you 
Do not be critical of the organisation or colleagues in your presentation. Do take 
the opportunity to say thank you in recognition and appreciation of the help, 
support, experiences and opportunities you have had.
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Tips for preparing slides
Don’t put too much information on the slides – use short bullets points, not everything 
you’re going to say. Use graphs, diagrams and photographs if they are relevant
Use a consistent layout with clear headings
Don’t have too many slides – work on 1-2 minutes per slide
Print a copy of your slides to allow you to jot down extra information next to each 
one to help you prepare and deliver your presentation
Consider printing hard copy slide handouts for the audience – ask your supervisor 
before you do this as it may be against the green policy of your company

When presenting
Smile, say hello and introduce yourself to the audience
Explain why you are there – the purpose and the outline of your presentation
Speak clearly, firmly and confidently and don’t speak too fast – a pause before a 
key point will make the audience concentrate
Eye contact will hold the attention of the audience – look at everyone from time to 
time, not just your notes and the screen or the floor
Don’t read from your slides (though you can look at them from time to time and 
even point at them) but try to speak freely and naturally, using examples to 
illustrate your points
If you make a mistake, or miss something out, don’t panic! The chances are only you 
will have noticed so keep going – remember the audience will be on your side and 
will want you to be successful
Stay within the time allowed (a watch on a table in front of you may help). When 
you have finished, ask the audience if they have any questions for you

Before you leave
Make sure you have:

Finished all your tasks and passed on any work or information to the relevant 
people to avoid any problems or confusion after you have left
Cleared your desk, have all your personal belongings and left your work station 
clean and tidy
Thanked everyone who has helped you in any way during your time there – 
especially your supervisor
Asked if the company would be prepared to provide a reference for you in the 
future – and, if so, who is the best person to put down as your referee?
If appropriate, asked whether there would be any possibility of part-time or full-time 
work in the future – how you can find out about vacancies or who best to contact
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After the internship
Recommended checklist after your internship:

T/C Teacher/Coordinator  M Mentor 
S Supervisor

The value of your internship does not come to an end on the 
day you leave. If recorded and used correctly, you can use the 
experience to your advantage in a variety of ways during the 
remainder of your time on the programme and into the future. This 
section looks at the additional and lasting benefits a successful 
internship experience may bring you.

Activity

Reflect on your internship As soon as 
possible upon
completion of 
your internship

Should be 
requested shortly
after your 
internship (can 
form part of your 
thank you email)

After your 
internship or with 
support of your 
supervisor if time 
is available
during your 
internship. Don’t
forget to ask 
your mentor for 
support

As soon as 
possible upon
completion of 
your internship.
Ideally this will be 
an email or
letter

T/C, M, S

T/C, M, S

S

T/C, M

Update your CV

Ask your internship supervisor
for a reference

Send a “thank you” to your
internship supervisor and
colleagues who supported you
during your internship

When? Complete?Who can help 
you with this?
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Evaluation and reflection
First of all it is essential that you have a clear understanding and 
an accurate record of your experience – what you have done, what 
you have learned and how you have developed with regards to 
skills, confidence and competencies. In order to achieve this, and to 
support the SQA award, you need to carry out an evaluation of your 
internship and reflect on how you have changed as a result of the 
experience and how it has improved your employability:

Read the evaluations carried out in the meetings with your supervisor. Look at 
your weekly learning logs (all should have been completed)
Look at your personal objectives and decide to what extent you achieved them
Talk to family, friends and your mentor to see if they have noticed any changes 
in you. Complete the exercise provided: ‘Reflecting on your internship’ 
Think about your experience and consider whether this type of work is for you
Whatever the answer to the above, you will need to do some action planning to 
set out the next steps and direction for your future career

Review your Skills for Career Success with your mentor

You will then be able to use all this valuable experience and 
information in a variety of ways:

Assignments - you may be able to use the information you have collected about 
your employer to create a case study for an assignment or piece of coursework. 
The knowledge and skills you have gained will also support your studies.  

Personal development - think about what you know about yourself and what 
you want in the future in terms of developing your strengths and your career 
plans. You may want to think about the type of job and the type of company you 
want to work for in light of your experiences. Your internship evaluations and 
reflections are key to the achievement of the SQA Personal Development Self 
and Work Unit.

Curriculum vitae (CV) / UCAS / college personal statement / job applications -  
make sure you update your CV to incorporate details about your internship. If 
you are applying to university or college make sure you mention your internship – 
especially if it is related in any way to the course you are applying for. 
Make full use of the knowledge, skills and experiences resulting from the 
internship to strengthen any applications for part-time or full-time employment.

Interviews - use your internship experience to give real examples at interviews, 
particularly when answering competency-based questions using the STAR model.

Networking - keep in touch with people you worked with and connect with them 
on LinkedIn – they may hear of opportunities that can benefit you.
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Reflecting on your internship
Write an in-depth analysis of the following (including examples 
where possible):
Your skills

Your knowledge

The experience you have gained during your internship

Your confidence

TIP: You will also need to follow up on your internship experience with your Career 
Ready School Coordinator in the autumn term.
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What did you enjoy most and why?

What did you enjoy least and why?

Did the internship live up to your expectations? Explain why:

What effect, if any, has this internship had upon your career ideas and short and 
long-term goals?

Write a statement that could give other Career Ready students a flavour of the 
internship you have undertaken and its value. Try to include your views on the skills, 
qualities and attitudes needed to make a success of the internship.
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Skills for Career Success
The Skills for Career Success framework underpin all of your Career 
Ready programme experiences and were designed in partnership 
with employers and educators. Students assess their Skills for 
Career Success at key points, which they reflect upon with their 
mentors in monthly meetings.

Adaptability
I can react positively to change and see challenges as a way to improve 
my skill set. I do this by:

• Identifying opportunities to improve my skills

• Taking the initiative

• Being open-minded and understanding different jobs will exist in the future

Communication and networking
I communicate well and feel confident getting to know new people. 
I do this by:

• Listening effectively

• Asking relevant questions

• Being able to confidently introduce myself to new people  
and speak about myself

Creativity
I am able to think of my own ideas and how they relate to the task I am 
working on. I do this by:

• Understanding creativity is about ideas and how we develop them

• Using my imagination to think of new ideas

• Thinking of ways to improve something and explaining why
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Managing my career
I can identify careers and understand the entry requirements and skills 
that are needed. I do this by:

• Understanding jobs and how suited I am to any opportunity

• Preparing for interviews

• Maintaining an up-to-date personal development record

Managing myself
I am responsible for my own behaviours and can organise my time to 
achieve my goals. I do this by:

• Planning, organising and thinking about my priorities

• Taking responsibility for my actions and decisions

• Using feedback to help me develop

Problem-solving and analysis
I can analyse problems and develop a plan to solve them. I do this by:

• Reviewing relevant information

• Thinking about how my actions effect situations

• Talking with relevant people or groups

Team work
I am able to work with others to achieve a set goal. I do this by:

• Building relationships

• Being supportive to others

• Respecting other people’s opinions, ideas, skills and values
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