

Routes through Education Events in Schools

This letter is provided as a rough template to send to confirmed exhibitors. You should alter the text to suit the arrangements for your event. Text underlined is provided as an example and should be changed.

Information - Routes through Education Event at XXXX School
Dear all (make sure exhibitors email addresses are BCC unless you have permission to share them)
Here is some information for the Routes through Education Event on <enter date>.
Thanks again for your support, I’m really looking forward to seeing you all on Thursday evening and I hope the parents are too. 
Please could you let me know the following:

For name labels:

1) Your name, job title and organisation you work for (if applicable)

2) Areas that you are happy for people to ask you questions about e.g. science/engineering/going to university/working abroad etc.
Stand requirements:

3) Do you need access to a power socket?

4) Do you need Computer/internet access? If you need internet access, we will have a number of school laptops you can use as it is very difficult to access the Wi-Fi using other machines. If you want to use certain websites please send them to me first so I can check if they are still accessible through the school firewall. 
If you need to contact me my number is <enter phone number>
Best wishes

<main contact name>
Set up

You can park in the main car park accessed from <road name> (postcode for the school is XXX XXX and directions can be found at <website if applicable> then please report to the main reception. The dining hall is adjacent to the reception so you can bring your equipment straight in, I will be around and can help you get equipment etc from your car if you need it.
Please set up your stands between 5.15-5.45 pm. There are two presentations for parents (by sixth form staff) at 6pm and 6.45pm. I expect a few people will come along before 6 pm and that we should be finished by 8pm at the latest. 
We will provide you with a table and chairs. I will bring some tablecloths but please feel free to bring your own if you have them. 
You can also bring your own pop-up stands and other display material. There will be tea, coffee and food available for you at about 5.30 pm.
Myself and some staff members from the school will be “on the floor” so can help out if you need it and direct people to your stand as appropriate. Let someone know if you need to leave your stand and we can keep an eye on it for you. There will also be some student helpers from Year 10.

Student Prize Draw

To encourage families to visit different stands we have created a prize draw sheet on which the pupils will collect stamps from the different stands. I will give you a stamp which you can use to stamp a box on the form. To avoid pupils rushing round and just collecting stamps, please ask the families to try your activity or ask a question in order to get a stamp. 

Evaluation

These events are part of a pilot project so any advice or feedback would be welcomed.

On each stand I will place a short feedback form for you to fill in. If you could keep a rough tally of how many people visit your stand and answer the questions at the end of the evening that would be great.

