
 

 



 

 

Background 
ESP have run a number of successful STEM events across Scotland.  These are STEM inspirational events pri-
marily aimed at S1 and S2 pupils in order to influence their National 5 subject choices. The aim of this brief is to 
provide guidance for colleges and supporting partners to assist in running their own STEM event. 

Intent 

The Scottish Government STEM Strategy has tasked colleges to establish Regional STEM Hub Partnerships and it 
is hoped that colleges will therefore host a regional STEM event themselves or identify a suitable partner venue 
within their region. The size of the venue will determine the number of activities required and school class sizes will 
specify if the event is split into more than one session or if it will run for more than one day. 

Aims 

Colleges should first identify their aims for the event. Some areas of consideration are below, all or some can be 
incorporated: 

a. Chance to demonstrate college opportunities and “next steps” to local pupils and teachers. 

b. Improve engagement with local employers whilst providing pupils with a greater understanding of STEM 
career opportunities both locally and nationally. 

c. Improve STEM awareness of pupils, including a wider understanding of how STEM is relevant to every-
day life. 

d. Improve relationship with local schools by showcasing opportunities provided by the college such as 
Foundation Apprenticeships, Greenpower and other STEM outreach activities.  

Partnerships 

There are a number of partner organisations who can assist the college in running an event. The following have 
proven to be key supporters of STEM activities but the list is not exclusive; 

a. ESP can offer assistance throughout the planning and running of an event.  Where logistics and other 
commitments allow, the Employer Support Manager (ESM) can help with event organisation and employ-
er engagement. Details of shared resources which can be requested for events can be found at www.esp-
scotland.ac.uk under STEM. 

b. Developing the Young Workforce (DYW).  DYW has strong links to all local schools and many local em-
ployers. It is strongly recommended that colleges invite DYW to be a strategic partner for their event. The 
College Schools’ Liaison will already have contacts within DYW. 

Professional Institutions 

A number of professional organisations are strong supporters of STEM and will attend events when availability al-
lows. The ESM can provide contact details where appropriate. Examples are below but again the list is not exhaus-
tive.  The groups will vary depending on key local employment sectors. 

Institute of Civil Engineers (ICE). www.ice.org.uk/what-is-civil-engineering/inspire-the-next-generation/
educational-resources 

Construction Industry Training Board (CITB). Local reps have access to a number of interactive table top 
activities.  Many are based around constructing energy efficient buildings and some provide a VR experience.  

Food and Drink Federation Scotland (FDFS). Where they cannot attend in person, FDFS can advise on sec-
tor local employers who may support an event or who have STEM Ambassadors. 

Armed Forces.  The Armed Forces are strong advocates of STEM and can provide a range of (non -
recruitment) activities via local careers offices or outreach teams.  

Planning the Event 

Once the partners have been confirmed, a working group should be established.  Key considerations are: 

a. Date.  The date ideally, should be prior to Nat 5 selection but must be at a time when teachers are 
free to take pupils out of school.  Similarly, availability of the venue and college staff will determine dates. 

b. Venue.  As well as location and size, the following must be considered:  

i. Layout.  Though areas of the event may be themed e.g. construction, this can be restrictive in 
a limited space.  Pupils are also less likely to visit an area if they have pre-conceptions of that indus-
try. 
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ii. Power.  Exhibitors should confirm their exact requirements on their booking forms and be ad-
vised to bring their own extension cables; ultimately available power points will determine the layout of 
an event. 

iii. Tables.  Exhibitors generally underestimate their requirements and should be requested to 
sketch a layout of their activity on the booking form. Exhibitors should be advised to bring their own 
table cloths. 

iv. Chairs.  Limit the use of chairs as much as possible as they attract pupils and teachers, reduc-
ing their engagement in the event. Afternoon sessions can also suffer as exhibitors will sit behind their 
tables and therefore engage less with pupils. 

v. Parking. Spaces should be made available for exhibitors. Consider waiving parking payments 
on the day, if this is not possible, exhibitors must be advised on any parking payments in advance. 
Emphasise any parking restrictions in your written exhibitor brief. 

Costs 

If the College can provide the venue for the event all other costs should be minimal. The following may need to be 
funded via partner organisations or by seeking external sponsorship: 

Refreshments.  Lunches, teas and coffees need to be provided for exhibitors. Try to keep these out of the 
market place or they may be eaten by pupils. 

Water.  It will get warm in the venue - if there are not sufficient water fountains bottled water will be required for 
both pupils and exhibitors. 

Transport – see schools paragraph below. 

Printing / Stationery.  Bingo cards, flyers and self-inking stampers. 

Prizes.  Including the Bingo Card gift voucher.  

Lanyards – see schools paragraph below. 

Goodie Bags – these are optional but are preferable to free gifts on exhibitors’ tables which can reduce pupil inter-
action. 

Staffing the Event 

Staff resource will need to be released for every event. The following should be considered: 

a. College Staff.  All faculties should be encouraged to participate in the event.  This not only improves 
schools’ awareness of what their local college has to offer but will also ensure that there are enough activi-
ties should an employer pull out of the event at late notice. Activities can be table top or in college work-
shops. Some may be programmed to run alongside the employer marketplace activities. A number of exist-
ing activities are available to be shared between colleges. 

b. Students.  Where activities are in more than one location, guides will be required to move groups 
between rooms.  Students in distinctive college t-shirts work well as they know the venue layout and can 
also talk to pupils about their courses and college experiences. The college can award a certificate to stu-
dents which allows them to add their “volunteering” skills to their CV.  A template certificate is available on 
request. 

c. STEM Ambassadors / Volunteers.  Where appropriate exhibitors and students should be encour-
aged to become STEM Ambassadors.  Further detail can be found at:  www.stem.org.uk/stem-
ambassadors   

Exhibitors / Activities  

All exhibitors should be advised to bring an interactive table top STEM activity which ideally is related to their role in 
industry. If they are struggling to devise an activity, the ESM can help them to develop one.  Activities need not be 
anything complicated or expensive; for example, a race to don PPE always proves popular. As a number of agencies 
may be contacting employers, it is recommended that a spreadsheet is set up and shared via One Note or Microsoft 
Teams. Employers will disengage quickly if they are approached multiple times for the same event. Exhibitors need 
to provide the following prior to the event: 

a. Booking Form. ESP can provide a template for this.  

b. Risk Assessment.  This is required to collate the overall risk assessment for schools.   

c. Portable Appliance Testing (PAT). All electrical items require an in date PAT sticker. 

d. Public Liability.  All exhibitors should provide a copy of their public liability insurance certificate.  

http://www.stem.org.uk/stem-ambassadors
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e. Logos.  To ensure that logos are current, they should be requested from the exhibitor and not 
downloaded from websites.   

f. Exhibitors’ Brief.  ESP can provide a template for the exhibitors ’ written brief.  The brief should be sent 
to employers 4 to 6 weeks prior to the event. 

 
Bingo Cards. Some stands will prove more popular than others and pupils may avoid sectors which they 
perceive as oriented towards a specific gender. In order to ensure pupils, visit every stand, it is recommended that 
bingo cards are printed.  Exhibitors are all given a unique stamp and may only stamp the card when the pupil tries 
their activity or asks pertinent questions about a career in their industry. Completed cards can be entered into a draw 
for a gift voucher. Exhibitors can also use their own company stamp or sticker. 

Educational Resources. Tomorrow ’s Engineers’ Careers Resources should be available to teachers and pupils 
attending all STEM events.  These can be ordered for free via www.tomorrowsengineers.org.uk or via the ESM. 

Schools 

Schools require as much advance notice of the event as possible and may drop out with little or no notice, therefore 
activities and timetables should be flexible enough to adjust the numbers at late notice. ESP can provide flyers and 
video clips which can be used to advertise the event.  Considerations for schools are below: 

a. Save the Date. Flyers should be sent to schools and potential exhibitors as early as possible to 
allow schools to plan. A written brief should also be sent to schools 4 to 6 weeks prior to the event. ESP 
can provide templates for these.  

b. Permission Slips. The school is responsible for the completion of permission slips but may re-
quest a risk assessment of the day.  A generic risk assessment can be provided by ESP but this must be 
amended for each specific event. 

c. Photography. Schools need to advise of any pupils who cannot be photographed.  These pupils 
should be provided with a lanyard on arrival.  The exhibitors’ brief requests that pupils wearing lanyards 
are not photographed and if they are, those images should be deleted immediately. If the College needs 
separate parental consent for their individual event, they should get the forms to schools as early as possi-
ble. 

d. Registration. Schools must register attendance prior to the event and be asked to bring a nominal 
roll on the day to be used in the event of a fire. The following information must be provided for data cap-
ture: 

i. School name. 

ii. Year groups attending. 

iii. Numbers in each year group. 

iv. Gender split within each year group. 

e.       Buses. Cost of travel is always prohibitive for schools.  This is the main reason for non-attendance.  DYW 
may be able to offer advice on options if this becomes restrictive. No additional funding is available for 
travel unless external sponsorship is obtained.   

Media / Marketing 

Photography.  A STEM event is an opportunity to gain publicity for the College; photos and video clips also 
help in advertising future events.  Where colleges have a media department, the event can provide a real-time op-
portunity for students to hone their skills. 

 
Twitter. Use of social media is always encouraged. Ensure relevant hashtags are prominently displayed around 
the venue. Selfie frames including the hashtag are also popular. 

 
Logos.  Exhibitor logos should be including in any marketing. 

 
ESP Branding.  If support has been provided by ESP, please name check them in any news articles or social 
media. 

Safety 

Health and Safety.  An exhibitors ’ safety brief should be given at the start of the event highlighting; Fire Exits and 
Drills, First Aider Locations, Lost Child Protocol etc. 

http://www.tomorrowsengineers.org.uk


 

 

Post Event 

Feedback.  In order to improve future events feedback should be requested from both exhibitors and 
schools - good quotes are great for advertising future events. 

 
Data Capture.  School attendance data will be required by ESP and STEM Ambassadors as soon as possible 
after the event.  Some employers may also request it for their own internal reporting. 

 
Return of Resources.  Any borrowed resources should be swiftly returned to ESP or their host college so 
that they are available for other events. 

Conclusion 
In order to be effective, STEM events should be fun, this also ensures they remain popular with both schools and 
employers. Once embedded into the annual calendar, organisation of a STEM event should not prove too onerous 
as schools and employers will sign up in advance.  Assistance is always available from ESP to ensure your event 
goes with a Bang!  

 
 
 
 
 



 

 

email: info@esp-scotland.ac.uk  

visit: www.esp-scotland.ac.uk   

@ESPScotland  
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