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STEPS (SKILLS TO ENSURE PERSONAL SUCCESS) 

TUTOR NOTES: STEPS FOR YEAR 10 2017-2018

‘Steps for Year 10’ is a workbook containing a range of activities for year 10 students (year 11 in Northern ireland).

It can be used:

•  as part of the taught careers education/PSHE programme in the traditional classroom or as a starting point
 for discussion or parental involvement

•  by sections – e.g. as a one-off group activity led by a tutor or careers adviser

•  as a self-help resource for more able students to use with minimal support

•  as a bank of activities that a tutor, mentor or careers adviser can use selectively with individuals.

We recommend that you refer to the CDI Framework for careers, employability and enterprise education for further 
help and advice. These tutor notes show how the activities can help meet Key Stage 4 learning outcome statements 
from the CDI framework available from the Careers Development Institute at www.thecdi.net

The CDI Framework for careers, employability and enterprise education provides support to six of the Gatsby 
benchmarks of good practice for careers education, information, advice and guidance in secondary schools:
http://www.gatsby.org.uk/uploads/education/reports/pdf/gatsby-sir-john-holman-good-career-guidance-2014.pdf

The aims of the workbook are to:

•  Help students to understand  more about themselves (self-development) – in the CDI Framework this is
 ‘Self-development through careers and work-related education.’

• Increase their knowledge of where to find useful information (careers exploration) – in the CDI Framework this 
 is ‘Finding out about careers and the world of work.’

•  Increase students’ understanding of the world of work and help them plan for the future (careers management) -
 in the CDI Framework this is ‘Developing skills for career wellbeing and employability.’

A note about careers education and careers guidance
Since September 2013 schools have had a statutory duty to secure independent and impartial careers guidance
for their pupils in years 8 to years 12/13. Careers guidance is vital for young people to enable them to make 
their individual decisions about their future learning and work options.In order for schools to get best value from 
their careers guidance provision, students will need to be equipped with the skills to make the best use of the 
information, advice and guidance they will be receiving – for example, knowing how their skills are best matched 
to the actual opportunities on offer. They will need to be able to find, apply and make a successful transition to 6th 
form, college, work-related courses, jobs with training or other opportunities.

Real Game/Make It Real/Fast Tomato

There are references in the text to these resources which may be available in your school –
see www.realgame.co.uk  and /or www.fasttomato.co.uk for more details.

http://www.thecdi.net
http://www.realgame.co.uk  
http://www.fasttomato.co.uk 
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Suggested activities:

The group can discuss barriers and strategies for overcoming them. Individuals complete the exercise. Underline the 
following points:

•  It is important to think ahead and plan for the future. 

•  They have already done useful work, identifying their skills and qualities and this will help them to achieve their  
 goals. The exercise could be used as a preparation for adviser appointments and students could share their  
 answers with their careers adviser.

Extension activities: Fast Tomato questionnaires. Be Real – My Next Steps. Review with students later on during the 
school year – update plans on ILP.

Learning outcomes: Students begin to identify steps to take to achieve their career aim. They realise the 
importance of planning ahead. They understand that there may be barriers and they need to think about how to 
overcome these.    Links to CDI learning outcomes: 1, 2, 3, 11, 15, 17.

Suggested activities:

• As a whole class, look at list and agree the correct order for the skills and qualities in exercise 1 – check answers 
 on page 22.

• Individually, or in pairs, students work on exercises 2 and 3 - feedback to the rest of class.

•  Class discussion about why people have jobs and how different people want different things from work.

• Individually complete exercise 4, 5 and 6 and share answers with partner.

Answers: Employers ‘want list’ (from page 5). These are the scores from an employer survey.

1.   Reliability/honesty 91%   5.  Enthusiasm 82%  

2.  Punctuality 91%   6.   Smart appearance 78% 
3.  Willingness to learn 88%   7.  Basic number/literacy skills 54%
4.  Team player 85%   8.  Good exam results 30% 
 

Extension activities: Be Real Topics: Preparing for Work, My Lifestyle, Focus on the Journey and The Real Me. Invite 
an employer into school to talk to students about what they look for in employees. Fast Tomato – My Priorities.

Learning outcomes: Students identify skills and qualities that employers are looking for, match own skills and 
qualities to this and identify development needs and personal priorities. Students are aware of work lifestyle issues.                           
Links to CDI learning outcomes: 1, 2, 3, 4, 5, 7, 11, 14.

Suggested activities:

Students do the quiz – either individually or in teams, or as a line-up activity (“stand this end if you think it’s true and 
that end if it’s false”). Discuss answers.

Answers:

1.  False: The main increase in employment levels contiues to be in the Private Sector.  Business and Other Services 

are the areas predicted to grow most rapidly.

2. Probably true: It is estimated that over the next decade employment figures will rise, resulting in almost 1.8 million 
 additional jobs over the decade.  
         continued overleaf...

EXPLORING POSSIBILITIES (page 4)

WORLD OF WORK: WHAT EMPLOYERS WANT, WORK AND LIFESTYLE (pages 5-7)

WORLD OF WORK QUIZ (page 8)
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3.  False: Part-time opportunities are expanding, but most people are still likely to work full-time.

4.   True: Growth in occupations will be mostly in technician level jobs or above.

5.  False: More women are entering work and the sort of jobs traditionally done by women are growing – but this 
 does not mean that boys will find it harder than girls to get jobs.

6.   This is a trick question. You cannot tell from the information you have whether this is true or false. The best job
  for one person will not be best for another.

7.   Either true or false could be correct – depending on you. Self-employment will only be a good idea if you are a 
  good business woman/man with a good business idea.

8.   You cannot tell this from the information you have. More jobs overall will be available. On balance, if the
  economy is growing it is likely that there will be less unemployment.

Extension activities: Students do research using, for example, https://nationalcareersservice.direct.gov.uk/advice/
in-your-area/pages/default.aspx then present their findings.

Learning outcomes: Students are more aware of changes in the world of work. Links to CDI learning outcomes: 4, 
5, 7.

Suggested activities:
• Explain to the class that laws exist to protect workers.

•  Break class into small groups to do the quiz.

Answers: 1=C; 2=A; 3=D; 4=D; 5=D; 6=C; 7=B; 8=C.

Extension activities: Research other useful sources of information about employment law as it relates to young 
people including: www.citizensadvice.org.uk or www.gov.uk or your local authority website. Present a list of 
recommended sites for inclusion on the school website.

Learning outcomes: Students have a raised awareness of employment law for young people. Links to CDI learning 
outcomes: 8.

Suggested activities: 
• Explain to the class that there are laws to protect people at work.

•  Divide class into groups and give each group one of the exercises to consider.

•  Feedback to the rest of the class.

Answers:

1.   No. 16 and 17 year olds who have not already achieved 5 GCSEs, at grade 4/5 and above or the equivalent, are  
 entitled to a reasonable amount of time off work for studying and training. The employee should be paid at  their  
 normal hourly rate.
2.  No. Part-time employees are entitled to the same contractual rights as full-time employees pro rata (this means
 in proportion). So, in this case Sam should have been offered the same training that the company would have 
 offered a full-time employee.

3.  No. Provided you have worked for a minimum of one month the minimum notice of dismissal an employer can
 give you is one week. The exception is in cases of gross misconduct, which could lead to instant dismissal.

continued overleaf...

WORLD OF WORK: LEGAL LIMITS (pages 9-10)

WORLD OF WORK: RIGHTS AT WORK (page 11)



Steps for Year 10 2017-18 Tutor Notes 5

Answers: Responsibilities at work (from page 12)

1.  Your company will probably have procedures in place for what employees should do if they are sick. Normally 
 you (or someone close to you) would be expected to phone in as soon as you can to let your manager know you 
 are ill and let them know how long you think you will be off for. If you are likely to be off work for more than a  
 week you will need a doctor’s certificate.

2.  You should arrange a time to speak with your line manager and let them know what you are finding difficulty with. 
 It is their responsibility to give you training to help you to do the job – but they can’t help you if you say nothing.

3.  Your employer legally has to protect you from any health and safety hazards at your work, but you are also 
 obliged to take health and safety precautions which includes wearing protective clothing and working safely.
 In this case you must continue to wear the safety clothing or you will not be allowed on site.

Extension activities: Write the imaginary ‘script’ for how one of the conversations about any of the scenarios might 
proceed – act out the conversation between employer and employee.

Learning outcomes: Students are more aware of their rights at work and where to get help. Students are more 
aware of their role at work and what an employer would expect of them. Links to CDI learning outcomes: 3, 8,
9, 11.

Suggested activities:

1.  Explanation about how to apply for jobs and that everyone needs a CV.
2. Discussion about what a CV is using the explanation on page 13.
3. Students start to make notes about what to include on their CV, using the box on page 13.

Extension activities: Invite an employer into school to talk about what they look for in CVs/covering letters. Students 
write their own CV /covering letter – e.g. for Work Experience. Be Real topics: Preparing for Work and Focus on the 
Journey.

Learning outcomes: Students understand the main elements that make up a CV and covering letter and their 
purpose. Links to CDI learning outcomes: 1, 2, 3, 11, 16.

Suggested activities:

•  Case study activity could be carried out in small groups – with feedback and general discussion.
• Each student completes the ‘reasons to go on work experience.’
• Discuss – work experience is not only/always about trying out a job you like – also helps find out about the world 
 of work and work with adults.

Extension activities: Work experience.

Learning outcomes: Students recognise why they do work experience. They understand how work experience can 
help them with their career planning. Links to CDI learning outcomes: 1, 2, 3, 6, 7, 9.

APPLICATION SKILLS (page 13)

WORK EXPERIENCE (pages 14-15)
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Suggested activities:

•  Following their placement, encourage students to look back at their ‘reasons for going on work experience.’ Did 
 they achieve these? What else did they get out of it?
• Students will have developed employability skills whilst on work experience – ask students to list some or
 describe things they feel they are better at now than before.
• They complete Exercise 1 and feedback.

Extension activities: Be Real – Topic: The Adult World of Work.

Learning outcomes: Students review their achievements on work experience. They record their learning from work 
experience. Links to CDI learning outcomes: 1, 2, 3, 7, 11, 17.

Suggested activities:

•  Discuss what budgeting means and why we need to do it.
• Introduce Exercise 1, asking for examples of what could be included before individuals complete the exercise.
 Ask for feedback.
•  This could be set as a homework task, encouraging students to take a note of all their spending during the
 week, and review findings as a group.

Extension activities: Be Real – Topic: My Lifestyle.

Learning outcomes: Students will consider the importance of budgeting for future. Students will have begun to 
consider how they can develop budgeting skills whilst still in school. Links to CDI learning outcomes: 2, 13.

Suggested activities:

•  Explain to students what a ‘personal sales pitch’ is and what it could be used for.
• Brainstorm or in groups ask students to think of what skills or qualities would be examples for each of the
 headings.
• Individually students complete Exercise 1.

Extension activities: Be Real – Topic: The Adult World of Work.

Learning outcomes: Students consider how knowing themselves and their skills/qualities will help with applications. 
They can identify their own skills/qualities/talents. Links to CDI learning outcomes: 1, 2, 3, 11, 16.

MOVING ON FROM WORK EXPERIENCE (page 16)

DEVELOPING YOUR PERSONAL SALES PITCH (page 17)

MANAGING YOUR MONEY (page 18)
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Suggested activities:

• Ask students to start to think about their options next year then use page 19 to outline these in more detail. You 
 may want to draw out the difference between academic, general vocational and specific vocational qualifications.

•  To help them identify possible options for themselves, ask them to complete the options’ advantages and
 disadvantages sheet, on page 20, possibly in a small group, and then feedback to the whole group.

• Use page 21 to raise their awareness of qualifications and to point out that there are a variety of options which 
 can lead to different qualifications – they need to consider which will suit them best; and the fact that they can 
 obtain qualifications at school, college and in workplace settings, and can build on qualifications over time.        

 • Explain the new grading system for GCSEs which will be in place from September 2017.  For more details see  
 www.gov.uk

Extension activities: Adding information to an Individual Learning Plan. Invite a range of ex-students to talk to 
current students about the route they chose, the pros and cons and their experiences (ideally one from each of the 
options listed on page 19).

Learning outcomes: Students know what their options are at the end of Year 11. They identify pros/cons of different 
options and consider them in relation to their own plans. They can recognise different routes to qualification levels. 
They can use a straightforward decision making technique. They consider longer term implications and the potential 
benefits and drawbacks of different opportunities. Links to ACEG learning outcomes: 1, 2, 3, 14, 15, 17.

THINKING AHEAD AFTER YOU ARE 16 (pages 19-21)
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