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LETTER TEMPLATE - MEET A PROFESSIONAL

Speaker Invitation

Our ref.

Role / organisation

Invitation to give a 30-minute “Meet a Professional” talk

Dear

We would like to invite you to speak to students of Class

at

the Career Compass School Programme, run by Veda Topper International, Irinjalakuda.

as part of

Most students choose a course long before they have met anyone who does the work. A short, honest conversation with
someone like you can change that. You do not need slides or a polished speech: your own story is what students

remember.

DATE & TIME VENUE AUDIENCE FORMAT
Class . about 30-minute talk, then questions
students from students
A SUGGESTED OUTLINE
1 2 3 "

My path

How | got here, including the
detours and the things that did
notwork.

A typical day
What | actually do, from the

About 8 minutes
About 8 minutes

A FEW REQUESTS

What | wishl’d known at

How to enter my field

morning to the end of the day.

16 Courses, exams, first jobs, and
The advice | would give my what employers look for.

younger self. About 7 minutes

About 7 minutes

Please do not promote a particular college, coaching centre or paid course. Students value anindependent view.

Ateacherwillbe present throughout. We will send you the students’ questionsin advance.

Please tell us if you would prefer not to be photographed.

If you canjoinus, pleasereply by
forconsideringit.

With thanks,

*< SPEAKER REPLY - DETACH AND RETURN

Name

Dates that suit me

|:] Malayalam [:] English D Both

Language:

Veda Topper International - 2nd Floor, Neelathukaattil Building, opp. Town Hall Road,

onWhatsApp 98468 87225 or to vedatopper@gmail.com. Thank you

For Veda Topper International
Signature

Field / job title

Phone / WhatsApp

[:] Students may know my name andjob title D Photos are fine
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STUDENT SHEET - KEEP ALL YEAR

VEDA TOPPER My Encounter Log

) @IV BRIIG:NIAIWIBS H>1S1H6609alb:ud

>\

Name Class School Year

P Professional: a talk or a conversation

Aim (EOI‘ % or mOI:,e this year @ @ @ @ W Workplace: a visit or Job-Shadow Day
DY Q@aHo IO © MISEIELYo C College: acampus visit, open day or DISHA

Type Who or where What I learned What I’ll check next

@R® [ agilos I3 IOl o)@Y @RS}OM@IV @REM|HICHOHENZD®

Circle the type. Bring thislog to your one-to-one session; it shows what you have already found out Experiences Pack -2 of 4



y‘}“‘i‘g VEDA TOPPER FOR THE HOST WORKPLACE - ONE COPY EACH
¥
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Job-Shadow Day Agreement

Thank you for hosting. A Job-Shadow Day lets a student see real work for a few hours. The student watches, asks questions and
may help with simple tasks under supervision. They are not there to work, and they must never be left unsupervised.

1 The visit

Workplace Address

Supervising adult Role & phone

Student(s) Class & school

Date From to half a day at most
Emergency: parent Emergency: coordinator

2 Safeguarding checklist Tickeach point before the day

POINT CHECKED BY

A named supervising adult (above) is with the student throughout the visit.

No unsupervised one-to-one. The student is never alone with a single adult in a closed room or a vehicle.

Emergency contacts for the parent and the coordinator are written above, and the supervisor has them.

No hazardous areas. The student does not enter them, and does not use machinery, sharp tools, chemicals or
vehicles.

Half a day at most, within the times written above. The student arrives and leaves as agreed with the parent.

Written parental consent is on file with Veda Topper International before the visit.

No photos of the student without parental consent, and no exchange of personal phone numbers or social
media. Any follow-up goes through the coordinator.

O 0 040 0 ggd

The student knows whom to tell if anything makes them uncomfortable, and has the coordinator’s number.

3 A simple shape for the visit

ARRIVE WATCH TALK

Welcome, a short safety briefing, and Let the student shadow real tasks. Say Keep the last 15 minutes for the student’s

where the student should stand or sit. what you are doing, and why. questions about your work and your
path.

%4 Agreement

The host agrees to the points above, and will contact the coordinator straight away if there is an accident, anincident orany concern
about the student’s safety or wellbeing.

For the host workplace For Veda Topper International For the school
Signature, name and date Coordinator: signature and date (if arranged through school)
Signature and date
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STUDENT SHEET - FILL IN BEFORE AND AFTER
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VEDA TOPPER Job-Shadow Reflection

a)O0R @PMYEAUSL6)}Cla]

Name Class Workplace Date

1 Before the day caioe m@imy ayadat

Three questions | wantto ask ealodlesnomas mym ealor(EeErud

1

2 During the day enailes @.emeo?

Three tasks | saw people actually doing @rs16:u3 ve@leale el aymy e=eoeile:ud

1

Skills they used (tick all you noticed) @RA 9ale@auils] &:¥l0H:U3

D Talking with people D Numbers D Writing D Hands-on, practical work D Computers

D Solving problems D Patience D Teamwork D Staying calmunder pressure D Other:

3 After the day widlesomie evonso

What surprised me ogemm @porimeq]syoml@oy The bestanswerlgot silsl@ agaile mg) 2om®Eo

Could | see myself doing this work? som e=oeil ag)ailes) caleemd?

Notatall @ @ @ @ @ Very much Why?

What I’ll check next (a course, an exam, orapersonto talk to) @RSIE®®I®I] @REM|«HleL66Nz®)

D Thank-you note sent to my host D Added to my Encounter Log C] Shared with my family

Bring this sheet to your next session. Veda Topper International - Irinjalakuda Experiences Pack - 4 of 4



