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Welcome

Dear teachers and mentors
Thank you for your participation in this year’s Mosaic Secondary School Group Mentoring Programme.
If you have previously mentored with us, thank you and welcome back!
If you are new to working with us, a very big welcome to Mosaic and we trust that your experience will
be a rewarding one. This programme is at the heart of the suite of Mosaic mentoring programmes now
sitting within The Prince’s Trust, and which uses positive role models like yourself to improve students’
confidence, self-efficacy and employability.
We have developed a powerful package of mentoring support for young people that has been formally
recognised by the Mentoring and Befriending Foundation, which has awarded the Mosaic mentoring
programmes Approved Provider Status for mentoring services – the industry standard for quality
assurance. Our ability to build strong connections with employers is at the heart of the work we do and
is why we have been included as an exemplar in the Department of Education’s statutory guidance on
careers advice in years gone by.
With the support of our funders, and in our new home at The Prince’s Trust, we will continue to review
how best to serve our targeted disadvantaged communities. This is an exciting period of development
for the programme and, as ever, we are very grateful for your support.
Without our dedicated mentors and diligent teachers, Mosaic and The Prince’s Trust would not be able
to have the reach or impact we do. Thank you so very much for all that you do to help our young people.
Best wishes

Shabir Randeree CBE					
Chairman, Mosaic Advisory Board			
Trustee, The Prince’s Trust
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Yasmin Waljee OBE
Vice-Chairman, Mosaic Advisory Board

Mosaic, an initiative
of The Prince’s Trust
Founded in 2007 by HRH The Prince of Wales, Mosaic focuses on connecting young people
from hard-to-reach disadvantaged communities to relatable role models, to help increase their
confidence and improve their chances of fulfilling their potential. In a context of promoting social
integration and cohesion, Mosaic seeks to improve young people’s resilience and facilitate the
creation of a new generation of role models.
Mosaic’s work to date has taken
the form of a range of mentoring
programmes, where, with the
help of volunteer mentors acting
as role models and delivering
structured mentoring programmes,
Mosaic sought to bridge a welldocumented aspirations-attainment
gap. By linking young people with
inspirational role models in this way,
it has been proven to boost their
confidence, self-efficacy and longterm employability.
The mentoring programmes have
received independent accreditation
through the Approved Provider
Standard of the Mentoring &
Befriending Foundation, the national
quality standard designed for
all mentoring projects, providing
important external recognition.
In addition, Mosaic mentoring
programmes have been included
in the Department of Education’s
statutory guidance on careers advice

as an exemplar for building strong
connections with employers.
In the academic year 2016/17,
Mosaic mentoring programmes
directly supported 7,994 young
people in 253 schools and prisons,
supported by 1,409 volunteer
mentors. 80% of UK beneficiaries
were drawn from the 20% most
deprived areas of the country. The
programmes were delivered in the
following regions: London, South
East, West Midlands, North West,
Yorkshire and Scotland.
Mosaic has previously received the
Prime Minister’s Big Society Award,
and in January 2016, announcing the
UK Government’s renewed efforts in
tackling poverty, the Prime Minster
took inspiration from the impressive
results achieved by Mosaic and other
organisations in using mentors from
the business community to inspire
and support young people in areas of
deprivation.

UNLOCKING THE TALENT AND REALISING THE FULL POTENTIAL
OF EVERY YOUNG PERSON, WHATEVER THEIR BACKGROUND OR
CIRCUMSTANCES, IS A CAUSE CLOSE TO MY HEART. IT GIVES ME
GREAT JOY TO SEE THE SENSE OF SELF-WORTH AND BELONGING
MOSAIC PROVIDES BY EXTENDING THAT MUCH-NEEDED HELPING
HAND TO THOSE OF OUR DIVERSE COMMUNITIES WHO NEED IT MOST.
HRH THE PRINCE OF WALES, FOUNDER OF MOSAIC
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Introduction to secondary
mentoring
Welcome to the Mosaic
Secondary School group
mentoring programme.
Thank you for volunteering your time
to support young people to raise their
aspirations and life chances. This
section includes:
➔ An overview of the secondary
school group mentoring
programme
➔ How to use the activities in this
pack

Overview
The Prince’s Trust’s Mosaic
Secondary School group mentoring
programme works with groups of
up to 30 students, aged between 11
and 18 years old. The students are
mentored by you in small groups (of
between 3 and 6) and participate in a
range of activities which will directly
enhance their ability to compete in
future educational and professional
environments. It is our expectation
that you will work with the same
group of students each week, but
should the number of mentors or
students fluctuate week-to-week,
you may be asked to add students to
your group due to mentor absence.
As a minimum across the academic
year, the programme consists of:

➔P
 lanning meeting with Mosaic,
mentors and the school;
Aim: To discuss the selected
students with the teacher and
start to complete the Programme
Delivery Plan (PAP) that
schedules session dates and
begins to plot what lead mentors
will be allocated to what session
(on page 9). To also review the
Monitoring and Evaluation process
(see page 8) and ensure roles and
responsibilities are clear. And to
ensure mentors understand the
school’s safeguarding and health
and safety policies.
➔A
 n initial rapport-building
session for mentors and
students;
Aim: To meet the students for
the first time and ensure they
understand why they have been
selected; why mentoring can be
beneficial for them; and to build
familiarity and rapport between
students and mentors.
➔A
 fter My Journey session for
mentors and students;
Aim: To build an understanding
of the skills that are important for
success and how our role models
are good examples of these skills
in action. And for each student
to self-evaluate their strengths
and weaknesses and provide a
start score on their individual ‘My
Journey’ forms which will be used
to measure the development of
the students before and after the
intervention of the programme.
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➔ A Mentor only ‘Huddle’;
Aim: For mentors to review the
My Journey scores, discuss
the students’ needs and based
on these design five impactful
mentoring sessions. Also to
allocate lead mentors to each of
the remaining sessions and agree
deadlines for session plans to be
produced.
➔ Five group mentoring sessions;
Aim: To improve students’
Communication, Working with
Others, Setting & Achieving
Goals, Confidence & Reliability by
delivering activities from within this
pack or elsewhere, and utilising
mentoring skills and techniques
from the ‘How to be a Mosaic
Mentor’ pack.
➔ A final wrap-up and celebration
session;
Aim: to celebrate with students
and distribute certificates to all
those involved. This may include
an inspirational speech from
a member of Mosaic staff or a
mentor.
➔ A visit to a prominent local
business/work place organised
by Mosaic;
mentor attendance is optional.
➔ A presentation from an
inspirational programme
supporter;
mentor attendance is encouraged.

Before each session, the Lead
mentor for that session should
produce a session plan using the
session plan blank template (page
14) and share that with all other
mentors in advance according to the
deadline agreed in the PAP. Session
plans should identify the purpose of
the session and the icebreakers and
activities intended to be used as well
as the resources that will be needed.
Icebreakers can be found in the
‘How-to-be a Mosaic Mentor’ pack.
Whole or small group
Some activities can be delivered
exclusively in small groups and
others require whole group
participation, at least at the beginning
of the session and at the end. Where

this is the case it is particularly
important that all mentors prepare
for that session’s content in advance,
and organise for the Lead Mentor or
teacher to introduce and facilitate the
topic from the front.
Rooms
All mentoring should take place in
the same room, with mentors working
with small sub-groups in break-out
areas around the room. This is to
allow for whole-group activities,
and for the teacher to supervise the
entire group at all times. If a mentor
is unable to attend a session, their
small group of students will be asked
to join another mentor’s group for
that session.

How do we raise young people’s
Aspirations and life chances?
The Prince’s Trust Mosaic secondary
school group mentoring programme
is intended to help young people
raise their aspirations and life
chances through understanding life
opportunities, recognising the role of
personal agency as well as setting
relevant and achievable goals. In
order to achieve this the programme
is broken into three key themes that
are underpinned by five personal
development areas.

Raising aspirations and life chances –
themes and personal development areas

THEMES

CONFIDENCE

SELF
EFFICACY

EMPLOYABILITY

COMMUNICATION
PERSONAL
DEVELOPMENT
AREAS

WORKING WITH OTHERS
SETTING AND ACHIEVING GOALS
CONFIDENCE
RELIABILITY
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Key Themes:
Personal Development
Confidence, self-efficacy Areas
and employability
There are five key elements that
In order to raise aspirations it
is important that young people
know how and why it is important
to develop and demonstrate
confidence, self-efficacy and
employability.

we embed into our programme that
underpin confidence, self-efficacy
and employability which we use
as a measure of success to raise
young people’s Aspirations and life
chances.

Confidence is in our ability to
succeed in specific situations such
as exams, presentations, interviews
and discussions.

Most of the exercises and activities
which follow in this pack are colour
coded to show which quality they
particularly help to foster in the
young people.

Self-efficacy plays a major role
in how we approach goals, tasks
and challenges. According to
psychologist Albert Bandura, people
with high self-efficacy – that is, those
who believe they can perform well in
specific situations – are more likely
to view difficult tasks as something to
be mastered rather than something
to be avoided.
Employability – “Employability is
having a set of skills, knowledge,
understanding and personal
attributes that make a person
more likely to choose and secure
occupations in which they can be
satisfied and successful.” (Dacre
Pool & Sewell, 2007).

➔ Communication relates to
speaking, listening and paying
attention.
➔ Working with Others refers
to a young person’s ability to
demonstrate teamwork, getting on
with people and respecting others.
➔ Setting and achieving goals
includes motivation, planning and
organising, problem-solving and
hard work.
➔ Confidence equates to selfesteem, self-belief, self-respect,
self-awareness, dealing with
nerves
➔ Reliability champions timekeeping, meeting deadlines, taking
responsibility and attendance
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By increasing students’ aspirations
and motivation to succeed at school,
and discussing the world of work
with them, The Mosaic programme
intends to have a positive impact
on their long term employability.
Of course, none of these elements
are purely separate entities and we
encourage you to make frequent
references to the interconnectedness
of all five key themes and fiver
personal development areas. Be
prepared for the possibility that if
one or more of your mentees lacks
any of these qualities, especially
confidence and self-efficacy, they
could be prone to react to mentoring
activities in a disruptive way. There
is some advice about how to handle
this in the general ‘How to be a
Mosaic Mentor’ pack, and you will
be able to discuss it further during
mentor training.

How to use this pack
➔ This pack contains activities to
be used alongside the ‘How to
be a Mosaic Mentor’ pack, and is
specific to the secondary school
group mentoring programme.
➔ The activities have been labelled
to illustrate which of Mosaic’s
personal development areas they
work towards improving.

How to structure and plan
the mentoring
The Mosaic Secondary Mentoring
programme has a partly fixed, partly
flexible structure.
The first two sessions (1) Rapport
Building; and (2) My Journey; are
compulsory and have a set formula
which should be followed. These are
outlined on page 10.
The remaining 5 mentoring sessions
should be designed and planned
by mentors using the range of
suggested activities in this pack
which have been discovered and
adapted over the years. We have
grouped them according to the age
or year group for whom they have
most relevance and also highlighted
which skill needs they respond to.
The final session should be used to
complete the end score on the My
Journey forms.
After the second session (My
Journey) a mentor ‘Huddle’ should
take place (in person or on the
phone) to discuss the needs of the
students based on their My Journey
scores and decide which sessions
will have the biggest impact on
their future success. At this ‘Huddle’
you will complete the Programme
Activity Plan (PAP) that allocates a
responsible mentor to each session,
ensuring that they produce a session
guide in advance and share via email
with all other mentors.

POSSIBLE STRUCTURE

Early
Ice breakers (from How to be a
Mosaic Mentor) and relaxation
techniques like Breathing (State
Control) (pg 8)

Middle

How should I approach any given
1-hour session?
Each session can be different, but
experience shows that students
often react best to the kind of format
outlined below. Always consult How
to be a Mosaic Mentor (pg 40) to
support your session plan
➔ ICE BREAKER

Then build their self-awareness
of what they would like to work
on, and how, through Learning
styles (pg 9) or Self-awareness
exercises (pg 11)
Move on to practical activities that
will stretch them and give them
concrete experiences such as
Teamwork (pg 29)

Later
Consolidate their learning and
reflect on changes with sessions
such as Question Time (pg 29) or
Stand and Deliver (pg 30)

➔	Objectives of the session
➔	An activity which requires a
physical task or movement around
the room (if not already covered
by the icebreaker) such as Team
Work or Circle of Excellence
➔	Facilitated discussion on their
observations and what they have
learnt. Give them the opportunity
to present those learnings to
their peer group or the larger
mentoring group.
Always consider whether your
session has included all the elements
of the Kolb cycle (pg 37 – How to be
a Mosaic Mentor).
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Making Mentoring Count!
Monitoring and Evaluation
Monitoring end Evaluation is our way
of assessing whether mentoring is
having a positive impact on young
people. We collect data as evidence
of our efforts and rely on schools
and mentors to support the data
gathering process.

My Journey forms
My Journey is the way we track the
improvement of students’ soft-skills
during the programme. It is also
the way students are able to give
their feedback on the experience of
mentoring.

The mentor survey is for mentors to
reflect on their experience at the end
of the mentoring experience. This
includes providing honest feedback
as well as reflecting on how they feel
the students might have benefitted
from the mentoring.

The three main tools that are used are:

The My Journey form is used twice
during the programme. Firstly at the
My Journey session and then again
at the end of the programme during
the wrap-up session.

It is important that all stakeholders
understand their role in the
Monitoring and Evaluation
processes. These roles should
be discussed during the planning
meeting. The full-breakdown
of process and roles and
responsibilities is as follows:

(1) The profile form;
(2) The My Journey form
(3) The mentor survey

Profile forms
Profile forms are completed by
students during the first hour.
This should be with the support
of mentors to make sure students
understand the questions and are
providing accurate data.

At the My Journey session the
students will provide a baseline
score.
At the wrap-up session students will
provide and end-line score and end
of programme questions.
Mentor feedback survey https://www.surveymonkey.co.uk/r/
SecondaryMentor20172018

SECONDARY PROGRAMME:
Monitoring and Evaluation
Roles and Responsibilities

KEY:

Delivers
‘impact box’
with all forms

Mentors and
Teachers
complete
Programme
Activity Plan
(PAP)

Planning
Meeting

MENTOR
STUDENT
LINK TEACHER
RESPONSIBILITY RESPONSIBILITY RESPONSIBILITY

PT STAFF
RESPONSIBILTY

PT staff planned visit (collects completed Profile Forms)

Stores
students
profile forms
in ‘Impact box’

Completes
link-teacher
section of
profile forms

Stores
My Journey
forms
in ‘Impact box’

Students
complete
profile forms

Students
complete
My Journey
start-score

My Journey
findings inform
session planning

Mentors support
students with all
form completion
using session plans
and guidance
provided

PostMy Journey
session
Mentor
‘Huddle’

Receives
and stores
‘Impact box’
securely

It is important that all stakeholders
understand their role in the
Monitoring and Evaluation
processes. These roles should
be discussed during the planning
meeting. The full-breakdown
of process and roles and
responsibilities is as follows:

Rapportbuilding
session
(standard)

My Journey
Session
(standard)

All outstanding
forms posted
to Prince’s Trust
Students
complete
My Journey
end-score

Mentor monitors link-teacher M&E
responsibilities are being fulfilled

-

Each activity is allocated a lead mentor who uses the session guide template to plan
that session. To be shared according to deadline agreed in the PAP

Mentor
planned
activity 1

8 Mosaic Secondary School Group Mentor Resource Pack

Mentor
planned
activity 2

Mentor
planned
activity 3

Mentor
planned
activity 4

Mentor
planned
activity 5

Mentors
complete online
surveymonkey

WoW visit/
Wrap-up/
Celebration

Programme Activity Plan (PAP)

Our Programme Activity Plan
is the tool to help structure and
plan the mentoring programme.
At the planning meeting with the
schools the red sections should
be completed. And then at the
Session

Date

‘Mentor Huddle’ (after session 2: My
Journey) the blue sections should
be completed. The ‘Mentor Huddle’
allows the sessions to be structured
and planned according to the
student’s needs.
Timings

To be completed at the Planning
meeting and updated after the
Mentor Huddle (after session 2: My
Journey)

Who is leading

Activity selected

Deadline for
session guide
to be shared via
email

Rapport building

Lead mentor

Rapport building
(see pre-designed
session guide)

N/A

My Journey

Lead mentor

My Journey (see
pre-designed
session guide)

N/A

Mentor huddle
(following My
Journey –
mentors only)

Lead mentor

How will the huddle be conducted?
- Telephone
- In person

Session 1

Session 2

Session 3

Session 4

Session 5

World of Work
Visit
Wrap-up/
Celebration
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Session Guides

Prescribed session guides are provided for the Rapport Building and My Journey sessions (the first 2 hours of
mentoring). Please follow these. At the end a similar blank template is provided to help plan the remainder of
mentoring sessions.

Session Guide – Rapport Building
Name of school

Schooly McSchoolface

Name of Lead Mentor

Mentor McMentorface

Activity title

RAPPORT BUILDING

Activity duration

1 Hour

Time of session
Key output

Students to complete profile forms

Reason for this activity

To meet the students for the first time and ensure they understand why they have been
selected; why mentoring can be beneficial for them; and to build familiarity and rapport between
students and mentors.

Materials / Equipment / Resources:
➔ Profile forms for completion by students
Role of the Lead mentor
To keep the session running to time. To introduce all activities. To act as quiz master (unless link teacher plays that role). To
coordinate the Alphabet Search game. To wrap-up the session.
Session Overview:
After the introduction by the link teacher and mentors the session will take place mostly in smaller mentoring groups to ensure
individual personal introductions between students and mentors. After supporting the students to complete the profile forms
the groups will then participate in two fun activities, a quiz and the alphabet search against each other in their teams. Both of
these activities are fun and engaging and should build rapport and teamwork between the students and the mentors. Specific
instructions can be found in the Mosaic ‘How-to-be-a-mentor’ guide. The Lead mentor then concludes and looks forward to the
next session.
Learning outcomes for the students
➔ An understanding of why they have been selected, painting a positive and exciting picture of the programme and emphasising
that it’s a reflection of their potential not their challenges
➔ An understanding of what Mosaic and the Prince’s Trust do and what they can expect from the mentoring sessions
➔ An understanding that the mentors are volunteers and their motivations for being a mentor
➔ Starting to break down inhibitions and barriers between students and mentors through fun activities that help to build familiarity
and rapport
Success Criteria:
➔ No student leaves with a negative perception of why they are part of the programme
➔ All students actively participate in the fun activities
➔ Students are enthused and look forward to the next session
➔ All students complete a profile form
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Resources/
worksheets

Time

Rapport Building – Description of Activities:

INTRO

Introduction by link teacher to the students: “You’ve been selected ➔ N/A
to join this programme because you are the students that I think
will benefit most from what is on offer. Mosaic mentoring is an
initiative of the Prince’s Trust and is about volunteers who are all
professionals and have life experience sharing their knowledge
and wisdom to help students think about their futures. You will
spend at least 8 hours together over the next year doing fun
activities, working in teams and getting to know the mentors. The
idea is to help you think about what you want for the future, how
you can get there and what skills and attributes you’ll need. By
the end the aim is that you’ll have a better idea of what you want
to do with your life, more confidence and better team-working and
communication skills. You’ll also learn things like to how to write a
CV and apply for a job which will be very important once you finish
with school. It’s an exciting opportunity that not everyone gets
so you can feel lucky to be here! But it also depends on you. So
expect to get out of it what you put in – and make the most of it!

7 mins

Learning Outcome
➔A
 n understanding of
why they have been
selected, painting
a positive and
exciting picture of
the programme and
emphasising that it’s
a reflection of their
potential not their
challenges
➔A
 n understanding of
what Mosaic and the
Prince’s Trust do and
what they can expect
from the mentoring
sessions

Mentors all introduce themselves and occupation and say one
interesting fact.
Teacher to then break the students up into evenly sized groups
(approx. 5 or 6 students). One mentor then joins each group.
MEET
GROUPS
& PROFILE
FORMS
20 mins

In selected groups, mentors introduce themselves again and
explain to the students what has motivated them to be a mentor
and what they’re hoping to get from the experience.
Mentors ask students to introduce themselves individually.
Mentors ask students what they expect to learn or gain as part of
the experience

➔ Profile forms
➔ Pens for
students

➔ An understanding
that the mentors are
volunteers and their
motivations for being
a mentor

Mentor then gives each student a profile form and asks them to
complete it. Mentors to support students to complete the profile
forms accurately.
QUIZ
MATCH

Lead mentor (or teacher) acts as quiz master.

15 mins

Students work in their groups and compete against the other
groups to answer the general knowledge questions in the Quiz
Match game. Questions are just suggested, quiz can be adapted
by mentors if desired.

ALPHABET
SEARCH

Remaining in groups, the Alphabet Search activity is run with all
groups competing with each other to complete the task first.

15 mins

➔ 	 Quiz Match
icebreaker from
the How-tobe-a-mentor
resource pack

➔S
 tarting to break
down inhibitions and
barriers between
students and mentors
through fun activities
that help to build
familiarity and rapport

➔ Alphabet
Search
icebreaker from
the How-tobe-a-mentor
resource pack

➔S
 tarting to break
down inhibitions and
barriers between
students and mentors
through fun activities
that help to build
familiarity and rapport

➔P
 en and paper
to write down
list of A-Z
WRAP-UP
3 mins

Lead mentor to conclude the session emphasising the exciting
future ahead and introduce the next session ‘My Journey’ which
will focus on role models. Thanks the students.

➔ An understanding of
what Mosaic and the
Prince’s Trust do and
what they can expect
from the mentoring
sessions
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Session Guide – My Journey
Name of
school

Schooly McSchoolface

Name
of Lead
Mentor

Mentor McMentorface

Activity title MY JOURNEY
Activity
duration

1 Hour

Time of
session
Key output

Students to complete My Journey forms

Reason for
this activity

To build an understanding of the skills that are important for success and how our role models are good examples
of these skills in action. And for each student to provide a baseline score on their individual My Journey forms.

Materials / Equipment / Resources:
➔ My Journey forms for completion by students
Role of the Lead mentor
To introduce the session. To wrap-up the session. To keep the session to time.
To facilitate one small mentoring group (if numbers require).
Session Overview:
A two-task exercise with an introduction and a conclusion either side. Both students and mentors to share their role models and
use them to discuss and better understand the key skills that the mentoring programme will focus on and will be assessed in the
My Journey forms.
Learning outcomes for the students
➔ Establish a clear definition of a role model
➔ Develop an understanding of the core skills that Mosaic mentoring will focus on (i.e. My Journey skills)
➔ Develop an appreciation of how role models exemplify the core skills in action
➔ To collect an accurate, self-assessed score from the students against the core skills and to get the students thinking about
career goals and how improvements in these skills can lead to success in life
Success Criteria:
➔All students to identify role models in their lives
➔All students participate in a discussion that links the core skills to an example role model
➔All students complete a baseline assessment on their My Journey form
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Resources/
worksheets

Time

My Journey – Description Of Activities:

INTRO

“This session is about our role models. Who are they, why we admire them
and how we can think about their qualities to help us improve as individuals.
We will think about what skills and qualities they have. We will then think
about ourselves and rate ourselves against those same qualities. You will put
that rating on a piece of paper. We will keep that rating safe. Then, at the last
mentoring session we will rate ourselves again, to see if we think we have
improved!”

12 mins

➔ N/A

Learning Outcome
➔E
 stablish a clear
definition of a
role model
➔D
 evelop an
understanding
of the core skills
that Mosaic
mentoring will
focus on (i.e. My
Journey skills)

So, Mentors to ask students “What do you think a role model is?”
Each mentor to briefly explain one role model that they have. This can
be anyone i.e. colleagues, celebrities, family members etc. Explain what
that person has achieved and why they admire them - skills, qualities and
attributes (maximum 90 seconds per mentor).
Lead Mentor to conclude that the focus of the session will be on skills,
particularly skills that can help you succeed in education and in the workplace.
Introduce the core My Journey skills for success:
Communication; Working with others; Setting and achieving goals;
Confidence; Reliability
TASK 1
15 mins

Students split into in small groups of 4 or 5 (supported by one mentor per
group). Students asked to think about a role model in their lives. Mentor to
request a student volunteer to share their role model with the group and get
the groups agreement that will be the example they are working with.

➔
Worksheet 1

Mentor to use the skill descriptions in worksheet one to, (1) ask the students
what the skills mean (and secure an understanding); and (2) ask the volunteer
to attribute a score for each skill to the role model they selected on the
worksheet so that the small student group can see and comment.

➔ Develop an
appreciation of
how role models
exemplify the
core skills in
action

Mentors to take students through the skills one-by-by one, asking probing
questions to help facilitate conversation and ideas about what those skills
involve. The focus at this stage should be on the skills not the scores. If the
students work quickly then do the same exercise again for a different role
model.
TASK 2
10 mins

Students then given individual My Journey worksheets. Mentors to explain
that we’re looking at the same skills as we did for the role model, as well as a
question about their aspirations. All students then asked to work individually
to review the skills one-by-one using the skill description and the My Journey
scale and select how they would score themselves. Mentors to go around the
group and support and question why students have selected those scores - a
broken-down explanation of these skills is on the attached help-sheet.
Mentors to review scores and use these to discuss career ambitions with
students and relate these to the skills scores to help establish what sort of
short, medium and long term goals skill development in these areas can
contribute to

END
15 mins

Mentors to wrap-up emphasising that over the upcoming mentoring sessions
the aim is to work on these skills together. The sessions will be designed to
further enhance and improve these skills – after all, we should all be aiming to
become role models ourselves!

➔ To collect
an accurate,
self-assessed
score from the
students against
➔ ‘What
the core skills
the skills
and to get the
mean’
students thinking
help-sheet
about career
goals and how
improvements in
these skills can
lead to success
in life
➔ 	 Individual
My
Journey
sheets

N/A
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Session Guide – Blank Template
Name of school
Name of Lead Mentor
Activity title
Activity duration
Time of session
Key output
Reason for this session
Materials / Equipment / Resources:

➔

Role of the Lead mentor

Session Overview:

Learning outcomes for the students

➔

Success Criteria:

➔
➔
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Section &
Time
INTRO

Description Of Activities:

Resources/
worksheets

Learning
Outcome

➔

➔

➔

➔

➔

➔

➔

➔

➔

➔

x mins
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Activities for all ages
Breathing (State Control) (confidence and communication)
Resources
None
Activity
Deep, mindful breathing skills
Introduction
Lamentably, very few people,
especially adolescents, have any
real awareness, knowledge, or skill
in deep breathing. If you ask your
mentees, individually or, better,
in a group, “Have you ever had a
conversation about breathing,” you
might be surprised at the answer.
Indeed, it is more than likely that a
relatively small percentage of the
mentors on this programme will have
had such a conversation.
Instructions
Ask everyone to stand in a circle and,
after any banter has been indulged
in, give the following guidelines
(paraphrased to suit your own style,
of course):
“I’m going to ask each of you in turn
to take a breath and then let it go.”
Ask each person in turn, by name,
or have the mentees select the next
person (each person only once).

“OK, I notice that most (or all) of you
did not fill your lungs with air. SO I’d
like you to take another deep breath,
all at the same time, but this time
hold your breath.
“Keep holding…keep holding” By
now someone at least will have
expelled air, and anyway say, “Now
exhale!”
Discussion
Ask each of them – in a round –
how it felt and what they thought.
Draw attention to the fact that their
shoulders have (probably) been
pulled up, which affects many
muscles and impairs breathing.
“Our brains need air in the same way
that our bodies need liquid. When we
are short of breath, it makes it difficult
to focus, to study, to think clearly, to
be in control of our state.”
“OK, I’m going to coach you in how
to breathe deeply so that, when you
want or need to, you can stay calmer
and be more in control of your state.
I’ll talk you through the process first,
and then ask you to do the breathing.
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“Firstly I want you to slow down the
rate that you take the breath in, take
two or three times longer. If you have
any problems with breathing, asthma
or a chesty cough, only do what feels
right for you. I also want you to pay
attention to what’s happening as you
inhale and exhale – be mindful. “If
you notice your shoulders going up,
just notice and relax.”
Have another round to check
people’s experience. Deep breathing
is a great way to start a session.
Purpose
To be in the best state possible to
study, learn and be your very best.
Time: 30 minutes

Learning Styles (confidence and communication)
Resources
‘What type of learner are you?’
questionnaire (overleaf)
‘How to be a Mosaic mentor’ section
on Learning Styles
Activity
Ask the group to name the five
senses (sight, hearing, touch, taste,
smell).
Explain that we all take in information
and learn through our senses, with
the three most common learning
methods being:
Visual e.g. pictures, diagrams,
DVDs, written instructions
Auditory e.g. discussions,
presentations, music
Kinaesthetic e.g. practical activities,
games, role plays.
We all have preferences for the
way we learn – e.g. some people
prefer to listen to someone talking,

some people prefer to take part in a
physical activity or demonstration.

You can then lead the following
discussion:
 hat is your favourite subject?
W
Now that you know what type of
learner you are, does this have a
link to your favourite subject?

Distribute the ‘What type of learner
are you?’ questionnaire to your
group. They should complete the
answers – choosing one answer per
question.

 hat was the last lesson you
W
enjoyed and why?

Once they have completed the
questionnaire, they should count the
number of answers per colour.

 iven your preferred learning
G
style, what jobs would fit you
best? What would be your ideal
job?

If they have picked a majority:
BLUE – You are an AUDITORY
learner – you prefer to listen and use
sound to learn
RED – You are a VISUAL learner –
you prefer to read & look at images
to learn
GREEN – You are a KINAESTHETIC
learner – you learn using your body,
trying something out and doing an
activity

 ow that you have identified your
N
learning styles – how do you think
this could help you when you
come to approaching your school
work, and revising for exams?
Time: 20 minutes

Self Awareness, Choice and Consequence
(setting and achieving goals, confidence)
Resources
Self awareness questionnaire
Iceberg model from the
Communication section of the “How
to be a Mosaic Mentor” pack – to
draw on a flip chart
Whose Wallet Resource
Activity
Step one: Mentor asks the group:
“What does it mean to be selfaware?” and then uses open
questions (including clean questions)
and active listening to encourage
students to discover insights and
ideas through dialogue. You can also
use the questionnaire.

Step two: Mentor draws the iceberg
model to show how values, beliefs
and assumptions are often hidden
below our conscious awareness
and have a powerful effect on how
we behave. Becoming self-aware is
about seeing and understanding our
assumptions and beliefs better.
Step three: Working in groups
Read out to students the Whose
Wallet scenario and ask for their
initial thoughts on what they
would do.

 sk groups to feedback their
A
decision and explain whether and
why they have changed their mind
 ummarise the importance of
S
choice and consequences and
how it affects others. Encourage
the students to be self aware!
Purpose
For students to explore how the
choices they make have an impact
on others.
Time: 1 hour

 ivide the students into smaller
D
groups and give each group one
of the four different scenarios. Ask
them to discuss what they would
do, particularly to discuss whether
their original decision has now
changed.
Mosaic Secondary School Group Mentor Resource Pack 17

Resource: What type of learner are you?
1. In your spare time, which
would you prefer to do?
Watch TV or go to the cinema

5. W
 hen studying a book for
an exam what would you
prefer to do?

 isten to music or chat with your
L
friends

Act it out

 o something physical such as a
D
sport

Read a version of it

2. When you see a film which
part would you remember
the most?
 he sounds of the voices of the
T
actors
The actions of the film
 he facial expressions of the
T
actors

3. When participating in
group work, which of the
following do you prefer to
do?
Write down your own ideas
Discuss your ideas with the group

Listen to a tape of it

6. In lessons, which of the
following are you most
likely to do?
 iddle with things e.g. rubber
F
bands
Hum to yourself
Doodle on your work

7. W
 hich one of these are
you?
I get distracted if I can see
something out of the window
I get distracted if I can hear
something outside the class
I lose concentration if I sit still for a
long period of time

Organise the group

4. What would you find
easier to remember?
The theme tune of the programme
 he colour of your friend’s new
T
bedroom carpet
The steps of a dance
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8. W
 hich one of these
defines you the most?
I am good at physical things e.g.
Sport
I am good at remembering
people’s names
I am good at remembering
people’s faces

9. O
 ut of these three jobs
which would you rather
be?
Mechanic
Artist
DJ

10. Which of the following do
you prefer?
 eachers who use diagrams to
T
explain things
Teachers who get us to do things
Teachers who explain things

Resource: Self Awareness Questionnaire
On a scale of 0-5 please circle the number that most accurately
reflects where you are at the moment.
0 = problems

3 = fairly good

1 = a few problems

4 = pretty good

2 = not too bad

5 = no problems at all

1. Confidence/self esteem

0

1

2

3

4

5

2. Homework

0

1

2

3

4

5

3.	
Attendance
(do you attend school every day?)

0

1

2

3

4

5

4.	
Punctuality
(do you get to school on time?)

0

1

2

3

4

5

5.	
Communication Skills
(talking to adults)

0

1

2

3

4

5

6.	
Time Management Skills
(do you get work done on time
and are you organised?)

0

1

2

3

4

5

7.	
Progress in GCSE
(are you on target – lower/higher?)

0

1

2

3

4

5

8.	
Coursework Assignment
(are they on time?)

0

1

2

3

4

5

9.	Wish to succeed at School
(I am motivated to do well)

0

1

2

3

4

5

10.		

Future education and training goals

		 I have a clear picture of what I want to do
		 I have some idea of a career
		 I have no idea
		 I worry about the future
		 I’m happy to go with the flow
		 Other ..........................................
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Resource: Whose Wallet? (working with others and
reliability)
Purpose: for students to grow in
self-awareness about their own
prejudices and motivations when
making decisions; what is their
decision-making process and how do
they communicate that and influence
others in their small groups.

Scenario 1: The wallet belongs to
a pensioner. 85 year old Jane is an
independent, working class lady who,
after the death of her husband earlier
this year, now lives on her own on
a state pension of £80 a week and
widow’s allowance of £20 a week.

Step 1: Explain the scenario to the
whole group: You and your friends
are walking home after a trip to the
cinema. As you are walking through
the park with your friends, you notice
something near the trees. From a
distance it looks black and shiny.
As you get closer you realise it is a
wallet. You pick up the wallet and
look inside. Your friends have walked
slightly ahead, so can’t quite make
out what you have just picked up.
You decide to look inside the wallet
and find £200.00 in cash inside.
No-one has seen what you have
found, unless you decide to tell them.
What do you decide to do?

Jane had earlier been to the bank
to withdraw some money to pay her
heating (gas and electricity) bill to
keep warm over the winter months.

Step 2: Give out one of the
following scenarios to each small
group. Ask them to discuss whether
they would make a different decision,
now they know who the wallet
belongs to. Then, bring all groups
together to discuss the decisions
they’ve made.

Her wallet fell out of her bag when
she noticed a group of loud young
people in the park. She became
anxious and increased her pace.
Jane stumbled over a rock on the
ground. When she got up, her wallet
had fallen out. She did not notice this
and walked home.
Scenario 2: The owner of the wallet
is someone who has committed a
crime. Pete is a young man who is
unemployed. He didn’t do well at
school because he didn’t study and
he now finds himself jobless. Pete
has resorted to stealing from tourists
in and around London.
After a day on the London
Underground, stealing from
unsuspecting tourists, Pete stole a
wallet, with £200 cash inside. On his
way home, he was running through
the park when the wallet fell out of
Pete’s back pocket.
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Scenario 3: Single parent, Sue is 28
years old and lives in a one bedroom
flat in the local area. Sue recently
left an abusive marriage and is now
living with her baby daughter, who
she is bringing up alone. Earlier, Sue
took out the £200 in order to buy
baby clothes and necessities for her
daughter. Sue still does not realise
her wallet slipped out of the buggy
whilst walking through the park
earlier today.
Scenario 4: Stuart is a Salesman
and whilst jogging through the park
during his lunch time break he
dropped his wallet, which slipped out
of his Nike tracksuit bottoms and fell
out by a tree.
Earlier that day Stuart had made an
excellent sale at work, which earned
him a great big commission of £200.
Stuart knowingly sold a customer
a used car which was not as clean
or reliable as he had made out.
He was worried about earning the
commission so that he could pay
some money off his recent purchase
of a fast sports car.

Wheel of Life – what are your priorities?
(setting and achieving goals)
Resources
Wheel of life sheet and pens
Activity
Score each area out of 10, with 1
being the least satisfied and 10 being
the most. On the wheel, place a line
in each area to signify your score - for
a low score, put a line closer to the
centre of the wheel, for a high score,
put a line towards the edge of the
wheel. Areas can be changed and
adapted for each young person.
Then link each area together to create
your wheel, noticing the higher and
lower scoring areas of your life. Giving
the young person ideas on where
they might want to begin developing,
questioning and applying resources
to.
Purpose
Enables students to quickly ‘see’
their life and what is important to
them and then prioritise those areas
they want to work on. It also allows
the mentor to develop a greater
understanding of the young people
they are working with.

SPIRITUAL

CAREER

SIGNIFICANT
OTHER/
ROMANCE

FINANCES

PHYSICAL
ENVIRONMENT

FAMILY

FRIENDS/
COMMUNITY

HEALTH &
FITNESS
PERSONAL
DEVELOPMENT/
EDUCATION

FUN/RECREATION
SELF-CARE

Time: 15 – 30 minutes
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Resource: Wheel of Life
NAME:		DATE:
SPIRITUAL

CAREER

SIGNIFICANT
OTHER/
ROMANCE

FINANCES

PHYSICAL
ENVIRONMENT

FAMILY

FRIENDS/
COMMUNITY

HEALTH &
FITNESS

PERSONAL
DEVELOPMENT/
EDUCATION
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FUN/
RECREATION
SELF-CARE

Personal Change and Fulfilment (confidence and reliability)
Resources
Post it notes and a flip chart/space
on the wall to stick them
Activity
Step one: Introducing the journey of
personal change. Start the session
by sharing with young people: “To
change your life you might need
to change how you think, and
that can change how you feel,
which can change some of your
behaviours. These changes come
from understanding how your body,
mind and brain work so that you

can change yourself if you want to.
People can offer us help, support and
guidance, but personal change and
being happy is really up to us. It’s not
easy, but the effort is worth it. The
first step is to decide that personal
change starts with your acceptance
that it really is in your own hands,
knowing that there are people who
will support your decision and help
you to overcome the obstacles.
Your own self-belief is the key to
successful life-change, achievement,
contentment, and happiness. If we

Ask students to finish the items in the next box on post-it
notes and stick them on the flip chart/wall. All students
to look at each other’s statements to generate a positive
feeling amongst the group.

Step three: Positive suggestion
combined with relaxation, is a
practical way to make powerful
positive personal change.
Lead the students through the
following relaxation exercise
1.	Sit comfortably. Properly
comfortably.
2.	Straighten your back; put your
shoulders back to open your ribcage.
3.	Relax your shoulder muscles
particularly.
4.	Relax your whole body, and
empty your mind.
5.	Plant your feet flat on the floor to
root yourself.

believe in you and you don’t believe
in yourself, you might think that we’re
not on your side”.
Step two: Positive messages to
self. Explain: “Your own mind,
particularly when nourished with
positive messages will develop your
self-belief, and your determination to
make successful change to your life”.

I deserve to be:
I want to be:
I can be:
I will be:
I am:

6.	This exercise works better if you
close your eyes.
7.	Breathe from the pit of your
stomach and feel your lungs
filling.
8.	Focus on your breathing. Feel it
getting deeper and slower.
9.	Feel yourself relaxing and any
tension drifting away.
10.	Relax your shoulders and neck
again.
11.	Visualise yourself being happy,
succeeding, winning, laughing,
feeling good.
12.	Relax your forehead, your mouth
and your eyes.

13.	You might allow a calmness
enter your mind as you breathe
deeper and relax more.
14.	Then, in a relaxed state, say
to yourself one of your positive
messages.
Examples of positive messages :
1. I am a good person.
2.	Every experience can make
me stronger, wiser, and more
tolerant.
3.	I am strong enough to
understand and make
allowances for other people’s
weaknesses.
4.	Other people’s behaviour is
about them, not me.
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5.	I will focus on the joy of living my
life and helping others when I
can.
6.	I am what I eat and drink, so
I can choose to eat and drink
good things.
7.	I take exercise which I enjoy. I

walk when I don’t need to take
the bus or train.
8.	I know that, deep down, most
other people are good people,
just like me.

Purpose
To enable mentees to bring about
personal change and fulfilment.
Time: 45 minutes

9. I am a loving, caring person.
10. I am a good person.

Circle of Friends (working with others)
Resources
Paper and pens

➔H
 ow much support do they offer
you?

Activity
Mentor to have open conversation
with Mentees using clean questions
and/or rounds, to explore the
relationship between the Mentees
and their friends and family.

➔H
 ow does this help you in your
studies?

➔ How much time do you spend with
them?

➔W
 ho impresses/inspires you?

➔ What activities do you most enjoy
doing?

➔H
 ow open to your dreams and
goals are they?

Purpose
To get mentees thinking about who
is important in their lives, what
support they give and receive and
what qualities they most value. How
does their circle of friends affect their
studies?

➔W
 ho do you attempt to impress?

Time: 20-30 minutes

➔W
 hat qualities do you most value
in your friends and family?
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Circle of Excellence (confidence)
Resources
None
Activity
The students work in pairs. One
person is the speaker, the other
person is the participant. The
speaker outlines an imaginary circle
on the ground. The participant is
invited to give the circle a colour. The
speaker then asks the participant
to think of a time when they did
something really well. They are

Mosaic is delighted to be working
in partnership with Careers Lab
and we are grateful for their
support in enabling us to provide
our students and mentors with a
selection of their resources.
Careers Lab inspires and raises
the aspirations of students by
bringing real people from the world
of work into the classroom and to
give all young people a chance

invited to see what they are seeing,
hear what they are hearing and feel
what they are feeling – they should
explain this out loud. When they are
fully in that good space, they are
invited to step into their imaginary
circle, stay there for a few seconds
and then return. The speaker then
invites the participant to repeat the
exercise twice more, remembering
two further experiences. Swap
positions and repeat.

to hear from inspirational people
in business and learn about the
varied career pathways available
to them. A modular approach
allows 11-16 years olds to progress
through four stages designed to
fit their life stage and needs. The
programme works alongside and
enriches existing careers teaching,
with business people coming
into schools to provide real work
inspiration and education.

Purpose
To encourage young people that
when they are feeling afraid or
negative, they can elicit a positive
and confident state by remembering
positive experiences.
Time: 30 minutes

Careers Lab provides full lesson
and activity plans designed to
enrich student’s understanding
of career paths, open their
minds to the possibilities of the
working world, and enhance their
employability. www.careerslab.
co.uk

Mosaic Secondary School Group Mentor Resource Pack 25

Put a 10 in Your Pocket (communication and confidence)
Resources
Flip chart and active listening section
from the “Crafty mentoring: the
CRAFTY approach” pages in the
“How to be a Mosaic Mentor” pack
Activity
Prepare for the activity by holding
the same number of playing cards in
your hand as you have young people
in your group, you need cards that
are from the same suite.
Each participant is asked to pick a
card and to act as if they are the
number they have picked.
Number is 10 is feeling great and

so their body language is erect,
confident, strident. Number 1 is
feeling low and worthless. The
participants are then asked to line
up in order (they have to guess
who is number 1, 2 etc by the body
language they observe.)
Afterwards, debrief with the group.
You could include questions like:
➔H
 ow do you feel when you are at
number 1, 2, 3 etc?
➔ What is your body like?
➔H
 ow do you hold your head, your
arms, your body?
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➔ How do you think your body
language makes other people
feel?
Purpose
To show how you can use body
language positively – both to change
how you feel, and to change what
other people might think about you.
Time: 30 minutes

Week in the life & STAR (communication, working with
others, confidence, setting and achieving goals)
Resources

using a computer and team work

Week in the Life worksheet & STAR
worksheet (www.careerslab.co.uk/
Careers Lab Module 3: activity 2)

JOB SPECIFIC SKILLS such
as public speaking, designing
experiments, making or repairing
equipment

Flipchart or board
Activity
Mentor to ask students what the
difference is between a skill and a
quality and to write up suggestions
on flipchart or board for all group
to see. To start the discussion the
Mentor could give an example of
their own skills and qualities and
demonstrate instances of when they
have used them in and out of work,
in an interview or solving a problem.
A skill is the ability acquired or
developed through training or
experience. In work there are:
KEY SKILLS that all employers need
such as numeracy, communication,

A quality is a defined trait or
characteristic e.g. thoughtful,
balanced, quick, cheerful,
charismatic.

Once students have completed the
Week in the life worksheet they
should analyse one example using
the STAR worksheet. Students will
think about their unique skill set and
how this can be attractive to potential
employers.
Purpose

Mentor can also explain that all
employers are looking for key skills
and students would be asked to give
examples of these in a job interview.
Students to write up their own week
in the life using the worksheet,
identifying different occasions when
they used or developed key skills/
qualities in and out of school,
e.g. babysitting, visiting grandparents
etc. This task is set in a fictitious
week but students may describe
recent examples.

To help students identify occasions
where key skills/qualities are
employed both in and out of school.
Encourage students to think about
their unique skill set and how this can
be attractive to potential employers.
Time: 50 mins
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Student Worksheet
Week in the Life
Everyday you do activities which develop your skills and qualities. List examples in the boxes below.
Example
Day

What I did

Skills and qualities I used

Monday

Attended a revision class

Prioritising work
Improving own learning and performance

Tuesday

Baby-sat for my Aunty. I looked after
my younger cousins, read them a
story, got them a drink and a snack.

Responsible
Honest
Trustworthy
Working with others
Communication

Day

What I did

Monday

Tuesday

Wednesday

Thursday

Friday

Saturday

Sunday
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Skills and qualities I used

Student Worksheet
STAR
At an interview you could be asked to give an example of a time when you...
• Led a team
• Dealt with confrontation
• Influenced others
• Took responsibility
• Failed at something but learnt from the experience
Use the STAR model below to develop a written example of how you have used your skills
and qualities in a specific situation. You can use this during interviews.
STAR model
S
T

Situation – Set the context by describing the circumstances in which you used the skill
or qualities and gained the experience.
Task

– What was your role?

A

Actions – What did you do and how did you do it?

R

Results – What did you achieve? What was the end result and how does it relate to the
job you are applying for?

STAR example:
Sarah plays football every week in her local park. When at an interview, Sarah was asked to “give an
example of a time when you resolved conflict”. Sarah thought back to last Saturday...
• Situation: Sarah’s teammate was angry because the Referee had awarded the other team a free
kick. She started walking towards the Referee to shout at him...
• Task: Sarah knew that she had to resolve the conflict quickly as her teammate had already been
shown a yellow card and if she continued to argue with the Referee she would be sent off and their
team would be a player down.

• Actions: Sarah moved her teammate to the other side of the pitch and spoke calmly to her,

explaining that she was in danger of letting her team down. Sarah then gathered her whole team
together and told them to keep playing well as a team.
• Results: Sarah’s teammate calmed down and went on to score the winning goal as Sarah had kept

her focused on winning the game rather than losing her temper.

Mosaic Secondary School Group Mentor Resource Pack 29

Student Worksheet
STAR
My STAR example:
Situation:

Task:

Action:

Result:

Skills and qualities used:
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Step Up To Serve – the benefits of volunteering (setting and
achieving goals, reliability)
Mosaic is proud to have pledged
to the #iwill campaign, led by
charity Step Up To Serve. The #iwill
campaign is a strategic, long-term,
cross-sector transformation initiative,
which will unlock the potential of
youth social action across the
business, education and voluntary
sectors of the UK. Through a
business-to- business focus building
networks and advising advocates,
funders and providers of youth social
action opportunities, the campaign
looks to increase by 50% the number
of young people taking part in social
action. We have therefore included
this activity to engage young people
in the idea of social action, such
as volunteering, campaigning or
fundraising.
Use the case study on page 28
(Mosaic mentees showcase power of
youth social action in Milton Keynes)
as an example of how young people
have used social action to further
develop their skills.

Why do Social Action?
Resources

➔ Get into work – It’s a great way to
get a reference and fill gaps
in your work experience. You can
also try out different types of work to
get a taster - which can really help
you if you’re looking for a job or want
to change direction.

Flip Chart or paper and pens
References within this section
Activity
Ask the group to reflect on some
of the personal development areas
that they have identified. It could be
building their confidence or having
the opportunity to present in front of
an audience; it could be working in
a team or learning more about their
chosen career. Ask the students to
identify some ways – at home and
at school – through which they could
progress these skills?
Have they ever considering social
action, such as volunteering?
Discuss the concept of social action
with your group and ask them to list
ways which social action could help
them achieve their goals?
Here are some of the things that
social action can do for you:
➔ Give your CV a boost –
Timebank did a survey of some of
the UK’s leading businesses and
73%* said they’d employ someone
whose volunteered over someone
who hasn’t

➔ Improve your confidence – You’ll
learn and do things that you might
not normally get the chance to
- this can be a real confidence
boost.
➔ Improve your health – While
you’re busy giving back to your
community you could also be
getting healthier! Research has
found that social action can do
everything from helping you to
sleep better to boosting your
immune system.
➔ Meet new people – you’ll
probably meet people from
different cultures and backgrounds
that you might not normally. Doing
social action with people who are
as passionate about a cause as
you are is a great way to meet
like-minded people.
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Social action also has a double
benefit, as it helps your local
community and wider society, as well
as all the ways it helps you. Social
Action can help you:

Charity Job – UK’s busiest site
for charity jobs and volunteering
opportunities

Volunteering England – a network of
volunteering centres that span the
country.

➔ Support families (daycare and
eldercare)

Citizens Advice - a community charity
providing advice.
Citizens UK – an alliance of local
Community Organising groups.

You can find a long list of
organisations who are looking to
support young people to take part
in social action: http://www.iwill.
org.uk/get-involved/ voluntaryorganisations/

➔ Improve schools (tutoring, literacy)
➔ Support youth (e.g. after-school
programs)
➔ Beautify the community (beach
and park cleanups)
Can you think of other ways that
social action can benefit your
community?
Your mentees might be interested in
social action but not know how to get
involved.
Start a discussion about where and
how they could take part? Is there
anything in their local area? Could
it start with supporting their school,
local community centre or family?
You can make them aware that they
could set up their own project or find
out about one of the many excellent
programmes that already exist
around the country by contacting any
of the below organisations:

CSV – the UK volunteering and
learning charity.
Do-It - volunteering made easy.
Education and Employers Taskforce
– employers, schools and colleges
working together.
Goodpeople – opportunities with
charities and social enterprises.

Young people can also get
involved in:
Fixers http://www.fixers.org.uk,
The Duke of Edinburgh Award
http://www.dofe.org

Icould - careers advice, choices and
ideas.

or the National Citizen Service
http://www.ncsyes.co.uk/about

Ivo – connecting people and
organisations who want to change
the world.

Purpose

Team London – makes it quick and
easy for Londoners to give their time,
find volunteering opportunities and
do great things for their city.
Timebank – a way for people to
come together and help each other.
vInspired – connecting young people
with volunteering opportunities
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To raise mentees’ awareness of
the benefits of taking part in social
action to increase their confidence
and employability and how to access
various opportunities
Time: 20 - 30 min

Mosaic mentees showcase power of youth social action in
Milton Keynes
Mosaic mentees in Milton Keynes
from the Milton Keynes Academy and
Lord Grey School have been bringing
to life lessons from their mentoring
sessions at the annual Milton Keynes
Art in the Park Festival as part of
Mosaic’s proud support of the Step
Up To Serve #iwill campaign.
Through its delivery partnership with
MKIAC, Mosaic has been delighted
to impact over 200 students in
six years of collaboration at the
Milton Keynes schools through the
Secondary School Group Mentoring
Programme, where students are
connected with volunteer mentors
to embark on a range of accredited
classroom-based activities to help
raise their confidence, self-efficacy
and employability chances.
For the past three years, participant
students on the mentoring
programme have been taking
an additional step to implement
their new-found confidence by
volunteering at the Art in the
Park Festival. An annual festival
started seven years ago by Mosaic
mentor Anouar Kassim MBE, the
festival seeks to bring the different
communities of Milton Keynes
together to celebrate its diversity. The
students have been encouraged to
volunteer through a variety of roles
as part of Mosaic’s pledge to the
#iwill campaign, led by charity Step
Up To Serve. The #iwill campaign is
a strategic, long-term, cross-sector
transformation initiative, which seeks
to unlock the potential of youth
social action across the business,
education and voluntary sectors of
the UK.

Speaking about the student
volunteering, Anour said:
“Volunteering at the festival perfectly
complements Mosaic’s mentoring
programme and its commitment to
youth social action. Through practical
skills such as project management
and financial analysis, the young
people are really enhancing their
confidence and employability
chances”.
Some of the volunteering activities
the students have gotten involved
in, as recently as July 2016, has
included being allocated to artists
in a buddy system to learn more
about their trade and skills. This has
ranged from working in the kitchen
theatre with celebrity chefs such
as Cyrus Todiwala OBE through to
working with the IT and organiser
teams to conduct market research
and analyse what aspects of the
festival can be improved in future
years. Students have also learned
skills to manage performance stages
and utilise social media to promote
the festival.
Anouar adds: “This is a win-win
situation. As well as helping the

local community, these are exactly
the types of skills the business
community is looking for in its
workforce. By bringing them along
to the festival, we are facilitating the
application and practice of lessons
picked up during the mentoring
immediately after the sessions. And
we are doing this in a very safe
environment. What I would say is
that these young people haven’t
been just volunteers for us. Through
their social action, they have become
an integral part of the festival year on
year, and help us become better and
better every year”.
Debbie Gockelen, Business
Development Manager and Teacher
from Milton Keynes Academy said
about her students’ volunteering at
the Festival: “Being part of Mosaic
mentoring programme really gave
them confidence to participate and
develop their self-belief, and this
festival gave them opportunities
to develop their skills from the
mentoring programme even further.
The two complemented each other
really well”.
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Years 7-9 (11-14 years old)
Question Time (communication and working with others)
Resources
Moveable chairs. A table you can
place at the front of the classroom for
the panel.

and allow 5 minutes for them to
formulate questions surrounding
this topic. They will then ask their
question to the panel.

Activity
Set the room up as the Question
Time studio

 he panel should try and throw
T
questions back at the audience in
order to encourage student’s skills
in debating.

 entors and the teacher form the
M
panel at the front of the class
 ut forward three current affairs
P
topics and ask the group to vote
on the one to be debated – the
panel has the deciding vote if
votes are split.

 ake a vote at the end of the
T
session.

Purpose
By the end of this session, students
within your group should be able to:
➔ Take part in a discussion and
express their views and opinions
➔ Be able to answer and present
questions backed up by research
and knowledge.
Time: 45 minutes

Put students in small groups

Teamwork (working with others)
Resources
Box of coloured bendy straws
Builders and architects
1)	Prior to the exercise, the mentor
(who is the architect) works alone
to build a 3D model made out of
coloured bendy straws, fitting the
ends into each other. The mentor
places the model in a separate
room or area from the main
classroom on a table which people
can walk round.
2)	The group stays in the main
classroom and is divided into small
groups of 3 -5 people, and each
small group is given a full set of
coloured bendy straws.
3)	Each group is to build an exact
replica of the model in the other
room. There will be one site
manager in the group and the
rest will be builders. Only the site
manager is allowed to see the

model and s/he is to describe
the model to the builders who
then build it according to the site
manger’s instructions. The site
manager is allowed to go and
look at the model as many times
as they want and use any form of
communication apart from taking
a photo. The site manager is not
allowed to touch the straws.
4)	Each small group selects a site
manager and the instruction “Start
building” is given, with each team
given a limit of 15 minutes.
5)	After the exercise has finished, the
mentors judge a winner and then
de-brief with their teams to draw
out the learning points.
De-brief questions:
1. How did you select the roles?
2. What methods and skills did you
use to accomplish the task? E.g.
communication skills, leadership
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skills, delegation etc
3.	Did you find anything frustrating
or difficult during the exercise? If
yes, what was it and how did you
manage these feelings?
4.	What else did you learn about
team building that you can take
back into school, life and in the
future into work?
Purpose
By the end of this session, students
within your group should be able to
identify roles according to people’s
strengths, prioritize tasks to achieve
a common goal, and work together
using a range of communication
skills to accomplish a task.
Time: 45 minutes

Stand and Deliver (communication and reliability)
Resources
Flip chart paper and pens
Giving a presentation resource sheet
General guidance:
Think of every input from your
mentees as a presentation.
Whenever it seems appropriate, ask
them to stand up and speak – not
necessarily on their own – you could,
for example, have them working in
pairs who stand up to share with
the group. Or you could have the
whole group stand in a circle, each
person in turn answering or asking
questions.
As often as possible, at any suitable
opportunity, ask them to take a few
deep, slow, mindful breaths. Do this
as early as possible in the mentoring
relationship because many people
have no idea how to take the kind
of breath that helps them to get into
and maintain the calm, relaxed state
of mind that helps them to respond
intelligently even under provocation,
or in a situation they find stressful
e.g. sitting an exam or speaking in
public.
Weaving these ideas into your
sessions along with the below
simple guidelines will strengthen
the mentees ability and self-belief to
‘stand and deliver.’

Activity: Preparing and giving a
presentation
Stage one: developing awareness
of good practice. Put mentees into
small groups of 3-4 and ask them:
“What preparation do you need to
do before making a presentation?”
Give them 10 minutes to work as
a group to draw or make a list of
their answers and decide who and
how they will feedback to the other
groups – i.e. make a presentation of
their answers, using their answers to
help them. When the presentations
have been given the mentor can then
plug any gaps using the presentation
guidelines (see next page resource
sheet) as a prompt.
Stage two: putting into practice.
Put mentees into pairs and ask them
to choose a topic they’d like to make
a 7 minute presentation on. Give
each pair 10 minutes to prepare their
presentations and then each pair to
give their presentation. Topics could
be: something they feel passionate
about, making a pitch to be voted a
student representative on board of
school governors, making the case
for students to design their own
curriculum etc…

Stage three: feedback. Ask the
presenters: “What do you think you
did well?” – they must come up
with at least one thing! “Anything
you would like to do differently
next time?” Then invite the rest of
the group to give their feedback,
along with yours. Feedback can
include: impact they made, clarity of
message, body language, structure,
level of passion and conviction etc.
Purpose: to enable mentees to:
➔ Prepare and give a presentation
with confidence and clarity
➔ Express their enthusiasm for the
subject and a positive impact on
their audience
Time: 45 minutes
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Resource: Giving a Presentation
The speaker should be clear about
the purpose of the presentation and
what the message means to them –
connecting with their passion: “Tell
‘em what you’re going to tell ‘em,
tell ‘em, then tell ‘em what you told
them.”
That can tie in with another simple
framework for ALL presentations:
➔ An opening – a brief outline of the
key points of the presentation
➔ A message – The key points
explained in more detail, along
with supporting evidence
➔ A close – sum up the main
message

Notes
➔ If students use notes for their
presentation, large post cards are
useful. Punch holes in one corner
and use a green treasury tag to
hold them together. That way, if
they are dropped, they will still be
in the right order.
➔E
 ncourage them to know what
they have to say rather than
reading from notes.
➔ All that needs to go on the cards
are key words with no more than
either three lines of five words or
five lines of three words, all written
LARGE, so they can be read
easily by the speaker.
➔R
 ehearsal is essential, especially
as it helps to adjust the length
of the presentation to the time
available, and to help the speaker
feel more comfortable. Encourage
them to practice in front of a mirror
(at home) or, even better, in front
of their fellow mentees.

How the message is delivered
could matter more than the topic!
The speaker needs to:
➔ Communicate clearly; not too
quick – not too slow – mumbling is
a complete no-no!
➔ Reach out to the audience
with voice projection and good
preparation.
➔ Approach the presentation with
enthusiasm, (project positive
energy before you begin)
➔ Focus on your own state
(BREATHE) and on getting the
message across
➔ Think positively every step of the
way.
Body Language
➔ Keep both feet on the ground
if you are standing on the spot.
Avoid pacing up and down or
rocking side to side.
➔ Don’t put your hands in your
pockets.
➔ Make eye contact with people
– they want to enjoy your
presentation.
➔ It’s OK to smile, but make it
genuine.
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Years 9-11 (14-16 years old+)
Revision Activities (confidence, setting and achieving goals)
Resources
Mentors, please bring along some
engaging content to suit the tasks
below. The aim of this session is for
young people to try out three different
methods of revision.

Revision Notes
Select a piece of text which could
include a biography of a relevant role
model or celebrity or an interesting
recent article (Mentors, please
bring along creative and engaging
content for this session).
Encourage the young people in your
group to individually condense this
text into a form of revision notes – in
any way they choose.
Once they have completed it, ask
them each to describe how they

Buy things
with less
packaging
Consider different
power sources:
SOLAR, WIND

did this. You may want to pair this
session with the learning styles
questionnaire to illustrate different
ways of learning.

Using the same content, encourage
the young people to create a mind
map which illustrates the key points.
A mind map is a diagram used
to visually outline information. A
mind map is often created around
a single word or text, placed in the
centre, to which associated ideas,
words and concepts are added.
Major categories are linked from the
central single word or text, and lesser
categories are sub-branches of major
branches. Categories can represent
words, ideas, tasks or other items
related to a central key word or idea.

Reduce
Re-use
Recycle

Buy things
which have been
recycled eg
clothes, paper
n!
ctio
ra
e
t
t
Be

Again, using the same content,
encourage the young people in
your group to prepare an interesting
presentation – of approximately 1 or
2 minutes. Ask each young person
to present to the others in the group,
and then discuss as a group how
they selected the information to
present, and how this method could
help them revise.
Time: 1 hour

Electric cars!
Don’t fly!
Use public transport
or share transport

el!
rav
rt
e
t
t
Be

How to
Solve
Global
Warming

Walk
Cycle

et

B

Use your vote!
which local politicians
can you infulence?

Presentations

Mind Maps

Bette
ru
sa
ge
!

Help your
family and friends
to make good
choices

See below for an example. Ask the
mentees to explain their mind maps
to each other.

te

Local produce
(less food miles)
rf

oo

d!
Eat less meat

Be personally
responsible!
eg recycle

Buy fresh
(not frozen)
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Writing a CV (communication, setting and achieving goals)
Mosaic would like to thank the
Business Class team at Business
in the Community for sharing their
resources around CV writing.

Resources
Flipchart, pens and paper and
sufficient copies for all students and
mentors of the CV’s listed below,
profiles and covering letter
Susan Towers CV – handout 1
Susan Towers CV with mistakes
highlighted – handout 2
Jack Baker CV – handout 3
Covering letter – handout 4
Activity 1
Mentors to ask students “What is a
CV? What is its purpose and aims?
Why do we need a CV?” Mentors to

write the students answers on a flip
chart and to summarise the following
3 key points:
1.	A CV presents you as an excellent
candidate for the job

Your name
Full postal address
Home and mobile number
Email address

2.	Make the employer want to find
out more about you

Personal Profile

3. Gets you an interview not a job

Work experience

Following the above whole group
discussion (we recommend you
spend 10 minutes on this part)
mentors to split the students into
pairs. Students should then spend 5
minutes discussing and agreeing on
what information they think must be
included in a CV.

Hobbies and interests

Mentors to bring whole group
together and allow students to
feedback their thoughts and
suggestions with a mentor scribing
onto the flip chart for all to view. We
suggest you spend 15 minutes on
this, at the end of which you should
have the following points noted on
the flip chart:
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Education and training

Details of Referees
Activity 2
Working in small groups with a
Mentor supporting each group,
students to review Susan Tower’s
CV (Handout 1) and discuss what is
wrong with it. After 10 minutes the
Mentor to review the mistakes in the
CV using the attached Susan Tower’s
CV (Handout 2). We recommend 5
minutes for reviewing.
continued on page 45 >

HANDOUT 1

CV Writing
Susan Tower’s CV

Curiculum Vitae
NAME : Susan Towers
I am a very hard working person looking for full-time work. I work hard on my own and enjoy taking part
in group activities. I always put 100% into a task which needs to be carried out. I am friendly, bubbly and
a down to earth person. I like to set myself goals and always try my hardest and to the best of my ability
to achieve those goals.
SKILLS AND ACHIEVMENTS
« Hard working and able to work under pressure
« Patient and caring when helping others
« Understanding and interested in others problems and achievements
« Good at dealing and working my way through stressful situations
« Good communication skill both verbal and written
Achievments:
 Worked in a nursery with young children
 Took part in the netball team whilst at school, and won lots of games
 Took part in dancing competitions and won many trophies
 Took part in a poetry competition and getting my poem published in a book; up, up and away

EDUCATION AND TRAINING
Southtown County High School Sep. 2003 – July 2008

GCSEs
v Science D
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v English language C
v Maths D
v Religious Studies C
v English lit B
WORK HISTORY
The Beauty shop, High Road Southtown – part time work Feb-May 2008
My dutie whilst working at the Beauty Garden was serving customers over the till, showing customers to
their rooms and cleaning
June-Aug 2005-The tanning Salon, Station Road Southtown – part time work.
My duties whilst working in the Tanning Salon were to show customers to their rooms and cleaning the
shop floor and sun beds.
Work Experience:
Little Bo Peep Nursery – 2 weeks in 2004
Cheeky Monkeys Nursery – work experience and day release from school
Whilst on work experience I worked in the two nurseries listed above. My role was to help the children
with their activitiesand helping staff set up lunch time meals and cleaning up the childrens mess after
activities had finished I am very fond of young children and enjoyed very much working at the nursery.
PERSONAL DETAILS
12 Cross street
Southtown
Middlesex
HA4 8uh
0792921902
INTERESTS
I enjoy going on outings to the park and going swimming. I love staying at home watching movies and
reading books. I like to dance and go to the gym in my free time. .
REFERENCES
Ms Clark (head of year 8)
Southtown County High School
Worcester Crescent
Southtown
High road
Southtown
(Business moved to Stanmore in 2007)

Page Secondary
2 of 2
40 Mosaic
School Group Mentor Resource Pack

Mosaic Secondary School Group Mentor Resource Pack 41

v English language C
v Maths D
v Religious Studies C
v English lit B ABBREVIATION
WORK HISTORY
The Beauty shop, High Road Southtown – part time work Feb-May 2008 PUNCTUATION
My dutie whilst working at the Beauty Garden was serving customers over the till, showing customers to
their rooms and cleaning
SPELLING
BOLD
June-Aug 2005-The tanning Salon, Station Road Southtown – part time work. BOLD/PUNCTUATION
My duties whilst working in the Tanning Salon were to show customers to their rooms and cleaning the
shop floor and sun beds. SPACING
Work Experience:
Little Bo Peep Nursery – 2 weeks in 2004
Cheeky Monkeys Nursery – work experience and day release from school
Whilst on work experience I worked in the two nurseries listed above. My role was to help the children
with their activitiesand helping staff set up lunch time meals and cleaning up the childrens mess after
activities had finished I am very fond of young children and enjoyed very much working at the nursery.
SPACING

PUNCTUATION

PERSONAL DETAILS
12 Cross street
Southtown
Middlesex
HA4 8uh
0792921902

LAYOUT
SPACING

INTERESTS
I enjoy going on outings to the park and going swimming. I love staying at home watching movies and
reading books. I like to dance and go to the gym in my free time PUNCTUATION
REFERENCES
Ms Clark (head of year 8)
Southtown County High School
Worcester Crescent
Southtown

PUNCTUATION
INCOMPLETE INFORMATION

Louise (The Beauty Shop
SPACING
High road
INCOMPLETE INFORMATION
Southtown
(Business moved to Stanmore in 2007)
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HANDOUT 3

CV Writing
Jack Baker’s CV
JACK BAKER
1 Warren Avenue
Welwyn Garden City
Hertfordshire WG15 8MB
Telephone: 01707 123456 Mobile: 07762 654321 Email: jack_baker@hotmail.co.uk
PERSONAL PROFILE
I am an outgoing person with good communication skills. I enjoy being with people and can use my own
initiative. I like to be kept busy and I am keen and quick to learn new skills. I am looking for a job working
in the retail industry where I can develop my customer service skills and hopefully progress to a career in
retail management.
SKILLS AND EXPERIENCE
• Good customer service skills gained through my work experience
• Responsible and honest when dealing with customers and money
• Confident and enthusiastic when dealing with people
• Team worker and prepared to contribute
• Ability to use EPOS and deal with card transactions
EMPLOYMENT AND WORK EXPERIENCE
AllSports
Sales Assistant High Street
Welwyn Garden City
Hertfordshire WG21 3HE

Dec 2010 – June 2011

Duties included: shoe fitting, assisting customers, working on the till, stock control.
Morrisons
Cashier Green Road
Welwyn Garden City
Hertfordshire WG21 2HU

Oct 2010- Dec 2010

Duties included: cashier on the checkout, preparing fresh food, serving customers, stock ordering.
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WORK EXPERIENCE
Commonswood Primary School
Redcoat Close
Welwyn Garden City
Hertfordshire
WG25 3BE

Classroom Assistant -

1 week June 2009

Duties included: helping children to read and write, supporting teacher in preparing classroom
activities, creating games and activities with children at playtime.
EDUCATION
Northtown School
Mobbsbury Avenue
Stevenage
Hertfordshire SG15 2HE

2005 – To Date

Studying A levels in:
• Art
• English Language
• Information Technology

2010- 2012

Gained GCSEs in:
• Religious Education
• Drama
• Science (Double)
• Maths
• English
• Information Communication Technology
• Food Technology

2005-2010
B
B
C/C
D
D/D
D
E

HOBBIES AND INTERESTS
I play football and have just joined a Sunday league team. I like to keep fit and try to go swimming at
least once a week with my friends. I enjoy shopping because I am very interested in fashion and I like to
compare how the different shops provide customer service and display their stock. At school I have
taken part in several charity events including a fun run where we raised over £1000 for Children in Need.
At the moment I am very busy learning to drive.
REFERENCES
Mrs Masters
Manager
Morrisons
Green Road
Welwyn Garden City
Hertfordshire WG21 2HU

Page 2 of 2
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Miss Brown
Head of Sixth Form
Northtown School
Mobbsbury Avenue
Stevenage
Hertfordshire SG15 2HE

< continued from page 38

The group should then spend 5
minutes reviewing Jack Baker’s CV
(Handout 3) as an example of a good
CV and identify what information
he has included under the following
headings:
➔ Personal Data
➔ Education
➔ Work Experience ➔ H
 obbies and
interests

Mentors should then bring the whole
group back together for the final
discussion of the session: the Do’s
and Dont’s of a CV.

are, again listing them on the flip
chart. Allow 10 minutes for this.

Students are asked to feed back
under the two headings, mentors
should ask the group what the Do’s
are with mentors writing them on the
flip chart followed by what the Dont’s

Resource – Advice on CVs
‘Top CV do’s’
➔ Use a confident tone and
positive language Use positive
words to start each sentence, such
as improved, introduced, created,
saved etc. Provide examples of
where you have used these skills.
➔ Concentrate on your
achievements This means listing
things you have done.
➔ Encourage the employer to read
on Ensure that you put your best
points on the first page of the CV
to include your greatest successes
and achievements and examples of
how you have used your skills.

➔K
 eep to the point Keep your CV
to a maximum of two pages. This
may change when you become
very senior and have more to say.
➔C
 heck, check and check again
Check thoroughly for correct
spelling and grammar – spotting
errors is a quick and easy way for
employers to remove candidates
when faced with a mountain of
CVs to read. Don’t just rely on
your computer’s spell checker but
get someone else to read it – you
may have spelt a word correctly
but used it in the wrong place.

➔ Use keywords These keywords
will include specific skills relevant
to the job like GCSE qualifications
or specific job titles like ‘Customer
Services Advisor’. Make sure your
CV mirrors/matches the words
used in the advert.
➔ Rise above the competition
Make sure you include other skills
that could set you apart from other
candidates, such as languages
and IT skills. Tell your reader more
about your qualifications and
experiences and show successes
you have had in your project work
and other extracurricular activities.

‘Top 10 CV don’ts’
➔ Expand the truth Most employers
are not fooled if you lie or
exaggerate the truth on your CV.
And it will be really embarrassing
(and you could be fired) if you
can’t perform the tasks you said
you could on your CV.
➔ List everything An employer
really doesn’t need or want
to know all courses you have
ever been on. Keep information
relevant.

➔ Get creative Don’t use elaborate
fonts and colours to make your CV
stand out. It’s much better to keep
it simple.
➔ Divulge sensitive information
such as a passport number
➔ Tailor your CV Your CV should
be strong enough to be used
for different positions that
you are applying for. It is your
covering letter that you should
tailor carefully for each position,
making sure it answers all of the
employer’s questions about your
suitability for the role.

➔T
 alk in clichés Phrases such as
‘I am a highly motivated individual
who works well on my own or in
a team’ are dull and the employer
has heard them before. Make
yourself stand out with carefully
worded phrasing that is factual.
➔M
 ake the recruiter guess If you
are able to perform in the job,
explain how in your CV. Don’t
expect the employer to ‘read
between the lines’ to work out
whether you will be worth the
salary.
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Activity 3

Activity 5

This activity focuses on writing a
personal profile and for students to
understand that a personal profile
should contain their skills, experience
and their ambition. Mentors to work
in small groups of students and
distribute a copy of Jack Baker’s CV
(Handout 3) for reference. Students
to spend 20 minutes on this before
moving onto Activity 4.

This last 20 minute activity focuses
on writing a covering letter to
accompany a CV.

Activity 4
Using Jack Baker’s CV (Handout
3) and learning to date students to
spend 20 minutes writing their own
CV. Mentors to remind the students
of the Do’s and Dont’s of a CV as
listed on page 45.

Mentors to work with small group
of students and distribute copies
of the Covering letter (Handout 4).
Mentors to lead a discussion around
the purpose of each paragraph as
detailed below:
Paragraph 1: I am writing in reply
to your advertisement of 14th
September ………
Purpose: reason for writing/refers
back to advert
Paragraph 2: I am extremely
interested in this position as I
enjoy……….
Purpose: Highlights the most
important skills
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Paragraph 3: I would very much like
to work………..
Purpose: Conclusion/refers forward/
what you want to happen next
Using their personal profile students
to now write their own covering letter.
Purpose
For students to identify the
components parts of an effective CV,
to recognise the difference between
a good CV and a bad CV, to create a
unique and relevant personal profile,
be able to identify examples of the
skills and experiences they have that
make them employable and to create
a relevant covering letter tailored for
a specific job opportunity
Time: 2 hours (We recommend that
the above 5 activities are spread
across 2 mentoring sessions)

HANDOUT 4

CV Writing
Task 4

Writing the Covering Letter

Mr R Jones
Recruitment Manager
Carpenter's Ltd
55 Old Street
Stevenage SG6 9BB
38 Whitford Way
Redbourn
Herts ALB 2RP
28th September 2013
Dear Mr Jones
Re: Sales Assistant
I am writing in reply to your advertisement of 14th September in the North Welwyn Advertiser for the
position of Sales Assistant. I enclose my CV, which I hope you will find interesting.
I am extremely interested in this position as I enjoy working with people and have previous work
experience of working in a customer service role. I have good numeracy and literacy skills, am
computer literate and keen to learn and adapt to new tasks.
I would very much like the opportunity to work for your company, and look forward to hearing from you
shortly.
Yours sincerely
Caroline Rees
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Interview skills (communication, confidence and working
with others)
Resources

7% is based on what you say

Tell me about yourself

Students own CV’s and covering
letters produced during the CV
writing sessions listed above.

Purpose

What are your strengths?

For students to understand the
importance of first impressions
with particular reference to body
language, tone of voice and dress
code.

What are your weaknesses?

Flipchart and pen
Activity 1
Pending the dynamics of the group
mentors may choose to deliver this
activity as a whole group activity
or by working with small groups of
students.
Mentors to lead a discussion around
what first impressions are and the
importance of them. Mentors to list
students’ feedback onto the flip chart.
Below are some facts about first
impressions worth knowing:
90% of people will form a first
impression about you in the first few
seconds of meeting you

Time: 20 mins
Activity 2
Mentors to set up room with an
interview table and sufficient chairs
for the interview panel and the
interviewee ensuring the students
and mentors not role playing can
observe the scenario. Two mentors
are to act as the interviewers and
one student to act as the young
person being interviewed for a job.
Allow 10 minutes for each interview
with 3 interviews taking place.

55% of that is based on the clothes
you are wearing

The mentors should use the students
CV to agree on what type of role they
are interviewing for.

38% is based on your body language
and tone of voice

The interviewing panel to ask the
following questions:
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What do you enjoy doing outside of
work?
Where do you see yourself in five
years?
Why do you want to work here?
Have you got any questions for us?
A second and third student is
then interviewed using the same
questions above. At the end of the
each interview mentors to hold a
group discussion as to what went
well in the interview highlighting the
students strengths and areas of
development.
Purpose
To improve the students’
understanding of their own strengths
and selling points; to increase their
confidence in communicating them in
different ways.
Time: 40 mins

Getting to the root of motivation: Dream Tree Coaching
(setting and achieving goals, confidence)
Activity
Dream Tree combines creative and
coaching skills to inspire young
people to dream and set goals. We
begin with the story of the seed with
big ideas, who is assisted by the
elements to grow into the tree of its
dreams. This is followed by a Q & A
session where we explore the areas
that we resonate and connect with.
Students are then guided in the
creation of their own Dream Trees,
exploring their roots and foundation
(beliefs and values) and canopy
(goals and dreams) seeing where
the elements of the story are able to
support them. Dream Trees are then
shared with the group, enabling us to
become aware of student’s dreams,
goals and visions and then exploring
ways that we may assist in their own
development and growth, as well as
adding ideas to our Dream Trees.
Dream Tree Forests are able to
come together to create a Group
Tree, where we explore the goals

and foundation of the group, in
relation to their own Dream Trees,
creating the Mighty Oak. This helps
a group to recognise its group
goal and the relationship this has
with the individuals. Helping the
identification of where one fits in as
well as where the gaps might exist.
Dream Tree workshops aim to create
personal and group clarity, from
goal identification in a visual format,
creating your very own Dream Tree
Vision Board, from your own images,
which can then be added to with
collected and found images.
Creating Focus and Clarity
Enabling Decisions
Leading to Action
Resources
Story of seed with big ideas and
questions to guide creation of trees
Coloured pens and paper
Time: 1 hour

Developed by Robert Stephenson,
Illustrated by Alexie Aristotelous
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Tell this story to your mentees – you
can adapt it to fit your own style.

The Dream Tree Story
Once upon a time, in a land far far
away, a seed was planted and this
seed had some big ideas, it knew it
might have to work hard to get there,
it might have to overcome some
challenges, but the seed knew that it
would be worth it in the end, as this
seed wanted to grow into the best
tree that it could be.
So the seed sat in the soil and
meditated for a while and asked
who it was, what it stood for, and
what it believed in. The seed used
these thoughts to push down into the
ground to grow strong roots.
While the seed was growing roots, it
realized that some of its beliefs were
far more useful than others, and
some of the beliefs didn’t help at all.
The seed thought about taking those
beliefs that didn’t help and replacing
them with more useful, helpful and
positive beliefs.
One of the beliefs it replaced was the
one that said “I can’t” with “I can” for
the seed knew that in order to grow
big and strong it had to stop holding
itself back – this shift of thinking was
like nourishing its roots with pure
clean rain – opening up a whole new
world of possibilities. The seed didn’t
always know the how, just the what,
and knew that there was a way and
that s/he would find it.
The seed now had some strong roots
and, although some changes may be
needed in the future, right now things
were looking, feeling and sounding
great. The seed looked up into the
sky above; it almost believed it could
reach the stars! In that moment the
seed realized that help might be

needed and as the seed looked up
into that sky it saw a bright ball of
light raining warmth down and in that
ball was all the support it needed –
friends, family, information, energy,
all this and more were reaching
down, to support and guide the
journey as the seed grew into a tall
tree, achieving its goals, dreams and
visions.

Challenges – are the things that
might stop you from achieving your
goals.

As the seed continued to grow with
the help and support of the sun, it
became very tired and needed to
rest and recharge. A soft voice called
out to the tree, it was the moon
that smiled down at the growing
tree and said, “We all need to stop
sometimes, to relax and rest – take
this time to think about all the ways
you can rest?” The little tree thought
for a while, thought of swimming in
the sea, of sitting in the shade, of hot
baths and books, of gentle music and
meditation. The moon smiled and
said, “In that moment of relaxation,
in that quiet space look to the stars
as you remember the things you are
great at, those fantastic skills, that
gift that makes you amazing. So that
in challenging times you can know
you are fantastic”

The Trunk and Branches – as you
stand at the bottom of your Dream
Tree, held in place by the roots, and
look up at your dreams and goals
in the canopy, you start to wonder
how you will ever get there! As you
look at your Dream Tree you notice
that your tree has branches running
along the trunk, all the way to your
dreams. Each branch is a step closer
to achieving your goals and dreams,
each step an action that you can take
that gets you to where you want to
be.

With that the small tree continued
to grow into a magnificent tree. And
from time to time when the tree had
fears or worries the birds would bring
gifts, to help find solutions, or skills
that enabled the tree to take the next
step.

Summary
The Roots – are your foundations
and include your values, beliefs, your
skills and history.
The Canopy – this is the part of the
Dream Tree that is full of your goals,
dreams and visions.
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The Birds – are able to bring tools
and skills for us to use, the things
that we might need to achieve our
dreams.
The Sun – is the support you need to
achieve your goals and dreams.

The Moon – reminds us we need
time to stop and reflect on our
progress.
The Stars – represents your
attributes, the things that you are
fantastic at, whatever that is. Stars
shine, so whatever it is, embrace it
and let your light shine!
Next steps
First of all ask what parts of the story
resonates with the young people.
Which parts are they most drawn
to? Use this to stimulate discussion.
Then working through the story ask
open questions and use reflective
listening to help your mentees to
create their own Dream Trees with
the Canopy as their goal, dreams
and visions.

Careers and Employability
Mosaic is keen to increase young people’s employability awareness and skills. There are a
number of resources developed by other organisations that can add value to your mentoring
sessions. In this section we have provided signposts to some of these resources, in collaboration
with some of our supporters. Please feel free to use any that you think will be useful for your
mentees.

Plotr
The simple way to deliver careers
inspiration and guidance

➔	Related employers and employer
Career Worlds

Plotr is a revolutionary, not-forprofit, free website built around a
psychometric Game. It helps 11-24
year olds find and explore careers
matched to their personality and
interests, and guides them on what
they need to get to their chosen
career(s).

➔ Articles and impartial advice
spanning a range of key life stages
and career pathways

How Plotr works

➔	Skills and qualities needed

1. S
 tudents play the Plotr Game,
revealing careers tailored to their
personality and interests from a
bank of over 700 possible careers.

➔	How to get started and
available local opportunities
(apprenticeships, work experience,
jobs)

2. S
 tudents explore critical info
connected to a career:

4. Teachers and educators utilise
simple, free Educator Zone
resources (including Plotr student
career logs) to ensure career
exploration is in-depth, realistic,
reflective and action oriented.

➔	The good and the bad,
environment, hours, pay, real-time
job market trends

3. Students get guidance on what’s
needed to pursue a career:
➔	Qualifications and entry
requirements

Shopping, music and TV have all
been revolutionised in the digital
age. Now Plotr enables teachers and
mentors to deliver comprehensive
career support via a powerful online
solution, including the free monthly
Plotr Magazine.
Students can explore, be inspired,
build realistic ambitions and then
begin their journey with real life work
experience, apprenticeship and job
opportunities – all on Plotr
Visit www.plotr.co.uk
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LifeSkills created with Barclays
LifeSkills overview

How it works

Work Skills

About LifeSkills

LifeSkills includes curriculum-linked
teacher-led activities, interactive
online content, school workshops
led by Barclays volunteers and
work experience opportunities for
students. The LifeSkills website will
host a range of interactive resources,
top tips and guides, plus useful films
and clips to inspire your students.
The programme is divided into three
modules, which are:

Work Skills is targeted at students
aged 11–24 who are thinking about
their next steps.It introduces the idea
that they are beginning a journey
that will take them to their future
in the workplace, during which
they need to develop their selfawareness and career knowledge
and understanding, learning to sell
themselves effectively in words and
in person.

LifeSkills is a UK wide programme
designed to give young people
access to the advice, support
and opportunities they need to
get ready for the world of work. It
aims to improve the employment
prospects for young people through
education resources, online content,
workshops, events and work
experience. LifeSkills will be the
starting point to a better future.
LifeSkills will equip young people
with the key money, people and
work skills, careers support and
experience they need to get ready for
the world of work.
LifeSkills provides teachers
with more than 50 hours of free
curriculum linked employability
resources, through videos, quick fire
activities, interactive tools and full
lesson plans to teach young people,
as well as dozens of interactive
tools for young people to learn in
their own time or in conjunction with
their parents through our dedicated
parents section.

People Skills
People Skills for 11–24 year olds,
introduces the skills employers seek
and helps students understand and
articulate them. It aims to identify
their ‘soft’ skills, and develop their
self-awareness, self-confidence
and personal presentation, making
a positive difference to their career
prospects.

The knowledge and skills students
gain in Work Skills helps them reflect
on the key skills that employers most
seek and which they’ll need to
succeed in work. It will look at how
students use these already and how
they can develop and strengthen
each life skill, ready to impress at
interview and thrive at work.

These resources are designed to
help every student aged 11–24.
LifeSkills builds their knowledge and
confidence to get the job they want
and develops the skills employers
seek most in young people.

Money Skills

The knowledge and skills students
gain in People Skills complement
what they explore in Work Skills.
They can reflect on their strengths,
interests and personality, explore
their journey towards work and
learn how to sell their skills in CVs,
applications and interviews.
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Money Skills for 11–24 year olds,
help students reflect on how they
feel about money and how they
make decisions about spending or
saving. The activities help students
build the financial knowledge, skills
and understanding they need to stay
in control of their finances and plan
ahead for their future needs. Older
students look at saving options and
understanding payslips and NI.

The knowledge and skills students
gain in Money Skills complement
what they explore in People Skills
and Work Skills, and will help them
manage and make the most of the
money they earn as they put their
skills and abilities to work.

Students access the programme at
school by taking part in teacher-led
activities introducing the key ideas
in each theme, equipping students
with a foundation of knowledge and
understanding. Volunteer workshops
give detail and real-world examples,
building students’ knowledge,
skills and confidence. Schools can
apply for free volunteer workshops
that support the teacher activities
by visiting barclayslifeskills.com.
Alternatively, teachers can also
deliver the workshops themselves
by downloading the resources at
barclayslifeskills.com

The eligibility criteria must be
completed prior to the start of their
placement. This preparation will
ensure students make the most of
their placement and will provide
better employees for the
businesses involved.
For more details on lessons plans
and workshops please visit
www.barclayslifeskills.com

Applying for work experience
Teacher-led activities
Each curriculum-linked, teacher-led
activity includes notes for teachers,
student activity sheets, presentation
slides and a take-home summary
for students, with hints and tips
for success. These activities are
designed to be delivered by a PSHE
or careers teacher, but enough
support has been provided to ensure
they could be delivered by a form
teacher or other teachers as we have
a range of teachers who use the
programme.

Students aged 14-19 are eligible for
LifeSkills work experience in two
ways:
➔u
 pon completion of two hours of
each teacher-led module (Work,
People and Money Skills), this can
be any combination of lessons/
workshops or homework tasks, or;
➔b
 y earning 250 or more points
through the LifeSkills website
and printing out their progress to
demonstrate to their teacher
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Learning to Work is a not-for-profit
organisation with charitable status;
set up to facilitate links between
education and the world of work.
Business engagement is at the
heart of everything we do and is
what sets our activities apart when
it comes to giving young people an
insight into the world of work and
what employers will expect of them
when they enter the workplace. We

are extremely passionate about
the work we do and the impact we
have on the lives of young people.
Mosaic has been working in
partnership with Learning to
Work for a number of years with
Learning to Work delivering
Mosaic’s Secondary School
mentoring programme and
Enterprise Challenge Competition
to schools within the South

East. Mosaic would like to thank
Learning to Work for sharing
The Diamond Game, an activity
Learning to Work uses with their
students during World of Work
visits.

The Diamond Game (employability)
Resources
Diamond Board and a set of cards
with one skills or one quality on each
card.
Activity
Students are divided into groups.
Each group is given The Diamond
Board and a set of cards with
one skills or quality on each card.
In their group the students then
have approximately 10 minutes to
decide which skills or qualities are
most important to an employer and
place them on the board in order of
importance. The most important will
be at the top point of the diamond.

The groups then take it in turn
to feedback on the top 3 skills or
qualities they chose and why.
Once the groups have given their
feedback Mentors can reveal the
skills and qualities chosen by
employers. When this exercise
was carried out at an Employers
Conference their top 3 answers were
as follows:
1. Attitude
2. Communication
3. Initiative
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Purpose
This game is designed to make
students think about the skills and
qualities that are most important in
the workplace regardless of the type
of job.
Time: 20 – 30 mins depending
on the number of groups and how
much time each group is allowed to
feedback.
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Communication

Team Working

Initiative

Numeracy

General IT

Time Keeping

Customer Care

Personal
Presentation
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Motivation

Literacy

Business
Awareness

Attitude

Notes
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