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H E L L O ! ! ! 

We are excited to hear you would like to run your own 
Takeover Day 

A Takeover Day may only be 24-hours long, BUT it takes 
planning and hard work to make it successful. 

Takeover Days have helped over 50,000 young people 
in the UK get a feel for what it is like to make decisions 
as a leader of a business, public service or not-for-profit 
organisation. 

In Wandsworth, London, Takeover Days have been 
running for 7 years and we want to share this amazing 
experience with young people from across Europe. We 
have co-designed this toolkit with young people and 
youthworkers from the UK, Spain, Italy and Romania. 

Our toolkit includes a Guide, training and coaching 
materials and some top tips for organisers, employers 
and young people, to help them plan and get the most 
out of the day. 

We hope you find it useful. Good luck!  

The TODAY project team 

The TODAY project would like to give special thanks to 
Wandsworth Youth Council and Participation People 
(www.participationpeople.com) who helped to prepare 
this Guide. 
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1. For young people 

The chance to be involved in leadership and high- level 
decision making, to gain work experience and learn 
about different jobs. 

 

 

 

 

 

 

 

 

 

 

 

2. For employers 

The chance to get young people's perspectives on 
what they do and their decision-making processes. 
They can use young people's input to shape their 
services and products. For example, young people can 
often offer valuable insight and advice on using social 
media - an area where many small businesses struggle. 
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1. Create commitment 

Our NUMBER 1 rule is to co-design and deliver the day 
with young people! 

GET SUPPORT 

The day can be as big or as small as you like. 

You need to ensure that you have support from the 
people in charge. Try to get it from leaders and senior 
staff at the host employer organisation from the start. 
This will help to recruit other staff to take and ensure 
you have a wide reach of people to help. 
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2. Plan the date and venue 

Book the Takeover Day date well in advance. Ensure 
nothing BIG is happening on that day with the employer 
as that could limit the number of staff able to take part. 

Mid-week days are better than Mondays and Fridays 
due to holiday, admin and staff training days. 

You'll need to have 
space to host the start 
and end of the 
Takeover Day. For 
example, your local 
Town Hall or 
somewhere fancy 
looking, to give the 
event some glamour. 
Ensure it is also central 
and easy for everyone 
to get to. 

 TOP TIP!  

Deliver it during a school 

term we find November 

works best. 
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3.  Recruit employers 

Try to recruit the employer to host the Takeover Day 
first, so you know exactly what you will be able to 
offer young people on the day. Offer the opportunity to 
a range of organisations and departments, to increase 
the range of jobs and roles available. 

Ask host employer staff about:  

 Their job title(s), what department/team 
they are in the type of work they do a 
brief job description; 

 3 things they are responsible for project 
 
Prepare an information pack (see an example at the 
end of this guide) with details of what you expect of 
the employer, what they need to do to prepare and 
how they can engage young people. Include an 
example programme for the day.  Employers also like 
knowing the age and interests of the young people.  

Send the employer a formal invitation letter confirming 
the arrangements.  Offer meetings/ phone calls to help 
them plan the day and give them ideas on involving 
young people.  

 TOP TIP!  

Send them a calendar invitation too, so 

the date is saved in their diaries. 
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Most importantly: Remind them to plan activities that 
give young people the chance to help shape services 
and be involved in meaningful decision making AND ask 
them to send you their agenda for the day - young 
people like to receive this in advance. 
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4. Recruit young people 

Use your networks to recruit young people including 
schools/ colleges/ youth centres/social services and 
the employers taking part.  

Do some targeted recruitment, so those that would 
most benefit from the day know about it, like young 
people not in education or employment (NEET). 

Ask them: What their interests are in their spare time, 
what they want to be one day and what job roles on 
offer they are interested in. 

This is where the job titles and job descriptions from 
employers come in handy, and the usual health and 
safety and safeguarding questions too. 
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5. Sign-up process 

We suggest creating the following:   

 Posters with the sign-up details 
 Letter to professionals who can offer 

the opportunity to young people 
 Consent letter for parents - so they 

know what their child is signing up to 

 Use your Social Media channels to 
promote with regular posts and updates 

 
  

 TOP TIP!  

Include a sign-up link in 
your social media 
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6. Help young people prepare 

Communicate directly with young people as much as 
possible, to ensure they get all the necessary 
information. 

 
Give them a written briefing that outlines:  

 employer address and map  
 date and times 
 transport options,  
 lunch and break plans,  
 appropriate dress,  

 event organiser contact details  
 what to bring 

(e.g. pen, notepad, tablet, etc) 

 Ask if the young person has any special 
needs 
(e.g. assistive tech, dietary, cultural…) 

 
Try to communicate directly with young people as 
much as possible, to ensure they get all the necessary 
information. Give them a written briefing that outlines: 
primary venue, times, transport options, lunch plans, 
appropriate dress, event organiser contact details and 
what to bring. Don't forget to give them a consent 
form too. 
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7. Get pairing 

Once all employers and young people have signed up, 
start pairing them up. We usually pair 2 young people 
with 1 employer - this helps young people feel less 
nervous. Be sure to ask employers when signing up if 
that's ok. 

Try to pair young people with employers whose job 
they have expressed an interest in or whose field of 
work they were interested in. However, some jobs 
may be in high demand and you can't accommodate all 
young people. Don't worry - young people have 
sometimes had the best days doing a job they had no 
idea existed. 

Young people love to know who they will be taking 
over so they can do some research about the job. 

 

I M A G E  4 
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We also suggest sharing their day's agenda too. 
Employers like knowing the age and interests of the 
young people, too. 

Just a note of warning - young people and employers 

pull out last minute. So make sure everyone knows 

that there is a possibility that this can happen. 

This is also a great time to remind them of the plan for 
the day. Share with young people and employers 
information about who they will be taking over, or 
being taken over by. We often e-introduce young 
people to their employers but be sure to blind copy in 
young people. #GDPR. 

Here’s a useful YouTube video on GDPR: 

https://www.youtube.com/watch?v=j6wwBqfSk-o 
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8. Venue 

Have a central base for the event. This is where young 
people and employers will arrive in the morning to 
meet and where they will return to at the end of the 
day for the evaluation session. 

The event organiser needs to stay here all day, in case 
they are needed. 
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9. Registration 

Ask young people to arrive before the employers. This 
ensures you have enough time to check consent 
forms and allow for late comers. 

You can also then host a short briefing session with 
young people, answer any last-minute 
questions/concerns and get them to complete a skills 
survey. 

 

10. Introductions 

Get employers and young people to return to the base 
venue at the end of the day. Run a short evaluation 
session to find out what they got up to, what they 
learnt and what impact young people were able to 
make. WCLL to add templates 

Hand out certificates to young people or even better, 
ask one of the senior staff to present them. 

 

11. Health and safety and safeguarding 

Do a risk assessment with the employer using your 
organisation’s health & safety etc rules. Make sure that 
you also know what employers’ policies are and that 
those taking part in the Takeover Day are aware of 
them.   

Nominate one person from the team to be the 
emergency contact for the day and give their details to 
everyone. Also make sure you have an emergency 
contact number for each young person. 





 

B
R

IE
F

IN
G

S
 

F
O

R
 

E
M

P
L

O
Y

E
R

S
 

 

 
 

BRIEFINGS FOR 
EMPLOYERS 

index section 
1. Briefings for Employers 

 

 

 

 

 

 

  





ERASMUS + 
Project n° 2018-1-UK01-KA205-047781 

 29 

B
R

IE
F

IN
G

S
 

F
O

R
 

E
M

P
L

O
Y

E
R

S
 

1. Briefings for Employers 

Send a written briefing outlining the day with details for 
the day and actions for them to do, to help you plan. 

ADVICE FOR EMPLOYERS 

Offer meetings/ phone calls to help them plan their 
days and give them ideas on involving young people 
meaningfully. 

Most importantly: Remind them to plan activities that 
give young people the chance to help shape services 
and be involved in meaningful decision making. AND ask 
them to send you their agenda for the day - young 
people like to receive this in advance. 
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