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Career Expo Planning Guide for Schools 

www.worklinks.com.au 

 

 

“...we may not see the future, but 
our students will and our job is to 
help them make something of it." 
– Sir Ken Robinson  

 

 

 
Remember: 
Before starting on the journey to 
planning an expo, embrace the 
untapped generosity of your 
community. The responsibility of 
undertaking such an endeavour 
can be shared throughout the 
community as a whole. From the 
supplying of bins, to free           
advertising, it is beneficial to 
think outside the box for           
resources to make the event a 
success. The community is often 
willing to support events, so ask 
for their support. You will never 
know unless you ask. 
 

If you require further assistance 
or information regarding your 
Career Expo, please contact 
Worklinks Partnership Brokers 
on: 
Ipswich - t: 3812 9921 
Logan - t: 3299 4798 
Beaudesert - t: 5541 0548 
Head Office - t: 3265 3447 

What is a School Career Expo? 

This is an event whereby a school hosts representatives from       

business, industry and/or community to highlight some examples of 

what is currently available to their students beyond secondary 

school. School Career Expos may assist in general career planning to 

help inform young people about possible future opportunities and 

therefore, help inform subject selections and the ‘Set Plan’ process.  

Why have a School Expo? 

The primary function of a school expo is to offer students the        

opportunity to consider their future and interact with various       

avenues of employment, training and/or further education.   

What is in it for expo participants? 

Although the primary function is to link students directly with some 

of their future options, there are also meaningful benefits for all 

stakeholders: 

 Students— the opportunity to meet with their potential future 

 School— the opportunity to directly network with Industry/
Business and showcase the school 

 Parents— the opportunity to be better informed and interact 
with their children’s future 

 Community—the opportunity to engage with youth  

 Business/Industry— the opportunity to engage with their        
potential future employees and network with schools/parents 
and students. 

 

 

 

 

 

 

 

 

 

Everyone Benefits from a School Career Expo 
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Getting Started 
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Remember: 

 Allow at least four months 

lead in to the event. 

 Your organising team should 

be enthusiastic people who are 

passionate about supporting 

young people. 

 If at all possible, include a 

youth representative in the 

organising team. 

 Once the organising team is 

formed, make sure to set 

agreeable tasks, follow-up and 

keep in constant contact. 

 All good vehicles need a great 

driver—there will need to be a 

person to ‘drive’ the event. 

This person may have           

experience in event            

management, or they may be 

someone who is very             

motivated towards seeing the 

event work....there is no set 

equation for this.  

 

What does the school do first? 

The very first place to start is to assemble your organising team,   

ensuring that you have enough lead time—approximately six months 

lead time may be required to  undertake such an event.  

The organising team 

Like most events, conducting a successful school career expo is     

dependent first and foremost on having some able and enthusiastic 

leadership, along with a core group of four or five motivated         

organisers who are well connected with the local area, training and                

employment opportunities etc. So where can you find this group? 

 Discuss the concept with the service clubs in your area; Rotary, 

Lions etc 

 Visit TAFE and other local training organisations 

 School leaders, youth representatives 

 Parents & Citizens Associations, Parents & Friends Associations 

 Local Government, Group Training companies and Chambers of      

Commerce are also worth speaking to. 

 School Careers Advisors  

 And remember to find out about WorldSkills Australia in your 

region (www.worldskills.com.au) and speak to the key organisers 

who are usually TAFE teachers and business people. 

The team will need a driver, the person who will keep the              

momentum  flowing. Once you have gathered a team of people,     

assigning tasks, following them up and keeping in constant           

communication is paramount to the event’s success.  
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Remember: 

 Why are we having the event? 

 What is the name of the 

event? 

 Who are your stakeholders? 

 When should you have the 

event? 

 Where should the event be 

held? 

 How will you move the project 

forward? 

 Contact Council to discuss 

your plans 

 Consider who you could     

partner with to deliver the 

event - a shared response   

provides a greater and more 

successful impact. 

 

The organising  team will need to answer a few questions from the 
outset to inform the unfolding of the event. The answers will give a 
structure to the event planning and can be used to inform those you 
wish to engage in the event. The first question is: 

Why? 

The organising team needs to establish why you want to run a 
School Career Expo - what is the purpose of the event. This will be 
the foundation for the project and a reference point to ensure the 
project stays on track. 

What? 

After you have defined the purpose of the event, the next stage is to 
name the event. Giving a name to the event makes it easier to mar-
ket and promote to the community at large. Keep in mind, the name 
needs to be short, snappy and positive. 

Who? 

Although this is the same as a stakeholder analysis, it bares           
repeating again. The organising team needs to ascertain who are the 
key players and stakeholders—this will inform who you promote 
stall holder positions to, who you would consider partnering with to    
create sustainability and consolidation of resources etc. This will also 
be the time to consider if all students are invited to the event, if 
other schools are included etc. 

When? 

As mentioned earlier, the longer the lead time the easier the        
planning can be. Allow for at least four months, this may seem like a 
long time but when you get past the initial phase of planning, it only 
leaves roughly three months to get everything together. If you are 
wanting key people to attend - eg local members, political people 
etc, you will need to consider their calendars before a definite date 
is secured. Also consider if there are any public holidays, school   
holidays or special events that are already happening within your 
local area at that time. 

Where? 

You may already have the perfect venue in mind. If not, you will 
need to consider the space this type of event will require. To make it 
easier for all attendees to flow through the event, all stalls should be 
in the same area.  Keep in mind access to ablutions, catering (if     
required), disability access, parking etc.  

 

What’s Next? 
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Will You Be My Partner? 
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Remember: 

 Understand who the         

stakeholders are for the event. 

 Who would be a great        

partner/s? There may be a 

number of organisations who 

could partner with you to 

make ‘light’ work of the      

project. A shared response 

yields greater sustainability. 

 Consider sponsors for your 

event too.  

 

Stakeholder analysis 

To conduct a brief, yet useful, stakeholder analysis utilise the       

benefits analysis (below) as the framework. The analysis will inform 

who receives invites to the day as attendees, who will be there as        

stallholders etc. The questions to ask are: 

1. Who benefits? 

2. Who are the key players and why?  

3. Who would make a great partner in the venture? 

Engaging potential partners and sponsors 

Once your stakeholder analysis has been undertaken, the organising 

team will have a greater understanding of who are the most likely 

organisations, businesses etc that stand to benefit the most out of 

the event. These are usually the first group to consider for            

partnerships/sponsorships. To begin initial conversations, you may 

want to send out a brief overview about the event—all of the       

answers the organising team would have come up with will fill the 

overview with ease. As you already know having a career expo—

everybody benefits— so your selling point is all win-win. You may 

require to complete a memorandum of understanding with the  

partners (please refer to the appendix for a MOU template).  When 

engaging potential sponsors, you may need to send out a             

sponsorship proposal (please refer to the appendix for a sponsorship 

proposal template).  

You can always ask  

When the organising team is undertaking the initial                         

conceptualisation phase—answering the question ‘how?’— you may 

figure out the areas that need to be fulfilled. Say for instance the 

team have figured that promotion of the event is paramount, it may 

be appropriate to engage with local media to discuss the event and 

ask if they would come on board as a partner so as to take care of  

promotion. You may require access to bins and rest rooms,           

contacting the local Council for in-kind support towards this is also a 

great partnership. There is no harm in asking!  

The more the merrier 

Remember, when there is increased excitement surrounding the 

event, you may have potential partners/sponsors wanting to come 

on board at any stage of the process. This is encouraged...the more 

the merrier!  
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Planning 
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How? 

Meet with the administrators of your school to select a date and time to have a Career Expo and which students 
will be involved. Ideally, it is best to start working at least four months in advance to plan and organize the event. 

Timeline 

Four months before event: 

1. Set date and time 

2. Decide if you will let students select careers of interest or whether you will assign them to the sessions.       
Another suggestion is to group students according to their career pathway. (Sample sign-up sheet attached in 
appendix) 

3. Announce the event at the next staff meeting. Either form a committee to help with the event or ask staff 
members to recommend guest speakers. 

3. Prepare passports. (Sample passport pages attached in appendix) 

Three months before event: 

1. Start recruiting guest speakers for the event. It is recommended to do this initially via telephone. 

2. As guest speakers confirm their participation, request a short three to five sentence biography, e-mail and 
mailing addresses, and ask if they have any special equipment needs. 

3. Prepare “suggested list of questions to ask a guest speaker” for staff to review with students.  

Two months before event: 

1. Finalize guest speaker list. 

2. Finalize rotation schedule. 

3. Designate a “Check-In” room. Library works well. 

4. If you would like feedback from staff, create an evaluation form.  

5. Distribute sign-up sheets and copies of guest speaker’s biography. Easiest if completed by one subject that all 
students are taking, i.e. Language Arts or Social Studies. 

Once sign-up sheets are complete, create class lists. The students assigned to a teacher will remain with that 
teacher for the entire event. The teacher will take these students through the assigned rotation schedule. 

A Welcome to Country will need to be undertaken at the very start of the event by an Indigenous Elder from our 
local area. If you do not have access to an Indigenous Elder, the MC or Principal will need to do an                     
Acknowledgement to Country at the start of the event.  

Also ask the Principal to prepare a “brief” welcome and thank you to guest speakers, stall holders, etc before the 
event begins.  

One month before event: 

1. Send reminder letters or e-mails to guest speakers containing: 

Driving directions, Instructions for check-in, Schedule for the day, Copy of the suggested list of questions, so 
speakers know what to expect and how to prepare, confirmation of equipment needs, review Career Day    
schedule and answer questions at the next staff meeting. Always have back-up speakers in case of last minute 
cancellations or late arrivals. 
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Planning 
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Two weeks before event: 

1. Make sure the equipment requested by the guest speaker is available. 

2. Distribute passports, rotation schedule and class list to each teacher. 

3. Ask all Teachers, Counsellors and Staff Assistants without student responsibilities to report to the check-in 
room to help with: 

Be available for any special needs, such as water for guest speaker or equipment set-up, Check-in table            
(sign-in sheet and appreciation certificates), refreshments are a nice welcoming touch for the guest speakers. If 
there is limited funds for catering, consider asking the Hospitality class to make refreshments as a class   project 
or ask the P&F/P&C to host a refreshment table. Make nametags and appreciation certificates for guest      
speakers. 

One week before event: 

1. Confirm the Welcome to Country with the Indigenous Elder. 

2. Send reminder e-mails to guest speakers. Include date, time, driving directions and check-in instructions. 

3. Remind Principal about “brief” welcome and thank you presentation to guest speakers. 

Day of event 

1. Welcome to Country 

2. Welcome by Principal (Acknowledgement to Country if necessary) 

3. Staff: 

 Distribute passports (Passports should be marked with the student’s assigned teacher for the event.      
Student will report to the assigned room for the first session and remain with that teacher for the rest of 
the event.) 

 Review questions to ask guest speakers 

 Remind students to take good notes 

 Discuss respect for guest speakers 

 Assist guest speaker with set-up. Guest speaker will stay in the room for all sessions. Teacher and students 
will rotate. At the beginning of each session, Teacher should introduce guest speaker to class. 

 Staff complete evaluation 

2. Guest Speakers: 

 Check-in 

 Refreshments 

3. Late arrivals or no shows: 

 Place a back-up speaker in schedule 

Within one week after event: 

Mail thank you note to guest speakers. 

Suggestions: 

1. Guest Speakers should be limited in their presentations. 

2. 2. Passports - Create a passport for students to use to take notes  (Many teachers created a “career 
search”    assignment for students to complete. The passport serves as a reminder for students to ask 
questions and take good notes.) 

3. Sign with guest speaker name and career posted on individual classroom door. 

4. Have a site map for the event (an example of a site map is attached in appendix) 
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www.worklinks.com.au 

 

“School Career expos encourage 
young people to think about their 
future and the importance of   
getting an education so they can 
get a job. The idea is that local 
people working in the chosen 
professions engage with the    
students by not just talking to 
them about their job, but also 
reinforcing the importance of 
staying at school and improving 
their skills now so that they can 
follow whatever path they 
choose. It gives students the 
chance to spend some time with 
young role models in their      
community and learn some useful 
skills at the same time.” - Croc 

Skills  

Other planning resources 

 

Worldskills 

www.worldskills.org.au/ 

Worldskills run try-a-trade days alongside career expos all over    
Australia. They also have resources to assist in planning an event of 
your own.  

 

Croc Skills 

www.dsf.org.au/projects/crocskills/  

A great resource to take a look at. They have a booklet that outlines 
every part of running a try-a-trade day. In the back of the booklet 
they also have templates for forms. 

 

Careers Day Out 

www.careersdayout.com.au/schools_info.cfm 

 

Careers Expo—Family Services 

www.communicare.org.au/Family-Services/careers-expo.html 

 

How To Run a Successful Career Fair 

www.cccareers.org/pages.aspx?nav=6&page=12 

Although from the US, this is a great resource to view. 

 

Earn Learn Legend 

www.deewr.gov.au/Indigenous/Pages/LearnEarnLegend.aspx 

 

If you would like to view more, Google “how to run a successful 
school career’s event” or “try-a-trade”, for more resources. 
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Contacts - Exhibitors/Stall Holders 

www.worklinks.com.au 

When contacting the various organisations, many will have Aboriginal and Torres Strait Islander,  Pacific Islander and/or 
Multicultural Liaison Support Officers in their employ and would be a great resource for students and parents.  

 Qld Police Recruiting — P: (07) 3364 8000 or e: recruiting@police.qld.gov.au 

 TAFE — P: 1300 308 233 

 Universities and Colleges  

 University of Queensland—p: (07) 3365 1111 

 University of Southern QLD— p:  1800 007 252 

 Australian Agricultural College— p: 1800 888 710 

 http://education.qld.gov.au/students/higher-education/qld/uni/about.html (for a list of QLD Universities) 

 Job Services Australia Providers— p: 1800 805 260 (hotline to search for providers in your area)  

 Apprenticeship Centres/Group Training Organisations  

 P: 1800 819 747 or W: www.gtaqnt.net.au 

 W: www.australia.gov.au/australianapprenticeships 

 Aboriginal and Torres Strait Islander Representatives 

  Deadly Solutions— Allinta Rose t: (07) 3299 1889  

 Children of the Dreaming —Work readiness program t: (07) 3816 3818  

 Defence Force Recruiting  - e: CPTQLD@dfr.com.au (suggested to give ample notice for event please) 

 Department of Education and Training 

 Metro West Regional Office (Ipswich and West Moreton) - t: (07) 3259 8730   

 South East Regional Office (Logan) - t: (07) 3259 8733 

 Qld Fire and Rescue Services  - t: (07) 3635 2289 or e: qfrs.recruitment@dcs.qld.gov.au  

 Qld Ambulance Services— t: (07) 3635 2289 

 Qld Health 

 Work For Us—t: 1800 000 093 

 Chief Office of Nursing and Midwifery—t: 1800 426 210 

 Chief Office of Dentistry—t: (07) 3131 6822 

 Medical Workforce and Advice Coordination —t: (07) 3234 0372 

 People and Culture—t: (07) 3234 0837 

 Allied Health Workforce—t: (07) 3131 6932 

 Local Council  

 Ipswich City Council —Human Resources and Recruitment - t: (07) 3810 6666 

 Logan City Council— Call Centre—t: 1300 156 426 

 Lockyer Valley Regional Council—Call Centre—t: 1300 156 426 

 Somerset Regional Council—Call Centre—t: (07) 5424 4000 

 Scenic Rim Regional Council—Call Centre—t: (07) 5540 5111 
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Remember: 

 There are many examples of   

templates on the internet. 

Google exactly what you are 

looking for. You can adapt any 

template to suit what you    

require for the event. 

 

 

 

1. Memorandum of Understanding Template 

2. Sponsorship Template 

3. Sign Up Sheet Template 

4. Sample Passport Template 

5. Example Sit Map - courtesy of Limestone Coast Career Expo 

6. Expression of Interest Template—Stall Holders 

7. Expression of Interest Template—Schools 

8. School Feedback Form Template 

9. Stall Holder/Volunteer Feedback Form 
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Memorandum of Understanding Template  
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A Memorandum of Understanding (MOU) highlights the objectives and management arrangements of a partnership. It may 

also explain communication, information sharing and consultation processes. It is not a legal document though it may    

outline the partnership’s governance structure and source of authority.  

Below is an MOU template that partnership organisations can use.  

1. Rationale/Scope  

Include a statement of purpose, and/or a brief description of expectations, and/or a justification for the partnership.  

2. Goals and objectives  

Include a description of the goals and objectives of the partnership.  

3. Partner organisations  

The Memorandum of Understanding is between:  

 Name, Title, Organisation  

 Name, Title, Organisation  

4. Roles and Responsibilities  

5. Meetings  

All meetings will be chaired by (insert name and organisation)  

6. Communication, information sharing and consultation processes  

Include an outline of how information and data that is generated by the partnership is to be handled by all parties to the 

agreement. Include confidentiality considerations.  

7. Conflict resolution  

In this important section, describe the process for resolving disputes that may arise among the partners to the agreement.  

8. Review and evaluation  

Set out plans and methods to determine whether the partnership has met its objectives.  

Include how to get feedback from partners and any other key players who can provide information on the effectiveness of 

the partnership.  

9. Resources  

Identify the equipment, resources and materials facilities that will be contributed by partnership members.  

10. Authorisation  

The signing of this MOU is not a formal undertaking. It implies that the signatories will strive to reach the objectives stated 

in the MOU, to the best of their ability.  

Partnering Organisation: .........................Name....................................... Date.................................  

Partnering Organisation: .........................Name....................................... Date.................................  

Partnering Organisation: .........................Name....................................... Date.................................  
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Sponsorship Proposal Template  
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[Insert name of Event]  

[Insert paragraph about your event] 

 

Sponsorship opportunity  

[Detail in bullet point format the benefits that you can offer to a sponsor. If you have a lot to offer, you may 

be able to offer different packages for different investment amounts. Examples of benefits that you may be 

able to offer are:  

• Signage (give dimensions)  

• Public address announcements  

• Logo recognition in your association’s newsletters  

• The opportunity to a stall holder  

Sponsorship investment  

*Insert potential sponsor’s name+ is invited to access the benefits detailed above for a *cash/in-kind] invest-

ment of $ [insert dollar figure here]. This sponsorship will be valid for the period [insert date/s here].  

Contact  

For more information or to secure this sponsorship opportunity, please contact  

[Insert contact details here]  
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Teacher____________  Room_____  Teacher____________  Room_____ 

Speakers______________________  Speakers______________________ 

      ______________________        ______________________ 

      ______________________         ______________________ 

      ______________________         ______________________ 

 

Name of Student     Name of Student 

 

1._____________________________  1._____________________________ 

 

2._____________________________  2._____________________________ 

 

3._____________________________  3._____________________________ 

 

4._____________________________  4._____________________________ 

 

5._____________________________  5._____________________________ 

 

 

Teacher____________  Room_____  Teacher____________  Room_____ 

Speakers______________________  Speakers______________________ 

      ______________________        ______________________ 

      ______________________         ______________________ 

      ______________________        ______________________ 

 

Name of Student     Name of Student 

 

1._____________________________  1._____________________________ 

 

2._____________________________  2._____________________________ 
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 Name____________________  

ID # _______ 

 

Tour Teacher______________  

Room #______ 

 

 

SCHEDULE 

First Class 

Time 

 

Session #1 

Time 

 

Session #2 

Time 

 

Session #3 

Time 

 

Session #4 

Time 

 

Wrap-Up/Dismissal 

Time 

“PASSPORT TO YOUR  

FUTURE” 

 

 

 

 

Insert School Logo 

 

 

 

Name of School 

Career Day 

 

 

Date of Event 

Time of Event 
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Example Site Map 
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Source: Limestone Coast Career Expo 
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SCHOOL EXPO – <day, date etc>  

On behalf of <insert school name> we would like to extend an invitation to you/your organisation to participate in the <title 

of expo> on <insert date and time here>  

Your organisation has been identified as vital to the success of this event. This letter is to formally invite you and provide 

you with specific information regarding the event.  

PURPOSE:  

The <title of expo> has been initiated to provide much needed information on post school training and employment options 

as well as information in support services available for our community.  

EXPECTED ATTENDEES:  

The primary audience for the event is <name of school> parents and caregivers and their students from years 10 to 12. 

There may also be students from years 8 and 9 as well as employers and community members.  

FORMAT:  

The event will be held at <name of school, building, address etc> and will run from <time 0.00pm-0.00pm> Exhibitors will 

have the opportunity to have a representative provide information to an audience via a programme of events 

(approximately 10min presentation) as well the traditional ‘trade stall’ sites. The programme may be repeated during the 

expo to ensure that parents who attend later in the evening have an opportunity to hear from organisations represented.  

YOUR COMMITMENT:  

If you would like to accept this invitation your commitment to the night would be to prepare and deliver a 5-10min presen-

tation to the audience and operate a ‘trade stall’. Tables will be supplies if required.  

CONFIRMATION OF COMMITMENT:  

To be part of this exciting and important community event please RSVP by email to <name and email of person> or phone 

<name and phone of person> by <RSVP date> Please indicate any requirements you may have ie: access to power etc. Once 

confirmations have been received a programme of events will be developed and provided for you.  

Thank you for your consideration of support for this significant community event and I look forward to your response.  

Yours Sincerely  
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We are holding a ................................on...............................  

This day is aimed at .................................................... 

In order to give the most number of young people an opportunity to take part in the event, each school will be allocated an 

AM or PM time slot on a particular day when they can bring their students who will be taking part . 

In order to give students from every school the chance to take part, we will be allocating a certain number of spots to each 

school, we will be limiting this to years..................................... 

Please fill out this form and fax it back to ensure your students have the chance to take part in (our event). 

(outline yes or no.............number of students......if you have set times) 

 

 

We will endeavour to meet everyone's needs and will confirm the timeslot with you once we 

have received everyone's requests. 
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Feedback Form Template  
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Schools Feedback 

Please take a couple of minutes to fill out the following form. We really value your 

feedback to assist with improving future events. 

Name _____________________________ School: _____________________________ 

Address: _______________________________________ Phone: ________________ 

1. Do you feel that the students were interested and engaged? 

2. Do you think this is a valuable project for the students and the community? 

Yes / No 

Please tell us why or why not. 

3. How do you think ............. could be improved? 

4. Would your school be interested in working with these local tradespeople & 

volunteers to provide vocational education and/or career guidance? Yes / No 

Thank you. Your feedback is appreciated! 
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Feedback Form Template  
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Volunteer/Stall Holder Feedback 

Please take a couple of minutes to fill out the following form. We really value your 

feedback to assist with improving future events. 

Name _______________________________ Phone:___________________________ 

1. Please indicate what your role was at the event. 

 I was a stall holder 

 I was a general volunteer assisting with the students. 

2. Do you feel that the students were interested and engaged? 

3. Did you enjoy participating at the event? Yes / No 

4. Do you think this is a valuable project for the community? Yes / No 

Please tell us why / why not. 

5. How do you think this event could be improved? 

6. Would you be interested in assisting vocational education and careers teachers 

at the local schools? 

Thank you. Your feedback is appreciated! 


