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Good practice when attending school and college events
Personal appearance 

· Remember that you are representing the University at all times.

· Maintain a professional appearance.  This means acceptable office-wear and appropriate footwear.

· Wear a name badge at all times.

· Smile!

Arrival
· Aim to arrive at least half an hour before the event starts – students often arrive early.
· Remember to leave enough time to set up the stands and literature.  We can advise on how to present the materials on the stand – ask the Student Recruitment Manager if you’re unsure.
· Ensure that you carry a school events pack supplied by Student Recruitment.  This contains copies of other useful literature for reference.
Dealing with enquiries
· Be proactive and approachable – students are often too shy to ask questions. 

· Encourage conversation with prospective students; it’s amazing how much course and University information you can drop into conversation and how much you can learn about prospective students.

· Be honest and helpful – if a student is asking for something that Exeter doesn’t offer, tell them and suggest another institution that does.
· Be realistic – if an enquirer doesn’t think they will achieve the entry requirements, be honest with them and advise them that they may want to consider another institution.  This can be difficult, but it’s much better to ensure that they don’t waste one of their 5 UCAS choices by being unrealistic.

· Be prepared for questions from teaching staff – hand out business cards if you have them.

· Tailor your responses for different enquirers, eg, parents, students, teachers.

· Keep the stand looking tidy and topped up with literature throughout the event.
· If you run out of literature, use the bookmarks to refer enquirers to the website and explain that they will receive more detailed information in addition to the prospectus if they order this online.

· If you receive a query that you are unable to answer offer to take their details and follow up this up with them after the event.

Fact-finding

· Events are a good opportunity to find out more about new developments within the school or college.  This could include curriculum development or changes, specialist subject areas, trends, etc. Try to find out more from teaching staff and students.
· Look out for good ideas/good practice from other exhibitors.

· Parents often voice concerns about entering HE and can be a good indicator of information and guidance/support requirements.

Prompt questions for students

· What do you know about the University of Exeter?

· Do you know anyone who has previously studied at Exeter?

· Have you ever visited the area?

· How much preparation have you made in regard to choosing a university?

· Do you have any concerns about applying or studying at university?

· Have your parents offered you any advice?

· Do you plan to visit any university open days?  Which ones?

Prompt questions for parents/guardians

· How involved are you with your son’s/daughter’s decision about higher education?

· Have you discussed their options with them?

· Do you feel you have access to enough information about the application process?

· Do you intend to visit universities with your son/daughter?

Prompt questions for teachers

· How much involvement do you have with the University at the moment?

· How many students do you have aged 16-18?

· What percentage of your students go on to study at university?

· Which institutions are popular with your students?

· What are the school’s strong subject areas/departments?

· What are the subject trends at the moment?

· Do you offer any unusual subjects?

· Do you have any Exeter graduates working within the school?

Prompt questions for event organisers

· How many attendees have there been to the event?

· How does this compare with last year?

· Are there likely to be any changes to the event in future?

Other universities attending events

· Get to know your ‘neighbour’ at events. You should help to assist anyone experiencing problems with exhibition stands, etc.  
· It would also be very helpful if you could scour events, when time allows, for any good ideas, whether this is in terms of exhibition stand design, literature ideas, sensible giveaways, etc.
· Find out whether your neighbouring university has any interesting developments or changes to their planned student recruitment activity.
· Check if you are in ‘good company’.  If none of our considered competitors are attending the event, it could be an indication about whether it’s worth attending in future.
Providing feedback

· Always complete an evaluation form following each event, ideally within the first few days following the event while it’s fresh in your memory.

· Inform the Student Recruitment Manager if you have any notable observations from an event that could have immediate implications for future events.

You should avoid 
· Sitting down during the event.  You’ll be much more approachable if you’re stood next to the stand rather than hidden behind the table.
· Reading on the stand, making phone calls, using a laptop, etc, – this makes it difficult for students to engage and ask questions. 
· Eating on the stand unless you are on your own and there are no scheduled breaks.
· Making things up. If you don’t know the answer - be honest, but always try to follow up with the enquirer by taking their details or signposting them to the information.

· Leaving the stand unless it’s absolutely necessary, in which case make sure you leave a note saying the time that you will return.
· Criticising other institutions.  This is unprofessional and you risk offending your enquirer if they are also interested in that particular institution.
· Making assumptions about an enquirer.  Always ask questions and listen to them to ascertain their particular needs.

· Starting to pack up until the event has finished. 
· Leaving the event early.  Make sure you schedule transport arrangements to ensure you are present for the whole event.
