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Making the most of the toolkit  
 
Using the model  
The model aims to generate a constructive conversation which motivates and directs students to take action and encourages reflection 
on their development. The Discuss and Prioritise steps are completed by the student and adviser together, during a one-to-one 
advising meeting. The Implement and Reflect steps are undertaken by the student independently, and help to inform subsequent 
advising meetings. In this regard, the model is cyclical: following the first meeting and student actions, subsequent meetings will review 
and build upon progress made.  

 
Some students will approach the end of their degree fully prepared to achieve their career goals, but others will still lack confidence and 
be unclear about what they want to do or how they’re going to move on after graduation; different students will need different help 
through use of the toolkit. For those with no clear goals and poor motivation or confidence to make progress in preparing for their 
future, the discussion should focus on encouraging them, and helping them to make plans and engage in activities that will help them to 
build more self-efficacy. For those who are already focussed on a goal and engaged in action to achieve it, the discussion should be used 
to reflect on progress, identify gaps in preparation and provide support in response to set-backs or lapses in motivation and confidence.  
 
Crucially, the adviser is not expected to know about different careers. Indeed, exploring and researching their options is the 
responsibility of the student. Instead, demonstrating interest and asking the student about their plans is the adviser’s role. This may 
highlight that students need to do more to ensure that they fully understand what a career of interest entails and how to pursue it.  
 
Some students will not engage with this process, failing to take any action in advance of follow-up meetings. Whilst this may be 
frustrating, it also presents an opportunity to explore the reasons for their failure to engage. This is how the cycle is designed. Where 
students lack motivation, the discussion should highlight the value of taking early action, and the importance of engaging in activities 
that will help them to explore their options. Ongoing meetings can then be used to review progress in their self-motivation and will 
hopefully provide some impetus. However, for others, a failure to make progress may reflect a lack of confidence to carry out certain 
actions (e.g. joining societies, accessing support or gaining workplace experience) or a more general sense of unease about the 
prospects of life after university. In these cases, the discussion should provide reassurance, emphasising their existing skills, knowledge, 
aptitudes and accomplishments; or, where appropriate, signpost students to support services that can help them further. 
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A Guide to the Sections on the Student Action Sheet 
 
Prioritise  
Before closing the discussion, the student should be asked to identify a priority focus for development. Together, the adviser and student 
should agree what would be appropriate and constructive, given the preceding discussion (some suggestions are provided on the 
Discuss sheet). The priority should be documented on the action sheet, along with a deadline set in advance of the next advising 
meeting. Obviously, this is also a good time to set a date for the next meeting. The adviser should provide a copy of the action sheet to 
the student, and be clear that the expectation is that they should complete it and bring it to their next meeting, or email it to the adviser 
in advance. Advisers should also explain what is required in each section of the action sheet, using the completed examples provided in 
the toolkit. Getting students to complete the action sheet is not just a box-ticking exercise. Research shows that planning small, practical 
steps and reflecting on successes and obstacles helps to boost confidence and self-efficacy, both of which are key to successfully 
achieving broader goals.   

 
Implement  
This step should be carried out by the student independently. The aim is to encourage the student to break down the broad priority set 
during the meeting into a series of practical actions. They should use this space in the action sheet to document the actions they intend 
to take. Advisers should instruct students that it is expected that they will find resources and sources of support in implementing these 
plans, for example through the careers service, peer networks, employers, voluntary organisations, etc. It is important that students are 
given responsibility for identifying these actions and seeking other sources of support in order to build their self-efficacy in this area. 
However, for students who have made little progress by the follow-up meeting, the discussion could consider whether there were 
weaknesses or gaps in this implementation plan and how they can construct more effective plans.  

 
Reflect  
This step encourages students to consciously evaluate what they have achieved, the success of their approach and the broader progress 
that they have made in preparing for their future. If carried out well, reflective practices can motivate personal development, build self-
efficacy and confidence, highlight barriers to success and help to modify future behaviour. However, it does take practise to develop this 
skill. During follow-up meetings, the adviser should encourage the student to provide more depth where the reflection provided is limited 
or superficial. Where this discussion highlights barriers to progress, the adviser and student should consider how these could be 
addressed in the future.  
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Step 1: Discuss  
The purpose of the discussion is to identify what stage the student is at in terms of thinking about and preparing for their future 
(particularly in the initial meeting), or the progress they have made since the previous meeting. It also serves as an opportunity to 
address issues around motivation and confidence which may act as barriers to progress.  
 
The Discuss section below provides advisers with a broad opening question to initiate discussion about the student’s feelings, struggles, 
progress and plans for the future. The sheet also provides a list of prompts, as well as tips for successful conversations. During follow-up 
meetings this discussion will be based on the actions and progress documented in the student’s action sheet, and on any struggles 
they’ve had in trying to implement their plans.  

 
Initial meeting  
What stage are you at in terms of thinking about and preparing for your future beyond University?  
 
Possible discussion prompts:  
 

1. Careers of potential interest.  

 

2. How their motivations and values might link to possible careers.  

 

3. Academic topics they might like to build on.  

 

4. Extra-curricular activities.  

 

5. Work or voluntary experience.  

 

6. Awareness of and engagement with the wider careers support systems.  

 

7. Their sense of preparedness for the future.  
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8. How confident they feel about preparing for the future.  

 
Follow-up meetings  
 

 What actions have you taken and what has this achieved in terms of addressing the agreed priority?  
 
This discussion should be based on the student’s completed action sheet (or where this has not been completed, a verbal report). The 
adviser should encourage the student to reflect candidly on what has been achieved, whether their implementation strategy has been 
effective and efficient (for example, has the student made use of relevant resources and support systems) and how they can overcome 
any obstacles.  
 
Tips for successful conversations  
 

1. Acknowledge that making future plans involves difficult decisions and there’s no expectation to provide immediate or fixed ‘answers’.  

 

2. Emphasise that they have already taken positive steps (e.g. coming to university).  

 

3. Reassure them that having a clearly defined goal isn’t necessary as a starting point, taking small steps to broaden their experience can 

help to generate ideas.  

 

4. Getting ‘future ready’ is not just about study, there are many other (fun) experiences students can gain while at university which will 

help to develop their interests and skills.  
 

5. There are lots of services and resources around the university that can help – they should access them to discover the support 

available (see the ‘useful resources’ tab for pointers).  
 

6. There might be setbacks along the way, it’s important that they keep their options open and think about a Plan B.  

 

 
 



https://www.heacademy.ac.uk/sites/default/files/ee_manchester_-_hea.pdf  

 
 
Using the student action sheet  
Based on your conversation, agree a priority and set a deadline in advance of your next meeting. These should be documented on the 
action sheet - print or email a copy to the student.  
 
The priority should target a reasonably broad focus for development. For students who struggle to identify a priority, suggestions might 
include:  
 
- investigating different career options;  

- reflecting on interests, skills and aptitudes;  

- gaining experience;  

- making connections;  

- preparing for applications.  

 
While the adviser and student should work together to agree a priority, it is the student’s responsibility to work out what actions they should take in 

order to address that priority. The adviser should be clear that the student is expected to create and document their implementation plan and to 

make useful reflections on progress using the action sheet, and to then bring this to their next meeting. 
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Step 2: Student action sheet 
 
Prioritise  
Following the discussion with your adviser, what priority have you agreed?  
 
Click here to enter text. 
 
 
Deadline: Click here to select a date.  

Implement  
What actions do you plan to take to address your agreed priority?  
 
Click here to enter text. 
 
 
Reflect  
What have you achieved?  

 
Click here to enter text. 
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Did you face any barriers? Should you have done anything differently?  
 

Click here to enter text. 
 
 
How has this helped you to prepare for your future? 
 

Click here to enter text. 
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A guide to completing the student reflection sheet  
This is to help students fill out the reflection sheet and prompt them to think about how their tasks went.  

 
What have you achieved?  

 

 in?  

 
 

Did you face any barriers? Should you have done anything differently?  
 

out your priority?  

 

 

 the priority right? E.g., was it realistic? Did you stick to it or did you stray from it when you were researching?  
 

How has this helped you to prepare for your future?  
 

about what you might prioritise looking into further?  

 

 

k you could develop necessary skills?  

 
 

 

 
 
 

                                                                                                                                                         


