RESOURCE: REVIEWING YOUR APPROACH TO EMPLOYER ENQUIRIES

A practical tool to review and improve how your organisation records, responds to and follows up employer enquiries about T Levels.

INTRODUCTION
Every employer contact is the start of a potential opportunity for a student.
Research across customer-service industries shows that around 60% of people who have a poor first experience never return. The same principle applies to employers: if their first call or email is unanswered, or they receive inconsistent information, they are unlikely to re-engage.
This tool is designed to help you avoid that outcome. It supports you to create a consistent, professional and student-centred experience from the first enquiry through to follow-up, so employers are more likely to stay involved and offer valuable opportunities for students.
At the heart of effective employer engagement are four cornerstones that underpin every interaction:

THE FOUR CORNERSTONES
1. Customer focus – understand the employer’s needs and make it easy for them to engage.
2. Clarity and accuracy – provide reliable, concise information that builds confidence.
3. Collaboration and coordination – ensure teams work together so employers experience one joined-up organisation.
4. Continuous improvement – use data and feedback to refine your approach and keep employers warm between placements.
Together, these cornerstones ensure that every enquiry leads to a joined-up and positive experience for the employer, improving the likelihood of repeat engagement.
At the centre of all four sits the principle of sell the student, not the course. Every contact should focus on the skills, enthusiasm and value your students can bring.

HOW TO USE THIS TOOL
There are four sections to help you review and improve your approach to employer enquiries:
1. Recording and tracking employer enquiries
2. Responding to employer enquiries
3. Providing information and guidance to employers
4. Following up and closing employer enquiries
For each section you will find statements that describe good practice, along with suggested improvement ideas. There are also blank boxes for you to add your own statements where applicable. You can use the tables individually, as a team, or during a wider self-assessment activity.
Use this tool to:
· Identify what is working well and where there are gaps.
· Plan specific actions to strengthen your systems and processes.
· Promote a shared, cross-provider approach to employer engagement.

NEXT STEPS 
After completing this tool:
· Summarise key strengths and development areas.
· Prioritise two or three quick wins to improve the employer experience.
· Revisit progress termly and update your action plan.
Handling employer enquiries effectively builds confidence in your organisation, strengthens relationships and increases the number of high-quality opportunities for students. Keep the four cornerstones in mind, with “sell the student” at the centre, and you will create a lasting, positive impression every time an employer gets in touch.


[image: A black background with orange letters

Description automatically generated]
Please Note: 
This is a practical tool to review your day-to-day systems and processes. If you want to take a wider look at how employers experience your organisation, start with the Developing your employer journey resource.
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Section 1: Recording and tracking employer enquiries.
How you capture and share information about employer enquiries.
Recording engagement data
Use a shared log or system to record each enquiry, including employer name, contact details, enquiry type, stage of engagement and next steps. If your organisation uses a separate platform to track student industry placements, aim to connect the two systems to avoid duplication and give a joined-up view of employer activity.
	Good practice statement
	Suggested improvement ideas
	Action / owner

	We record all employer enquiries in one place (CRM, spreadsheet or shared log) that all relevant teams can access.
	Review whether all departments use the same system; merge duplicate lists; ensure GDPR compliance.
	

	Enquiries are categorised clearly (e.g.  general enquiry, industry placement, work taster, skills project, simulated activity, apprenticeship, other).
	Create agreed drop-down categories and guidance so entries are consistent.
	

	Each entry shows date, contact details, sector, enquiry type, stage (awareness → loyalty) and next action.
	Add a “status” column to track progress; colour-code for easy review.
	

	The system allows reports on volume, conversion rate and employer satisfaction.
	Build a simple dashboard or termly report for review meetings.
	

	Records are used to identify and prevent duplicate contact with the same employer.
	Hold monthly cross-team check-ins to share the log and align follow-ups.
	

	
	
	

	
	
	



Section 2: Responding to employer enquiries.
How you ensure every employer receives a prompt, professional and student-centred response.
	Good practice statement
	Suggested improvement ideas
	Action / owner

	All phone calls and emails are acknowledged within one working day.
	Create shared inbox monitoring rota and voicemail protocol.
	

	We tailor our communication to the employer’s level of understanding and interest.
	Send effective outreach emails to employers and deliver a strong telephone pitch. 
	

	Our website and promotional materials reflect the same key messages we use in calls, emails and events.
	Make sure the employer page of your website is effectively promoting your T Level offer. 
	

	We provide concise information on the range of ways to get involved (tasters, skills projects, simulated activity, placements).
	Encourage employers to meet students to build confidence, rather than leading with a hard sell on full placements.
	

	If we can’t answer immediately, we know who to refer to and explain the next step to the employer.
	Map referral routes and create an internal contact directory.
	

	

	
	

	

	
	





Section 3: Providing information and guidance to employers.
Ensuring employers receive relevant, motivating information that builds confidence to take part.
	Good practice statement
	Suggested improvement ideas
	Action / owner

	Information given is accurate, up to date and aligns with national T Level guidance.
	Nominate a lead to review content termly against DfE updates.
	

	We adapt information to the employer’s sector, size and priorities.
	We maintain a small library of sector-specific examples and typical placement tasks.
	

	We understand the business solution(s) industry placements might provide to each individual employer.
	Ask questions to understand what the employer hopes to achieve: recruitment, social value or another business priority.
	

	Materials are engaging and easy to share – visuals, infographics, short videos.
	Tailor introductory presentations for each skill area.
	

	We track what information each employer has received to avoid repetition.
	Record links or attachments sent in the enquiry log.
	

	

	
	

	

	
	





Section 4: Following up and closing employer enquiries.
Maintaining momentum, learning from experience and keeping employers warm.
	Good practice statement
	Suggested improvement ideas
	Action / owner

	Every enquiry has a scheduled follow-up and a clear owner.
	Add automatic reminders in your CRM or Outlook.
	

	We gather success stories from employers to contextualise industry placements. 
	Methodically collect information from employers to support the development of quotes and case studies. 
	

	Employers are thanked and updated even if they decide not to host right now.
	Use a standard “thank-you / stay-in-touch” email template.
	

	We collect and log feedback on how easy the enquiry process was.
	Survey employers at the end of the employer engagement process to improve the service.
	

	Past or paused contacts receive regular updates to stay connected.
	Include them in newsletters or invite to student showcases.
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