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EMPLOYER OUTREACH EMAIL EXAMPLES
Practical examples for employer engagement colleagues.

Example email: Following a warm introduction
When to use
When you've been introduced to an employer by a colleague, governor, existing employer or another trusted contact.

Suggested subject
Introduction from <Mutual Contact>

Message
Dear <Name>,

I hope you don't mind me getting in touch. <Mutual Contact> suggested I contact you as they thought your organisation might be interested in learning more about how we work with local employers to support T Level students.

My name is <Name> and I work with <school/college>. We're always keen to build relationships with employers who are interested in developing future talent and supporting young people as they prepare for their careers.

I'd welcome the opportunity to introduce myself, learn more about your organisation and explore whether there might be ways for us to work together in the future.

If you'd be happy to have a short conversation over the next couple of weeks, I'd be delighted to arrange a time that suits you.

Kind regards,




Example email: Making first contact
When to use
Following research, a referral or recommendation when introducing yourself to a potential employer.

Suggested subject
Exploring opportunities to work together

Message
Dear <Name>,

I hope you don't mind me getting in touch.

My name is <Name> and I work with <school/college>, where we're helping students develop the technical knowledge and workplace skills, they'll need for future careers in <sector>.

I recently came across your organisation while researching local employers and was interested in the work you're doing in <relevant area>.

I'd welcome the opportunity to learn more about your organisation and explore whether there might be ways for us to work together in the future. This could include anything from careers talks and workplace visits through to projects or industry placements, depending on what works best for your organisation.

If you'd be happy to have a short conversation, I'd be delighted to arrange a time that suits you.

Kind regards,








Example email: Following up after a telephone conversation
When to use
To thank the employer, confirm what was discussed and agree the next step.

Suggested subject
Thank you for your time today

Message
Dear <Name>,

Thank you for taking the time to speak with me today. It was helpful to learn more about your organisation and the work you're doing in <sector>.

As discussed, I've attached some information about T Levels and industry placements, together with examples of how other employers have supported students through meaningful workplace activities.

As agreed, I'll contact you during the week beginning <date> to answer any questions and discuss whether there may be opportunities to work together.

If anything comes to mind before then, please don't hesitate to contact me.

Thank you again for your time, and I look forward to speaking with you again soon.

Kind regards,


Example email: Sharing examples of industry placement activity
When to use
When an employer would like practical examples of what students could do within their organisation.

Suggested subject
Examples of meaningful industry placement activities

Message
Dear <Name>,

Thank you for your interest in learning more about industry placements.

One of the questions employers often ask is what students can realistically do during a placement. The answer depends on the student's programme, their stage of learning and the opportunities available within your organisation.

I've attached some examples of meaningful workplace activities that have been successfully delivered by employers across different sectors.

These are intended as ideas rather than expectations. Every placement is planned collaboratively to ensure it supports both the student's learning and the needs of the employer.

If it would be helpful, I'd be happy to arrange a short conversation to explore what might work within your organisation.

Kind regards,


Example email: Sharing employer case studies
When to use
When an employer would benefit from hearing how similar organisations have supported students.

Suggested subject
How local employers are supporting T Level students

Message
Dear <Name>,

Following our recent conversation, I thought it might be helpful to share a few examples of how other employers have worked with T Level students.

The attached case studies demonstrate a range of approaches taken by organisations of different sizes and across different sectors. Each has designed industry placements that work for both their business and the students involved.

There isn't a single model for delivering an industry placement, and every employer's circumstances are different. These examples are intended to provide ideas and show how placements can be tailored to meet individual business needs.

If you'd like to discuss any of the examples in more detail, I'd be very happy to arrange a conversation.

Kind regards,


Example email: Inviting employers to an event
When to use
To invite employers to information events, networking sessions or employer forums.

Suggested subject
Invitation: Employer information event

Message
Dear <Name>,

I'd like to invite you to join us at our upcoming employer information event, where we'll be exploring how employers can support T Level students and develop future talent.

The session will include opportunities to hear from employers already involved in industry placements, learn more about the different ways organisations can become involved, and ask any questions you may have.

Whether you're simply interested in finding out more or already considering supporting students, we'd be delighted to welcome you.

The event will take place on:

Date: <date>
Time: <time>
Location: <venue>

If you'd like to attend, please let me know and I'll be happy to reserve you a place.

Kind regards,


Example email: Reconnecting with an employer
When to use
When an employer has previously expressed an interest but discussions have paused.

Suggested subject
Checking in

Message
Dear <Name>,

I hope you're keeping well.

We spoke a little while ago about the possibility of working together to support T Level students, and I wanted to get back in touch to see whether now might be a better time to continue the conversation.

I appreciate that business priorities can change, so there is absolutely no expectation if the timing isn't right.

If you'd still be interested, I'd be delighted to arrange a short conversation to explore what opportunities might work for your organisation and answer any questions you may have.

If now isn't the right time, I'd be happy to keep in touch and follow up again in the future.

Kind regards,
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