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Who is this guide for?

* Anyone within a university setting who wants to employ or work with young people.

Why would | want to employ young people?

* Collaborating and co-designing activities with young people is a sector-wide priority, driven by the
Office for Students.

* Young people are experts in their own lives. Involving them builds trust and engagement, and
leads to research that is more relevant, ethical and impactful - ensuring findings reflect what
actually matters to them.

* To avoid tokenism, young people are employed by the University and paid properly for their time
and expertise - not issued a participation voucher.

~= This guide has been created by practitioners experienced in leading projects that employ young people. Case studies
outllnlng three projects are included at the end of this guide, as well as templates to support the process of employing
young people in a university context (appendix 1). This guidance can be used to enhance your current practice but

should be combined with your department or institution’s best practice.
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The 'Employing
Young People
process



Pre—planning:
Ensuring your activity is
meaningful and purposeful



Pre—planning: Considerations

* Flexibility will always be important when working with young people but provide them with as
much information as possible in advance.

* Ifthereis information you need from the young people to start the programme, consider
whether you can ask at the application stage to remove any potential delays.

e ...iIsyour project e ...isthe activity e ...doyouwant e ..willyour e ...willyou host
going to be? for? to run this activity run? your activity? In

e ...areyou e ...areyou activity? e ...does it start person, remote
aiming to targeting and e ...doyouwant and end? or hybrid?
achieve? And why? to employ e ..will
for who? young people? participants

e ...does success need to travel
look like and to? And is it
how will you accessible?

measure it?



Pre—planning: Risk assessment & guidelines

* Create a appropriate to the age and experience of the young
people involved. Update it if any specific requirements are disclosed during
the process.

* Ensure your plans comply with Local Authority rules on youth employment,
including permitted working hours and session durations.

Generic information about employing young people can be
found here: https://www.gov.uk/child-employment.



https://www.gov.uk/child-employment
https://www.gov.uk/child-employment
https://www.gov.uk/child-employment

Pre—planning. Theory of Change

Creating a (ToC) is placed at this stage because it requires
you to articulate your assumptions about how and why change will happen.

It helps you identify the activities and resources needed to deliver your
project.

It gives you a clear framework against which to measure progress and
evaluate impact.

It ensures your project is grounded in evidence and coherent from the start.

TOPTIP
Find a Theory of Change template in appendix 2.




TOP TIP

PrZ—Plannln@ Budget Include this in your advertising material!

— —

Set a project budget. This will need to cover:

Calculate rates of payment and any other incentives or benefits to participation.

\

2 Refreshments, e.g., fruit, snacks, squash, tea & coffee.

,” Resources, e.g., pens, pencils, paper, post-it notes & name tags.

»

&8 Transport options or travel reimbursement. If using taxis, check whether the
drivers are DBS checked.

Consider compensating the support networks around your young employees —
for example, reimbursing youth workers for time spent supporting young people
with work-related tasks.

—_——— T
GOOD TO KNOW
To avoid tokenism, and to ensure the young people feel their thoughts and opinions are truly valued, they are

employed by the University and paid for their time, rather than just being issued a voucher for participation.
—_— @ @




Pre—planning: Ethics

Consider whether you need ethics approval, this is required if you are conducting
research.

Ethics approval covers how your research is conducted; the wellbeing of the young
people you are working with is addressed through safeguarding, covered in the next

section

leads to ensure your activity meets ethical requirements.

—

[ Consult your university policy and/or discuss with evaluation

e

For University of Southampton-specific information, visit
https://www.southampton.ac.uk/about/governance/regulations-

policies/policies/ethics.
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Safeguarding

* Working with young people requires robust safeguarding policies that protect
everyone involved - the young people themselves, the adults working with
them, and anyone they may interact with through their work, such as
research participants. This is especially important when working with
vulnerable or underrepresented groups.

* Things to consider:
o Refer to your organisation’s safeguarding policy.
o Assign a Designated Safeguarding Lead (DSL).
o Create a safeguarding protocol and Incident Recording Form.
o Create and distribute safeguarding resources (examples on following slide).

—

See safeguarding resources examples in appendix 3. l .




Communication guidance...
..to ensure smooth communication with young people

* Be concise - give young people and their parents/carers the information they
need, without unnecessary detail.

* Use (age) appropriate language. Avoid using unnecessary technical terms,
jargon or acronyms.

* Be responsive —young people may have questions or require additional support.
Be prepared to respond in a timely manner.

* Use a shared work email account and work phone for communications - never
personal email or personal mobile numbers. Copy parents/carers into
communications with young people. See appendix 4 for email examples.

|
] |
N
"
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1. Advertise your activity

The recruitment process

= = Tick

INPRPSPSRSRSREn
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Step |: Advertise your activity

To advertise your activity appropriately, you
should create the following documents:

APPLICA TIONS
Now OPEN!




I a

A role descriptor should include:
* Asummary of the role
* Personal qualities and key skills of a successful applicant

* Information about the role requirements and its main duties and responsibilities

 |Information about pay levels

TOP TIP: Group responsibilities into themes.
Instead of presenting a long list, cluster

duties under 3-5 headings. This makes

information easier to scan and helps
applicants understand the balance of tasks.

15



Ie

Application forms should include: B
« Personal information: name, age, TOP TIPS:
Only include questions that are

contact details, motivation for ’ ,
essential to collect.

Ensure the title is clear and specific,

requirements, emergency contact and that all data storage
requirements and followed.

* Tryto be thoughtfulin your design of

* Application closing and interview the application form. Each question

dates. should have a clear purpose, rather

. than being included simply because

~yonform it appears on a previous version or
ind an MS application form template template.

applying, accessibility

details, etc.

here:
https://bit.ly/ExampleApplicationForm



https://bit.ly/ExampleApplicationForm

Step lc: Advertisement post

- Joinour...

G —

An advertisement post could include:
* Aneye-catching title
* Whether therole is paid
* Closing date
* Interview date

* Project dates, times and duration prjectrns trom)  (atioon gy [ e oo
from [time]? self-directed work.)
e Alinkor QR code to the application

form and role descriptor
* A point of contact

See more advertisement flyer
examples in appendix 5.

This is a PAID role with the

[name of organisation]

To find out more, email: E j ME! Interview date:
[contact email] [date]

17



Ip

Consider where young people spend their time and who they trust, e.g., youth
workers, careers service staff or young carers coordinators. Building
relationships with trusted individuals in these spaces can make your
recruitment more effective and inclusive.

These mightinclude:

Schools

o Call school receptions and explain the job you are recruiting for. Receptionists
may supply you with a generic email address, but they are usually found online.
You can send them relevant advertisement documents which they will pass
onto applicable departments, careers teams and/or teachers.

18



Ip

%‘\ﬁ Youth groups or clubs
Home-educated groups

w». Local council departments

@ Social media
o If you have an appropriate platform, you could advertise the job on TikTok,

Instagram, Facebook, X, Linkedln or other social media platforms.
*“. Youth Opportunities post weekly opportunities for young people. If you have an
opportunity for young people and want it featured, here is the form to complete:
https://bit.ly/Submit_ A _Youth_Opportunity.

19


https://www.youthopportunities.co.uk/
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Z

* Blinding applications (also known as blind recruitment) is a method used
during the hiring process to reduce bias by removing identifiable and
irrelevant information from applicants’ applications.

* Invite other young people to be part of your shortlisting panel. For example,
these young people could already be part of a school council or youth group.

. - )
Something to consider:
How are you going to ensure you employ a diverse

range of young people? ,\)

20



O

* Email successful applicants (and, if relevant, Cc their parent(s)/carer(s)) with
information, such as the date, time, location and expectations for their
interview, including the types of questions they may be asked. If under 18
years old, also email their parent(s)/carer(s) separately to ask for their
consent for their child to take part in an interview.

* See an example of an interview programme, and questions used, in appendix
6.

* Interview all applicants before coming to an agreement about who should be
employed.

. )
(V GOOD PRACTICE
Email applicants (and, if relevant, Cc their

parent(s)/carer(s)) who were not selected for an intelrviivj

- 21




4

Post-interview, email unsuccessful candidates (and Cc their parent(s) / carer(s) if
under 18 years old).

If applicants provided a referee as part of their application, now is the time to
contact them.

Before your programme begins, ensure relevant consent forms are sent to
applicants and, if applicable, their parent(s) / carer(s).

ﬁther forms to consider creating:

Example forms: o Consent form for the use of

* https://bit.ly/ExampleYoungPersonPersonal
DetailsForm photographs

* https://bit.ly/ExampleParent CarerConsent o Participant Informa’Fion Shest and
Form consent form (e.g., if you are

\ evaluating your programme)



https://bit.ly/ExampleYoungPersonPersonalDetailsForm
https://bit.ly/ExampleYoungPersonPersonalDetailsForm
https://bit.ly/ExampleYoungPersonPersonalDetailsForm
https://bit.ly/ExampleParent_CarerConsentForm
https://bit.ly/ExampleParent_CarerConsentForm
https://bit.ly/ExampleParent_CarerConsentForm

Revisit and finalise your plan

Now you have recruited your young people, return to your initial plan. Is it still
suitable? Is there anything you need to change now you know who will be
working with you®?

Ensure the young people know what will happen during the programme. It
can be helpful to explain why certain decisions were made. Make yourself
available to answer any questions.

Flexibility is crucial, and you may need to adjust your plan to ensure itis
suitable for the young people. They may also have suggestions that
will improve the programme - incorporate these if appropriate.

Consider working with young people to design your activity or future
activities.




Evaluation: Pre—planning...
..1o ensure your activity is meaningful and purposeful

Working with young people in this way requires significant resources —time and
money — so it is important to prove it works.

Your evaluation will determine whether your activity met its aims but also
highlight additional (and sometimes unexpected) outcomes.

Feedback from the young people ensures future activities meets their needs
and expectations.

Revisit your Theory of Change —what do you want to happen because of your
activity?

What... How ...

o ...iIsyour project going to be? o ...willyou evaluate your success?
o ...areyou aimingto achieve? And for who?

24



Evaluation guidance

Create an evaluation plan your activity begins. You will need this to
complete your ethics application, and it should be grounded in your Theory of
Change. Consider what impact you are aiming for, how you will measure it, how
data will be stored securely, analysed and disseminated.

Plan appropriate evaluation for the age and experience of your participants.

Ensure the participants benefit from the experience. Evaluation can support
participant reflection, if appropriate methods are chosen.

Consider creative methods, focus groups, or practical
activities to collect qualitative data in addition to any
necessary quantitative data.

A

[



Evaluation guidance (continued)

If appropriate, collect evaluation data before and after the
programme to aid comparison.

Consider the quantity of your evaluation —there can be too much. Only collect
data you plan to use and then use it appropriately.

Use your findings to develop future programmes and make improvements — your
activities will improve with input from young people.

— e

TOP TIP: Monitoring
and Evaluation Framework



https://taso.org.uk/libraryitem/monitoring-and-evaluation-framework-mef/
https://taso.org.uk/libraryitem/monitoring-and-evaluation-framework-mef/

Employing young people
case studies

B o
ﬁ NxtGen
Researchers

] <.,
=10 ]
A
JUTH CONSULTANTS

CO-CREATION L |




Youth Consultants V" oo

Young people, aged 14-18, were employed by the University of Southampton's Access Team to co-
design activities designed to widen access to groups who are currently underrepresented in Higher
Education. The young people met at least one of our widening participation criteria, and all met the
specific demographic for the activity they were designing.

Challenge: Access programmes have remained static for many years and have had little
meaningful input from participants. This led to feelings of uncertainty that programmes may not be
meeting the needs of those we work with. The Youth Consultant programme gave staff greater
confidence that our programmes meet those needs and expectations.

—

K Benefits (according to the Youth Consultants): \

* Employability experience and development of employability skills, demonstrable
through AQA skills certificates, payment for time and expertise, chance to work
with new people and gain confidence, explore a university and find out more,
opportunities to contribute to activities for young people.

* Feelings of empowerment arising from feeling that their views and experiences
k matter and are being listened to.

T —— e
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Phase One: Designh a Year 10

Residential

6 young people, aged 14-16

Hybrid delivery: welcome and wrap-up session in-
person and virtual weekly meetings/ independent
work

Programme length: Welcome session, 6 weekly
meetings, Wrap-Up session

Incentives: Payment for all work completed and
meetings attended, food, social activity, reimbursed
travel

Further opportunities: Co-presenting at a sector-wide
conference

8 young people,
aged 14-17

Hybrid delivery: Welcome and wrap-up sessions
in-person and virtual weekly meetings/
independent work

Programme length: Two welcome days, 8 weekly
sessions, Wrap-Up session, Follow-Up session

Incentives: Payment for all work completed and
meetings attended, enrolment on AQA Unit
Award Scheme with training and support to
complete employability units, food, social
activity, reimbursed travel

Further opportunities: Presenting at an Access
Team meeting

CO-CREATION
PROJECT

)
Both
content and
logistics
were
developed
following
feedback
from Youth
Consultant
feedback in
Phase 1!

___
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LifelLab's Youth Panel

We employ a small group of young people to work with us at LifeLab to co-create materials,
projects and resources, share their views and ideas on scientific topics, provide a young
persons' view on research and make their voices heard on topics that affect them.

—

Example of a Youth Panel programmej

Spring and summer term 2023:" The Youth Panel discussed

their thoughts & ideas around
vaping, solutions to educate,
7 young people, aged 14-18 Mgl - and signposting for young
Online delivery: 1 hour per week after school people who want to stop.

Independent work: 2 hours per week Resources were co-created
with the Faculty of Medicine

and NIHR Biomedical

“Escape the Vape”

Programme length: 12-week programme, aligning with
the schoolterm.

Research Centre to ensure the

Incentives: Payment for all work completed. messages were evidence-

Further opportunities: Subsequent youth panels, work ReEEEE
experience placements.

” How young people

*“_

Bsoutampton ey

see vaping

What research is telling us




Summer 2022
Summer Holidays 2022
Autumn 2022
Spring 2023
Summer 2023
Autumn 2023
Spring 2024
Summer 2024

Autumn 2024

Spring 2025

Summer 2025
Autumn 2025

Youth Panel Outputs | t0 see some of t

Clinical trials animations Youth Panel’s

Click on the tinks\

he

Physical activity and healthy eating resources published
. outputs. W,
Exam wellbeing resource
Vaping resources é,//

Vaping resources [continued]
NxtGen Researcher Programme development
LifeLab 360 video
Adolescent Health Study planning

Preparing a response to the UK government’s Curriculum and
assessment consultation and REF Impact Case Studies ‘Go Wild’

Considering the #BeeWell Data and what it means for young
people

Ultra Processed Foods

British Science Festival planning

Each Youth Panel programme lasts 12 weeks, which includes 1 hour
online and 2 hours of self-directed tasks per week. Young people are
employed and paid by the University of Southampton.

— A



https://lifelabonline.org/local/pages/?id=19#What%20is%20Clinical%20research
https://lifelabonline.org/course/view.php?id=170
https://lifelabonline.org/local/pages/?id=100
https://lifelabonline.org/local/pages/?id=100
https://lifelabonline.org/course/view.php?id=169
https://lifelabonline.org/course/view.php?id=169

@ NxtGen
Researchers

NxtGen Researcher Programme

The NxtGen Researcher Programme is a 16-session training course that supports participants to
become independent researchers capable of designing and completing their own research projects.

The programme follows a structured learning approach where each in-person session introduces new
research concepts and methods, followed by self-directed tasks where researchers apply this learning
to their own research project. Through this process, participants develop both theoretical knowledge
and practical skills while producing novel research on topics of personal/ community interest.

The NxtGen Researcher Programme ends with an organised, deliberative, event: a Co-Production
Assembly. This is designed to establish a bridge between researchers and decision-makers by creating
the conditions to co-produce a series of recommendations, based on the researchers’ individual
research and produce actionable recommendations for a certain service or policy.

( Benefits (according to the Researchers):
 Achance to voice opinions
* Feltlistenedto

Gained a sense of autonomy and independence
Felt empowered
Gained skills to enhance CV

* Improved advocacy skills

K * Part of a safe and welcoming space

e ————
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January 2025 NxtGen
cohort’s report NtCen
. tentS Researchers
(o-Creating Tomorrow S

ity, Our Say
Hybrid delivery: 2-hours per session (in-person), 2-hours of Our c‘»ty' L
self-directed tasks per session (completed at home) and =
an optional weekly drop-in (online) '

2024/25: Southampton Youth Voice
16 young people, aged 14-19

4

ts
4 Authors and Acknowledgemen }
o it w — our Citys our Say

utive
Exec! 3 TomoITo i

Co-Creatin!

“:I |ntreduction |
: el for a
E:I Enabling Environment: gelx:\zge
gguthampton youth Voice B
success
i Measures of
m Recommendaﬂon? ::cilinabling Environment

for Components @ 62

Programme length: 16 sessions (during term time) & a 2-day ‘ (’ ’ mﬁz:;ugg;;;;::::‘;zzﬁaz1;2‘:3:;%_

Co-Production Assembly (in person) z:‘:::;om:;:gmﬁons Sd ER:::;:WS -

Incentives: Payment for all sessions attended and tasks votem Preies / |

completed, food at every session, optional transport \/\ Y

assistance, nomination for the Public Contributor '%’“““““"Z“ N I P",,

Recognition Scheme upon completion of the Bpe sgaping tomorro,, .

programme. o Youth-led cayy 4,
January 2024 NxtGen | | action

Further opportunities: Become part of the NxtGen Academy & ‘ cohort’s report ) . = 2024

co-present at sector-wide and national conference(s).

e

“These Young Researchers have blown me away with their confidence, understanding of
complex social issues and ability to articulate their recommendations to decision makers.

We’re already working to action their findings in the community, and we hope other
partners will see this as a building block for meaningful action.” Lee Timothy, Energise Me

—
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https://issuu.com/university_of_southampton/docs/shaping_tomorrow-_a_call_to_action._nxtgen_researc
https://www.southampton.ac.uk/medicine/news/2025/09/young-peoples-recommendations-to-shape-a-youth-voice-service-in-southampton.page

The ripple effects of your activity

This figure illustrates that regl—\

world impact often extends
beyond what we plan to measure.
Programmes can generate
unexpected, informal and long-
lasting outcomes, contributing to

personal growth, academic
success, professional
development and community
building. Even well-designed
evaluation frameworks may not

capture these wider ripple
\’\_\ifects. ‘/

Work
experience
Co-
authoring requests Reference
publications . requests
@ ®
m
Public UCAS

speaking Personal
opportunities Statements
Expanding Employment

social opportunities
networks
Part of an
ongoing

Further
qualifications . . community
Signposting
E.g., the NxtGen
to future Academy
engagement

opportunities 34



Join the conversation

* We would value your feedback on whether this toolkit has inspired
your own practice.

* |f you have any questions or would like to have a chat with us
about developing your activity, email lifelab@soton.ac.uk or
talk2us@soton.ac.uk.



mailto:lifelab@soton.ac.uk

Appendix one:
Employment process example:
The University of Southamption




UniWorkforce

 UniWorkforce is the University of
#A > Human Resources > Topics A-Z
Southampton’s programme that UniWorkforce
administers casual work assignments e o it 0wk i the UK arc et for payment hrosgh e payell nd ot paid bl
for staff and students.

Overview Sign up and register Casual work Right to work Video guides Documents
TOP TIPS:
= -
1 Introduction

 Aim to build a strong relationship with
. . UniWorkforce administer casual work assignments for the University of Southampton, ensuring workers

yO u r U N |WO rkfo rce CO nta Ct - th |S have the right to work in the UK, are set up for payment through the payroll and are paid equitably.
ensures a smooth employment process. 2 Casual work definition

* Email them early With your proposed Casual work assignments can be either:
Sta rt d ate SO th ey Ca n p re pa re fO r th e ¢ One-off short-term engagements of no more than 12 weeks (e.g. student open days, holiday cover or one-off

lecture); or

group of young people who'll need to

\ register and complete 'Right to Work'

checks promptly.

— —
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https://www.southampton.ac.uk/hr/services/uniworkforce/index.page#overview
https://www.southampton.ac.uk/hr/services/uniworkforce/index.page#overview

UniWorkforce: Registration

Young people need to
complete a 2-step

Recruitrment registration process. It feels
repetitive — they enter similar
information twice — but both
steps are necessary as they
feed into different HR

B5Q _ University of ogin Register
Southumpton Q
Courses  University life Research Business Global

Vacancies  Register for casual work  Recruitment process  Benefits explained  Support for disabilities More ¥

Registration Existing Account /
Staff Member

If you have not previously registered to make an online application for a vacancy

simply follow the registration details below after which you will be able to make Do you have an existing Syste ms
and submit your application. account, or are you a member

of staff?
If you have previously registered you should login using the details you created Login

Lo 1. Register with UniWorkforce at
https://jobs.soton.ac.uk/Registration/
to join the pool of potential
employees.

when registering rather than creating a new account.

If you are a member of staff at the University that requires access as a Recruiting

38
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UniWorkforce: Applying online

— e

Casual Worker - Private Pool

All casual workers must register online to work for the University of Southampton.
\ This is called a Private Pool. You will only be contacted for an assignment where a
member of University staff has requested you specifically. If you want to be
contacted with details of other suitable assignments you need to also register for
our ‘Mailing Pool".

When completing your registration you will be asked if you want to be considered
and contacted for assignments. Select yes to provide further information
regarding your skills and availability. UniWorkforce will then contact you with
details of any assignments that match your skills and experience and you will be
automatically added into the Mailing Pool.

To complete your registration:
1) Register as a user on eRecruit or log_in if already registered

2) Once logged in, click on the Apply Online link below to register for

UniWorkforce. If vou do not see an applv button, this would indicate vou have

Young people must link their
account by visiting
https://jobs.soton.ac.uk/Vacanc
v.aspx?ref=UWFREG, clicking
‘apply online', and filling out
their details. This connects their
account to UniWorkforce so
they can be assigned to the job.

39
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UniWorkforce: Hints 1o complete forms

* Highlight two key points to young people when completing the forms:

1. Ifthey're under 16, they must select 'prefer not to say' for their birthdate - otherwise the system
won't allow them to proceed.

2. One form asks for their National Insurance number, but this field isn't mandatory (there's no
asterisk), so if they don't have one yet, they can simply leave it blank and move on.

( The job cannot be set up until \
\|/ the above steps have been
| completed by ALL applicants,
w‘\f so make this step clear. )

40



Online Staff Request Form

* Only then can we raise an Online Staff Request Form (OSRF). We visit
https://jobs.soton.ac.uk/Logon/ and login using our staff credentials.

 Gotothe “casual worker requests” tab and click “create new”.

Home My Recruiimeni  Emad HR Department  Leave Feadback | Report Bug  Log Off

g Welcome to Online Staff Request Form

s o T J
=] Show Filt
Panding
Typa Job Tithe Lant Uguisls
Casual Worker Roquest Administrative Work Lovel Za ZTN2025 11:13
Mo action is required by you on any requests
Recruilmani Requasts | Inlemal Transler New Posd Hﬂqull.i: Fromaticns

Show: | Im Progroas o

0] Type of Wiork HHiring Manager Stalus Lasl Updats
Thare are none fo display

41


https://jobs.soton.ac.uk/Logon/

Online Staff Request Form (continued)

* Select “l know the candidates | want to use” and then “search worker” to find the relevant
young person on the system. They will only be found if they correctly completed all the
steps in the initial email.

Request Admin  Print/Download Request Return to Requests
Administrative Work Level 2a @ f'ﬁ | -B 3
Support Guide Save Submit Delete

Number of Available Assignments: ® 16 v

Are the Details of Each Assignment the Same: ® @®Yes ONo

Waorker Source: @ How do you want to source the casual workers:

niWorkfores to source oaiable candidate(s)
® | know the candidate(s) | want to use

Chair Assistant: &) : [Remove] | [Search] [Select Myself]

Specify any additional skills required for this @ |NA

assignment:

&

DBS Required: ® OYes ®No Click here for further information on DBS
Assignment 1

Casual Worker:

Casual Worker Name: 9,

Casual Worker Email: (@)

Current Worker Status: ® No Permission to Work check added

Student 1D (if relevant): ®

Staff ID: 42



Online Staff Request Form (continued)

* Once each person has been linked to the position, the OSRF goes through several
approvals, which tends to be Faculty Operating Officer > Financial Approval > School
manager > UniWorkforce.

Request Admin  Print/Download Request Return to Requests
H H - /'.f_\ -
Administrative Work Level 2a 2) Hw .ﬂ a
TOP TI P/\_’\ Current Worker Status: ® No Permission to Work check added

Consider indicating I e
(13 h O u rS pe r N Assignment Start Date: @ 3

Expected End Date of Assignment: @ :E]
“ bR
a S S I g n I I I e n t to a d d Hours: @ Is the assignment being worked hours per week OR hours per assignment?

) Hours per Week ® Hours per Assignment

fl.eXi b i l.ity to t h e ro le Maximum Assignment Hours: @
. () Where a specific work pattern is required, please detail here
\_ You are creating. -
Hiring Manager Telephone No: ©)] l |

E n S u re th e S u b p rOj e Ct Will any of the work be undertaken outside ofthe @ OYes @ No

UK:

code is correct. Location ® (Souhamplon GeneraiFospil .

Post Subproject Code: @ [ (9 digits starting with the number 5)
43
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Acknowledging guidance for under 73s

UniWorkforce will send an email to draw attention to the fact that this is employment of
young people under 18-years-old. UniWorkforce require a return email (from us as leaders)
to acknowledge and confirm that guidance has been followed. Example email below:

From:

Sent: 29 April 2025 12:39

To:

Subject: U207232541 - Administrative Work Level 2a - 1433-25

Dear
We note from the registration form of your proposed worker that they are under 18 years old. There are additional working restrictions under Employment Law incumbent on us (the employer) for young workers (those under 18 years of age).
As the line manager you are responsible for ensuring these additional restrictions are followed. We would guide you not to consider someone under 18 years old unless you are able to fulfil these additional obligations.

Please refer to the following links:
1.} g people at work - Rizks - HSE
This link guides the manager on areas of particular attention in view of the age of the worker whether*young person’ or ‘child™:
Risk assessment
Training and Supervision to ensure the individual does not put  themselves or others at risk
Health and Safety line manager legal responsibilities and considerations in view of lack of experience; lack of maturity; lack of awareness of risks. Includes: prohibited areas of work for a child; work requiring supervision.
Other links to assist you in your assessment.

2, https:ffwww. gov.uk/child-employ
This link guides on:
Permitted working hours
Minimum school leaving age
Restrictions (where/when a child cannot work)
Term and school holiday working rules
Finding local council for waorker to obtain further information

3. Check your rights at work if you're under 18 - Citizens Advice
This link provides further guidance on working hours and rest breaks which must be adhered to for a child and young adulis.

It is important that you, as manager, ensure the adherence to the specific details in the guidance links above, to ensure the safety of the individual and those around them.
Pleasze acknowledge receipt and your understanding of this email and the responsibility on the manager to ensure all requirements for your young worker are adhered to.
If you have any questions regarding the guidance and requirements please don't hesitate to ask. 44

Kind regards



. No one can begin work until their
Kl@ht ’tO WOrk. OhZOKY RighttoWorkfheckis cor:Iptlete.

Once UniWorkforce opens the job, applicants will be contacted to apply (yes, it feels
repetitive again - they'll re-enter similar information). Applicants must then book an
appointment for a 'Right to Work' check before they can start. This can usually be

done online, but if they don't have a valid passport, they'll need to complete it in
person.

* Young people with a non-UK passport must obtain a Government share code to complete a
right to work check. To do so:

o If the young person does not have a UKVI account, direct them to this website to create an
account: GOV.UK - The best place to find government services and information

o Once they have their UKVI account details, direct them to this website to get their share
code: How do you want to access this service? - GOV.UK

o Once they obtain their share code, they must share it with HR to complete their right to work
check.
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https://eur03.safelinks.protection.outlook.com/?url=https%3A%2F%2Fapply-to-visit-or-stay-in-the-uk.homeoffice.gov.uk%2Fsorted%2Fbrp-decision-1-november-2024%2Fsar_in_uk%3Fuid%3Dbd0911ce-95b5-4887-9236-2470ff4c7ae6%26cookiesPreferencesURL%3Dhttps%253A%252F%252Fapply-to-visit-or-stay-in-the-uk.homeoffice.gov.uk%252Fdashboard%252Fcookies%26cookiesPolicyDomain%3Dapply-to-visit-or-stay-in-the-uk.homeoffice.gov.uk%26showBanner%3Dtrue&data=05%7C02%7CN.Leonard%40soton.ac.uk%7C4d5afac269d84646370008de238ed436%7C4a5378f929f44d3ebe89669d03ada9d8%7C0%7C0%7C638987293627273966%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=oh7pe%2F2MpcFCj57eZTmGMsSOuN6ofIxgw9POPdGvIQo%3D&reserved=0
https://eur03.safelinks.protection.outlook.com/?url=https%3A%2F%2Fright-to-work.service.gov.uk%2Frtw-prove%2Fid-question&data=05%7C02%7CN.Leonard%40soton.ac.uk%7C4d5afac269d84646370008de238ed436%7C4a5378f929f44d3ebe89669d03ada9d8%7C0%7C0%7C638987293627312185%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=aTNHWw89NOG%2BphvleY3xj%2BJjZSBGm%2B6KSZnz3uRHW1s%3D&reserved=0
https://eur03.safelinks.protection.outlook.com/?url=https%3A%2F%2Fright-to-work.service.gov.uk%2Frtw-prove%2Fid-question&data=05%7C02%7CN.Leonard%40soton.ac.uk%7C4d5afac269d84646370008de238ed436%7C4a5378f929f44d3ebe89669d03ada9d8%7C0%7C0%7C638987293627312185%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=aTNHWw89NOG%2BphvleY3xj%2BJjZSBGm%2B6KSZnz3uRHW1s%3D&reserved=0
https://eur03.safelinks.protection.outlook.com/?url=https%3A%2F%2Fright-to-work.service.gov.uk%2Frtw-prove%2Fid-question&data=05%7C02%7CN.Leonard%40soton.ac.uk%7C4d5afac269d84646370008de238ed436%7C4a5378f929f44d3ebe89669d03ada9d8%7C0%7C0%7C638987293627312185%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=aTNHWw89NOG%2BphvleY3xj%2BJjZSBGm%2B6KSZnz3uRHW1s%3D&reserved=0

"Right to Work” check process for under 16s

There is a slightly different Right to Work process for under 16-year-olds.

Legally, UniWorkforce can only complete an ID check (NOT a Right to Work check)
using ID such as a passport or birth certificate. This involves:

- The young person sending UniWorkforce a scan of their ID.

- A UniWorkforce team member conducting a video call with the young person to
verify their ID.

- UniWorkforce will create the young person’s HR record to stay open until their 16"

birthday, at which point UniWorkforce will need to conduct the formal Right to Work
check.
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Casual work role confirmation

* Eachyoung person
will receive an email
confirming
registration which
looks like this.

Page 1 of 2

RE: UniWorkforce: Casual Work Role confirmation and action to secure payment — Online Staff Request ID no: 4462-24

Q0 University of

\&/Southampton

IMPORTANT Action required: Details in red below
Dear
I am pleased to confirm your registration for casual work role is now complste. This email provides important information about the assignment so please retain for future reference.

ayroll.
starter checklist form, remember to include your pay reference number detailed below. You will not be able to be paid until this is complete.

To finalise your payroll record ready for payment please complete the starter checklist form: New Starter Checklist for Casual P;
If you are a new or returning casual worker, have not yet provided your bank details {or changed your bank) it is essential you complete &

The details of your work assignment are:
Worker's name:
Organisation: University of Southampton

Casual Worker Permit Number (pay
reference number):

Young people will need to add
details of a bank account for where
e their salary can be paid into.

Training: You will be required to complete
training relevant to your role e.g. health and
safety/data protection.

Hiring Manager:
Work restrictions: Mo restrictions
Type of Work/Pay rate/Job Description Young Researcher Training Programme

Hours of Work: “Your working hours will vary and will be
communicated to you by your line manager.
Reporting to address: Southampton General

Place of Employment:

Hospital
Faculty/PSG: Faculty of Arts and Humanities
Division/School/Dept: Faculty of Arts and Humanities

Work start date:

11/12/2024

ted work end date:
: Your post will be held open
through to the end date stated.

31/03/2025
Unless this contract is terminated earlier than
this date in accordance with section 16

detailed in the Terms of Engagement.
Post number: 0000-UWF
Job 1D (OSRF) number: 4462-24

Overseas Working
Please be aware that even if you are working remotely, you are not able to work cutside the UK.
If you intend to undertake work outside the UK for the University, please notify us immediztely.

Payment
Payment is made one month in arrears. Your timeshest is available on the 'documents’ tab at wn hampton.ac.uk/univworkforce. Complete this and email as an attachment
IMPORTANT: You must always download a fresh timesheet each month using the above link. Failure to do so may result in a delay in payment.

o your managar/supervisor to check and send for suthorisation. You must do this monthly.

Terms of Engagement
Your Terms of Engagemant can be found on the ‘documents’ tab at UniWarkforce | Human Resources | University of Southampton. It is considered that you have accepted these Terms of Engagement by starting your casual work role. Terms of Engagement include information on:

How to claim your hours and how payment be made
Statutory entitlements including Holiday entitlemant

Pension
Sickness and cther types of absence 47



Casual work role confirmation (continued)

RE: UniWorkforce: Casual Work Role confirmation and action to secure payment — Online Staff Request ID no: 4462-24

Please read the following information which may be applicable to your role:
i ity Ethics policy

Intellactual Property regulations

Healtl

e e e e e

guidelines
Data f Southampton
Your manager (copied into this email) is responsible for ensuring your Health and Safety needs are met for the duration of your casual work role.

eRecruit and Casual Worker Permit:
‘Your worker record on eRecruit has been updated and you will now be able to log in and see the following in My Recruitment:

Link to eRecruit: https://jobs.soton.ac.uk/MyRecruitment/

» My Casual Work - click on "Permission to Work” and view your casual worker permit which provides information about your pay reference number and worker/visa type with any associated working restrictions
= Current Assignments - details of any UniWorkforce assignments you have been offered

» Pocl Applications - shows your status and skill sets within the Pools you have registerad for.

= Casual Applications - details UniWorkforce assignments you have applied for via eRecruit.

Setting up your IT account and email address:

©On your first working day please follow the below link to Subscribe to create your University IT account and e-mail address.

University subscribe website - https://subscribe.soton.ac.uk

Please allow 24 hours from receipt of this letter before you try to create your account. Please note, that you can only subscribe from your start date.
Please note that your Staff number is the "Casual Worker Permit Number (pay reference number) detziled zbove.

If you have any difficulty, please contact iSclutions, our IT support service, who will be able to assist you further

E-mail - Servicelina@soton.ac.uk
Telephone — 023 8059 5656

Steps to request an ID Card:

If you require an ID card please follow the below link to the ID Service website.
ID Service - httos://idcard.soton.ac.uk

You will need to log in using your University IT account details, and you will also need a recent passport style digital photo which you can upload.
Please only order an ID card now if it is required to work on Campus.

Please note an ID card takes up to 10 working days to process.

‘Your ID card will state "Visitor'. This cannot be changed.

Kind regards,

Miriam Higgins

HR. Transactions Administration Assistant
Human Resources

Visit Service Portal to:

* Log a new HR issue or HR Request
* View your current HR. Requests

For general HR enquiries, please contact Ask HR on x27547 or 023 80535 7547

Page 2 of 2

Young people will also receive
instructions for setting up a University
email account (on their first official
start date).

The intention is that all
communication to the young people
will be through a University email
address.

Similarly, ensure young people are
aware of email etiquette, e.g., all
emails should contain appropriate
language.

For your programme, consider
whether systems access/ ID
cards are needed.
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Validity of university email addresses

@ When an OSRF is raised and ‘systems access’ is selected, the young person
will receive their confirmation email, enable them to subscribe and have a
University of Southampton email address.

The email addresses they create will ONLY be valid for the duration of the
OSRF (plus 4 weeks grace period).

@ For example, if a young person is on an OSRF ending 5" February they would
receive a notification around 15t March to say it is closing. If another OSRF is
then raised, a request to set up an email address would need to be sent (the
young person could then revive the original email address they set up in most
cases, depending on the time elapsed between assignments).
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Logistical requirements

dj Set up a TEAMs site for the young people. The intention is to keep everything
related to the position within this TEAMs site (e.g., meetings / projects / work,
etc.). Key dates can be uploaded here.

¥ You could set up Private TEAMs Channels for each young person, so they can submit
their work in a secure place.

Email the young people confirmation of their start date, link to the TEAMs

site, information regarding logistics, etc., and email the young people’s
parent(s)/carer(s) outlining what the work will be, how their young people will
be safeguarded, and who to contact if they have any concerns, etc.
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Logistical requirements (continued)

All individuals employed by their organisation are covered by insurance. However,
iInsurance teams usually need to be notified if young people are being hired,
including the dates of their employment. For example, anyone employed by the
University of Southampton need to notify insure@soton.ac.uk that young people
are being employed (and include the dates of when the young people will be

employed).

TSUGGESTION A
Towards the end of the period of working, consider nominating young people for the
‘public contributor’ award from the Faculty of Medicine. Consent is required from the

young people and their parent/carer. Here is the link to the awards form: )

\https://bit.ly/PublicContributorRecognitionSchemeNominationErmf\f\/\J
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Young people's timesheets

* Thisis an example of
the University of
Southampton’s
UniWorkforce
timesheet.

Part A: Casual worker input:

WARNINGS.

- Hours worked

im h 1:h:0:m

5 Nov 2025

thiim

wieek Total
0 h:0:m

compl Flease complete all fields
| Claim pariod: | 27 Dctober - 30 November 2025 | |Doynu hold a Student, Skilled Worker or GAE uisa?| Mo |
| Faculty: | Medicine | > | School/Dept: | Heglthcare Enterprize and Innovation |
| Type of work: | Administrative/Other Work | > | Pay Rate: | Level 2a (Spine Point 13) |
Monday Tuesday dnesd, Thursday Friday Saturday Sunday SUB-TOTALS
[ Lomzrond i modsiaiod 1 | S0Ocr2025 | 310002005 | dNov2025 | ZNov2025 | Week Toml

Part A: Casual worker input [continued):

Part B: Hiring manager input:

Taxoble (522 expenses daim tob):

Non-taxable {see expenses claim tob):

Name of hiring manager: | Flease enter ' SPC2 ' SPC3 Totals
Are you also making an expensas claim? [ mo 1.000 hrs . Fazas

Stap 2: Casuz

SUBMISSION, AUTHORISATION and PAYMENT

Step 1: Casual worker completes Part A of

| worker emails form to hiring
managsr.

Step 3: Hiring manager checks claim for
compliance and e
CSRF number in Part & of form.

nters Subproject code(s) and

f Step 4: If OK hiring manager/budget holder

Subproject code 1: 0% | = DODO000TS
Subproject code 2: = = Expns |Taxable) f
Subproject code 3: > + Expns (Non-taxable] H H
+ Holiday Fay ELG2 ' ' £162
Total Value of Claim: £15.07
[ lob 1D (OSRF) number: | | Post number: | 0000-UWVF |

authorised claim and s=
easualpay@soton_ac uk for payment
Step 5: valid claims pai

itto

n next available pay
cycle.

=z For full instructions, please see the

Instructions’ tab

You can check your status through eRecruit "My Casual Work"

Without this you will not be able to be paid.

You must have registered with UniWorkforce, accepted this assignment through eRecruit and have a valid right to werk in the UK.

UniWorkforce claim form version 20 Valid for claims between 24 February 2025 and 1 March 2026 only. This version may not be used after this date.

TOP TIP

The young
people’s pay ©
reference number
Is the same as the
casual worker
permit number (or
ID number).
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\

Situation

What situation are you trying to address with your activity? What are your

preconceptions /assumptions? What is the underlying context?

What
resources
do you need
to
implement
the
activities?

(inc. budget,
staff time)

Activities

What are the
details of the
activities?

(inc.
advertising,
types of
workshops)

What are your
deliverables?

(inc. number of

participants/
interaction
hours)

_

What
changes do
you intend
as a result

of your
activities?

(inc.
knowledge,
Skills, feelings,
attitudes, or
behaviours)

How will
the initial
situation
change
because
of your
activity?

N
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Appendix Three: Safeguarding resource
examples

'- %) Researcher Support Card '. %) If you need to talk about anything that concerns you or
- - you need support, please get in touch with us:
As a researcher, it isn't your job to solve your research participants’ concerns, but here Contact the research support team:

are some questions you could ask your participant/s if you want to direct them to places

where they can get support. If you feel concerned by what you have heard, please
share this with your research supervisor. Contact details overleaf.

% Who are the people in your life that you can talk to? %
4 [If a young person] Who are the adults in your life that you can talk to?

?
& What do you do when you need to relax or calm down? Yok ookt Contact

# Where do you go to spend time and feel comfortable and secure? 0

£

# Where would you go to find more information if you needed help?
]

% Have you heard of this local support group: ‘.

Confidentiality with the m .
NxtGen Researcher _E
Programme

NxtGen Researcher Programme - You can use the graphics

Mind Map Exercise as hints lfy:;: would like .. : l
-] Fill out this mind map to identify the things in your life that = -
have a positive and negative impact on your mental health i -/f'f/
e " 4 ? r~ - e
'. 4 Read the following confidentiality
People £ statement to your research participants
» A before conducting your research.
K&J_ “The information you disclose to me is
confidential. This means that, in general, | will
not tell anyone outside of the NxtGen
Researcher Programme what you've told me,
unless you agree that | can.
- Please be aware, | may have a duty to share
% ° what you've told me if | need to protect you
ﬂ& - and/or other ﬁeopl.e from harm. This includes
. o any serious harm that could happen to you
K . now and if someone has seriously hurt you or
i someone else in the past.
| will do my best to let you know if | have to
share something you've told me. *
. J
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Appendix Four: Example emails
4a) Unsuccessful pre—interview email

Recipient: Applicant and parent/carer

Dear [name of applicant],
Thank you very much for your application to be part of the [name of programme].

We had many applications and unfortunately, this time, we have not decided to interview you. You had a great
application, but we just only have [number of] spaces and so we (sadly!) can’t take everyone on.

We are hoping to run another [name of programme] later in the year and would encourage you to apply again then. One
suggestion to make your application stronger next time and make you stand out over others —think about why it is
important for people to have their voices heard in discussions which are talking about people’s health — why should we
be listening to you, and how does something like the [name of programme] gives you an opportunity to have your voice
heard?

We would welcome an application from you next time. If you would like to stay up to date with our latest opportunities,
please reply to this email giving consent for us to store your email address on our database, so we can reach out to you
with more opportunities to get involved.

Best wishes,
[Name]

55



4p) Successful pre—interview email

Recipient: Applicant and parent/carer

Dear [name of applicant],
Thank you for your application to be considered for the [name of programmel].

We are delighted to invite you for an interview. This will be held in-person at [location] from [time]. Please arrive by
[time] so we can start on time.

We will be asking you to take part in 2 tasks.

[Insert task(s) information.]

[If applicable] We will be emailing your parent/guardian to confirm their consent for your application and will also email
the person you nominated who would provide a reference for you.

Please let us know if you have any questions, we are very much looking forward to meeting you.

Best wishes,
[Name]
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4c) Successful pre—interview email

Recipient: Parent/carer

Dear Parent/Carer,

We are delighted to let you know that, following an application to be considered for the [name of programme], we have
asked your child to attend an interview. This will be held [date & time] in-person at the [location]. We have asked your

child to please arrive by [time] so we can start on time.

We appreciate that this is very short notice, but in order to work through the different paperwork requirements in time
to start at the startin a couple of weeks’ time, we are under quite a lot of time pressure!

[Name of programme] will consist of [details of programmel].

Please can you confirm by replying to this email that you give consent for them to be considered for the position,
if they are successful at interview.

Best wishes,

[Name]
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44) Successful pre—interview email

Recipient: Referee

Dear [Name of referee],

We have been interviewing for the [name of programme] at [name of institution]. You have been hamed as a referee
for [name of applicant], and | wondered if you could please send me a short email with a reference for [name of

applicant].
If you could answer the following questions by return of email that would be really helpful:

This will be a [time duration] commitment, [add detail] - would you have any concerns about [name of applicant]’s
ability to commit to this requirement?

We will be running the sessions as discussion groups, in your opinion, will [name of applicant] be confident to speak
up and share their opinions?

Thanks & best wishes,
[Name]
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4¢) Successful post—interview email

Recipient: Applicant and parent/carer

Dear [name of applicant],

Thank you for attending your interview for the NxtGen Researcher Programme. We are delighted to tell you that you
were successful, and we would like to offer you a position. If you would like to accept the position, please read &
complete the below information (please read it carefully as it contains important instructions), and then email

me so | can confirm your place.
Next Steps:
ASAP - Register with UniWorkforce AND ‘apply online’.

To register, there is a 2-step process (please note: it feels as if you are putting in the same information multiple times -

but you are doing things correctly!):

1. Please canyou register with UniWorkforce here: https://jobs.soton.ac.uk/Registration/, so that you are in the

‘pool’ of potential employees.
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https://jobs.soton.ac.uk/Registration/

[Continued]

2. Thenyou need to go here: https://jobs.soton.ac.uk/Vacancy.aspx?ref=UWFREG and click the ‘apply online’
button and fill out your details - this directly links your account with UniWorkforce. | can then find you on the system to
link to the ‘job’. Again, this feels like you are filling the same information in, but itis all necessary and goes to a different
HR system!

Please note | can’t set up the job until | am able to link all of your applications, so if you could do this ASAP, it
would be really appreciated!

Once the job has been opened by UniWorkforce, you will then be contacted to apply for the job (when I’'ve set a job up —
again, this feels like you are entering the same info again!) and then you must arrange an appointment to complete a
‘Right to Work’ check before being able to start work. You will need to have details of a bank account for where your
salary can be paid into.

ASAP - Personal Details Form

We are asking these questions on the following MS Form for the purposes of the employment administration of the
programme. Please fillin and complete the following MS Form: [insert link]
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[Continued]

Sessions/tasks

[Outline information about the sessions and expected tasks.]

The confirmed date of our first session is: [date].

Please let me know if you have any questions and we look forward to starting this exciting project with you.

Best wishes,

[Name]
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4f) Successful post—interview email

Recipient: Parent/carer

Dear Parent/Guardian/Carer,

Thank you again for all your support over the weeks in helping your child navigate the University system and associated
paperwork! As | mentioned before, the University tackling a project like this and employing young people is a very new
concept to us, so we are finding lots of glitches in the system for them! So, a big thanks for your perseverance.

We are really excited to begin the work on [name of programme], it is going to be so valuable for us, and | hope will give
your child a really excellent experience.

A couple of admin and safety/safeguarding points.

Once your child has successfully registered with the UniWorkforce (I know everyone is still at slightly different stages,
but | feel like we are almost there with everyone!), they will be able to register for a university email address at which
point, all communication with them will go through this email address.
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[Continued]

[Add information about a TEAMs site (or other).]
[Add information about dates, times and number of hours per week.]

Please can you just keep a check on the amount of time your child is spending on the self-directed tasks — so that they
are not doing more than the 2 hours, and that if they feel the tasks we have given them to complete are taking longer
than 2 hours, they should let me know.

We will be discussing issues around youth voice and research that [name of programme] think are of importance and
relevance to young people. Potentially, this could lead to discussion of topics that some young people may be
sensitive to. | will say to the young people that they should talk to us/email me with any concerns, but that offer is
extended to you as parents/carers as well - if you have any concerns, please let me know.

Thank you again for all your support.
Best wishes,

[Name]
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49) Unsuccessful post—interview email

Recipient: Applicant and parent/carer
Dear [name of applicant],

Thank you so much for attending the interview for the [name of programme] interview. As we said, we had lots of
applications, and so to be shortlisted for interview was a really great achievement and showed how impressed we were
with your application. Unfortunately, looking at all the people we interviewed, and thinking about the group as a whole,
this time, we are not going to be offering you the position.

However, there are other opportunities which I’m happy to share with you —just let me know, and as | said, we will be
recruiting for [name of programme] again soon, and we would be happy to consider an application from you then.

| know this will be disappointing for you, but | just wanted to say again, how well you did in the application and
interview and how much we enjoyed talking to you. We just don’t have enough positions to be able to employ all of you
at the same time!

Best wishes,

[Name]
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Appendix Five: Flyer advertising examples

University of
@Southumpton

University Hospital Southamaton

WXTCEN RESEARCHER PROGRAMME
Get involved in research and make
voices heard in [city]

This is a PAID role with the

[name of organisation]

H E L P U s E To find out more, email: Interview date:
THE UNIVERSITY oF DIFFERENCE
SCAN or CLICK LINK TO APPLY:
[Insert application form link]

SOUTHAMPTON

WANTS TO HEAR YOUR

‘Available for 4 hours

per week? (2 hours
in person + 2 hours of
self-directed work.)

SCAN ME

Available on [day]
from [time]?

Project runs from
[dates)

THOVGHTS ON YOVNG
PEOPLE'S HEALTH

ISSVES ..

We're recruiting 14-18 year olds

to help us design health
campaign messages

...and we'll pay young people
aged 14-18 to share them with us!
with the University of

Southampton

In person | 3 hours total per week | Develop skills for your CV

O]
B EN FOR APPLICATIONS UNTIL

T OoP
§ MIDDAY ON 4TH JANUARY

< More information Application form > [k
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Appendix Six: Interview programme &
questions

One-to-one Interviews (10 minutes per person)
Firstly, thank you for coming today! How did you hear about this opportunity?

Why do you want to join the [name of programme] and what do you feel you
would bring to the group?

In your daily life, which health issues are important to you?

In your opinion, which groups of people do not have their voices heard?
Finally, do you have any questions for me?
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* Group interview (~30 minutes)
o Pre-task: In preparation for your interview, visit this reputable website and look at
the list of topics: https.//bit.ly/GrouplnterviewExample. Pick one research topic
that you think is of importance to young people today.

* Possible group task questions:
o From the list on the website, which research topic(s) do you think is/are
important to your community?
o Are there any topics missing from the list? If so, what are they?
o Can we rank the topics?
o Why is it important that people from your community are involved in research?
o How can people help to decide WHAT to research? Is this important?
o How can people help decide HOW things should be researched?
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