
Pick the date & start making a plan
Choose your date early in the year before the school calendar fills up with other people’s activities.

Arrange a date shortly before the period when CTE students register for classes.

Draft a plan so you know what you want to accomplish, when and what kind of help you’ll need from others.

Consider a partnership with another area CTE program or institution.

Talk to your principal/superintendent to get the administration on board.

Meet with faculty and students
Meet with CTE faculty and others in school who will need to be involved with the career day to enlist their 

support, ask for advice, and divide up the tasks. Think about expenses. Does your school have money to spend 

on this?

Meet with students to encourage their involvement. The nontraditional students you already have can be a big 

help. Start with students you know and ask them to help you generate student support. Encourage them to 

bring friends to your event and spread the word. Involving current students in events gives you a chance to 

show how much they are valued and recruit them to continue with the program next year.

Set the tone
Enrolling students in nontraditional courses might be a new or difficult idea for some people. One way to help 

them feel more comfortable is by talking to your presenters and current teachers about making the environment 

friendly for students. This may mean segregating kids so that each gender feels free to explore a non-traditional 

career without ridicule from the opposite gender. It also means making sure that tools and facilities are set up to 

accommodate the gender you are targeting.

Recruit presenters
Brainstorm a list of people you could call to ask for help.  Start with as many names as you can think of. Keep in 

mind people who may know others who can help out.

Work the phones and your contacts to recruit speakers. Tell everyone at school, parents, community 

organizations and everyone else you know what you’re looking for. Ask for help. Ask people to ask people.

People who are already working in nontraditional occupations are a great choice for speakers. They can be 

inspirational.

Don’t be discouraged if you don’t find them. You can have great success using your own teachers. The most 

important thing is to find people who can make it fun and challenging for students to try something new.

Arrange for substitutes. If you have an outside speaker and no plan for a substitute, that speaker is certain to 

have a crisis at work that day and call you up to cancel. If you have made alternative plans beforehand, 

everyone can rest a bit easier. 
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Set your agenda
Plan the day. Where will you meet? Who’s going to come? How many sessions will you have? How many 

speakers do you need? Don’t be afraid to start small. A really interesting program targeting just two CTE 

classes can be an inspiration and a step to bigger things next year.

Make plans for your speakers. Where do they come and when? How many students will they see?  What do you 

want them to talk about? Be flexible when they have ideas of their own, but most people are shy about public 

speaking and feel better if you tell them what to talk about. Have your own ideas for hands-on activities and 

pump them for more ideas. Find out what you need to do to make it all possible.

Keep in touch with presenters and other workers
Keep in touch with people. After you talk to someone, send a confirmation in writing, just to be sure that you 

both remember the same thing. Write or phone to remind people that the big day is coming up. Send them an 

agenda.

Marketing
Remember, the objective is increasing career opportunities not social engineering: People don’t want to be 

pushed into a career choice for the good of society and that’s not what this is about. The aim is to make sure 

that no one misses out on a good thing just because they’re a girl or a boy.

Market your event beforehand so students know what they’re getting into. A talk in assembly, brochures, fliers, 

letters to parents, articles in the school paper, all help students get prepared for trying something new.

Get a photographer. Ask someone (maybe a student) to take pictures of the day/event – and maybe even 

“interview” the teacher(s)/guests and the students.  You’ll want to use these pictures for future marketing – and 

maybe even to send copies home for students to share with their families.

Call the media. Contact anyone you know with the local newspaper, radio or TV station.  See if they would like 

to come and visit the program.  Send them a brief written description of what they will see.  Arrange for them to 

interview a student and a teacher who are participating.

Logistics
There are lots of basic tasks underlying an event like this one. Here are a few in roughly chronological order:

• Book the rooms

• Order supplies

• Arrange the AV equipment

• Appoint a photographer for the day. This is a good job for students.

• Arrange for cleanup

• Prepare a program

• Order the lunches/snacks/drinks

• Send out reminders. Phone the presenters.

• Prepare nametags

• Set up a command center—if you have a big event you need a central place for people to check in and ask 

questions. 

• Recruit plenty of volunteers to help if it is a big day….maybe parents?
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• Cleanup

• Send thank-you letters. Anyone who put in extra time, from speakers to cleaners would appreciate a note. 

Sincere notes from students are also much appreciated. Cards with photos are more fun than just a letter.

• Go over evaluations to see what you can learn

• Write down all your advice for next year’s event.

Evaluation
Prepare evaluation forms for everyone—Teachers, speakers, students, and helpers. Keep them simple. Don’t ask 

for more information than you can use.

Go through the evaluations when it’s all over. Pick out the most important points for improvement next year. Try 

to make plans for improvement right away while the event is still fresh in your mind.

Keep notes and save copies of everything. You’ll learn a lot from putting on an event. You’ll forget most of it by 

next year. The more you write down this year, the easier it will be to do it again next year. And think about 

presenting what you did and how at your next professional meeting – that way your experience can help others.
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