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BIS Outreach programme: guidance and proposed structure

Guidance Before, During and After your Placement

Here is some information to help you make the most of the BIS placement. It is recommended that you take note of the guidance to ensure the placement is a worthwhile experience for your organisation. The Outreach Programme is not a ‘royal visit’. The aim is for the civil servant to participate in as much activity as possible, working with members of staff in their day-to-day activities when it is practical to do so. 
Preparation 

Consider what you want to achieve from your short placement and how best you can do that.

Set some achievable objectives for the placement.
Ensure all relevant staff are informed of the placement and what the civil servant will be doing whilst there. 

Encourage all staff to make the most of the visit by asking questions, giving views and making them aware of their suggestions or areas for improvement. 
There is also a guide on the proposed structure of the placement available via the website.
On Placement 

A brief welcome and introduction meeting should be arranged. You should also explain what each part of the office / department does and introduce the civil servant to as many employees as possible.

Civil servants are encouraged to keep a diary of the experience. You may also like to keep a diary that can be shared throughout your organisation so that staff can see what the experience was like. This can also be sent to the Outreach team.

At the end of the placement have a debriefing to discuss what went well, what wasn’t successful and what has been learnt. Discuss how any issues raised will be brought forward.

Don’t be afraid to put the civil servant to work; actively encourage them to get involved with day-to-day activities in the organisation. 

It may be useful for you to keep a diary of events, discussions, points raised and actions decided upon. This will give you a clear outline of what has been learnt and perhaps help with the development of the organisation. 

Day one:

Activities 

What was learnt

Day two:

Activities 

What was learnt

What actions have been agreed upon

Post placement

Once the placement has been completed please fill out a placement feedback form (available for download from www.bis.gov.uk/outreach. The sooner this is done the better as the experience will be fresh in the minds of those who took part. 
Complete and send any diaries or additional documentation that may have been produced. All information will be treated in strict confidence. 

Ensure that any follow-up actions and the results of these are communicated to staff. 
Any publicity about the Outreach visit, internal or external, should also be communicated to the BIS Outreach team. 

Finally, if you have any suggestions for improvements to the BIS Outreach Programme please email outreach@bis.gsi.gov.uk 
Proposed structure of the placement

This is only a guide. You are advised to discuss your objectives, and those of the civil servant, then devise a structure that will enable you to meet them.

1-day placement:
	9 – 10  
	Introduction / induction to organisation

	10 – 11
	Discussion of issues / problems faced by organisation

	11 – 12    
	Shadowing / tour / actively working in organisation 

	12 – 1
	Meeting with dept heads – introduce BIS and get feedback

	1 – 2
	Lunch

	2 – 3   
	Shadowing / tour / actively working in organisation 

	3 – 4
	Discussion about BIS’ relationship with organisation with feedback to organisation

	4 – 5 
	


2-day placement:

Day one
	9 – 10  
	Introduction / induction to organisation

	10 – 11
	

	11 – 12    
	Shadowing / tour 

	12 – 1
	

	1 – 2
	Lunch

	2 – 3   
	Discussion of issues / problems faced by organisation

	3 – 4
	

	4 – 5 
	Feedback from first day. Agree targets for second day


Day two
	9 – 10  
	Shadowing / tour / actively working in organisation 

	10 – 11
	

	11 – 12    
	Meeting with dept heads – introduce BIS and get feedback

	12 – 1
	

	1 – 2
	Lunch

	2 – 3   
	Find out what BIS can do to help the organisation

	3 – 4
	Exchange feedback from the visit

	4 – 5 
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