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Good communication goes a long way in building trusted relationships with 
schools. We encourage The Culture Challenge providers to be positive, 
professional and polite at all times. These simple tips can help you present your 
services in a professional way, and give schools confidence in booking you and 
recommending you to others. 

Ensure your contact details are up to date and correct 
Your public contact details should always be up to date. If you change your email or telephone 
number make sure they are updated on your website, your profile on The Culture Challenge, 
and anywhere else they are listed. 

Use your tools: voicemail, out of office reply and a professional 
email footer
Make sure you don’t miss out on an enquiry. Activate your voicemail service and answering 
machine message, and ensure they state your name or your organisation’s name in a friendly 
and professional manner. An ‘out of office’ reply can be useful if you work part-time or are often 
away from your desk. An email footer with your name, your organisation name, website and 
telephone number can also make things easier for anyone communicating with you. 

Always get back to people
If a teacher calls or emails please ensure you get back to them. If you cannot help them 
with their enquiry or request, it is best practice to let them know. You want every interaction with 
a school or teacher to be positive and professional, even when it does not lead directly 
to a booking. 

Be professional and to the point
When responding to a brief, try to show you have understood the nature of the project, give 
a concise outline of your response, and signpost to other similar projects you have done. We 
don’t expect you to plan an entire project before you are selected for a job, but a succinct and 
thoughtful response helps teachers pick you with confidence. 

Celebrate your successes
If you have a website, include case studies and testimonials from schools – show potential 
clients how happy your past clients are. Examples of how you have worked in other settings 
can help potential clients imagine how you might work with them. When responding to briefs or 
approaching schools, add links to your online case studies. Provide The Culture Challenge with 
testimonials – we’ll add them to your profile.

A brief guide...
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Confirm bookings
Once you have been booked by a school make sure you confirm the booking. Our guidance 
document can help, and you are invited to use The Culture Challenge Booking form. Once you 
have clarified all the details of the booking, write it down (on email or using our form) and email it 
to the teacher. It is in your best interest to make sure all the important details are covered before 
your session. Professional communications with the teacher who booked you will put their mind 
at rest. Where possible, contain all the confirmation details in one email. The day before your 
visit, drop them a line to let them know all is well. Trust us, this is very welcome! Request and 
listen to feedback.

Request and listen to feedback
We have provided a range of evaluation templates and guides to help you gather feedback. 
All feedback whether positive or negative is useful. If a session went brilliantly, ask for feedback 
and celebrate your success through a case study or testimonial. If your work in a school did not 
go as well as hoped, or if you have some feedback for the school, then share it in a professional 
manner, focusing on what you could do differently next time. If you are not selected for a job 
try not to take it personally but do ask for feedback in a positive manner. Take each knockback 
as an opportunity for learning. We encourage The Culture Challenge providers to be reflective 
professionals and listening to feedback is a key part of this. We are all learning.

Shout about your success – but keep young people safe
We fully encourage you to celebrate and share the good work you do with young people, but 
before you take or share photographs of young people always check with the school that it is 
ok to do so. Photo permissions are an important part of the pre-booking conversation (use our 
planning guidance form to help). 

Say thank you
A quick email to say thank you to the teacher who booked you will take a matter of minutes. 
This is a great way to show you’re professional, polite, and appreciative of the work. Plus, it will 
put your name back into the teacher’s mind - which could ultimately lead to another booking.

A brief guide...


