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Passport to retail has been designed with the student’s progression at the forefront. This brilliant 
project will take the students on a tour around the Retail industry, learning about not only what 
services are classed as retail, and it’s history but what careers and entry level roles are available 
within the sector. The students will dive into the following 4 areas of the retail industry, customer 
service, retailors and their products, retail payments and all things employment related. Within 
each unit the student will learn, test and progress in the hard and soft skills needed for each role. 

The project will be very hands on however, there is classroom-based learning. The project can 
be as realistic as your school’s facilities will allow, please don’t worry if you don’t have big and 
wonderful resources to utilise, there are plenty of suggestions on how you can create the settings 
in other ways.

Project Aim: 
The aim of the project is to educate and upskill the students to be ready for their next steps either 
into further education within the sector or employment/ volunteering. The students will work 
through 4 units covering 4 areas of retail, along the way the students will collect stars on their retail 
passport, signing off the units as they collect all the stars in that section. The passport cannot only 
be shown as skills and knowledge achieved but can also be used to shape a CV and evidence 
experience for job interviews. 

Key Stage focus:  
KS3 -  Depending on your students’ abilities and needs you could start the project within KS3, this is 

can also be an option for mainstream and middle schools.  

KS4 or 5 -  The option to complete the bulk of the project can either be completed in YR11 or sixth 
from depending on your school sixth form and student ability. 

KS5 -  The extension task to this project would be to link internal or external work experience 
for real-life work practice, giving a clear on the job experience and continuing their 
development of work and sector skills. 

Gatsby Benchmarks Covered: BM2, BM3, BM4, BM5, and BM6 
As the project is so broad and is achieved over a large span of time covering vast content it 
enables many of the Gatsby Benchmarks to be covered. You will see from the lesson plans when 
and how they are achieved. 

NOCN Qualification: 
By following Passport to Retail, students will be able to use their skills and knowledge gained to 
achieve a recognised qualification from NOCN. Passport to Retail provides a range of skills that 
are linked with the NOCN Entry Level Certificate in Preparing for Further Learning or Employment 
(Entry Level 3) (Retail) qualification. The lesson plans will include how it meets the Regulated 
Qualifications Framework (RQF) to allow you to gather the evidence required. The lesson plans will 
also include links to the associated NOCN assessment booklets.
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Target Audience:  
Initially the project will be working with sixth form students (YR 12,13 and 14), with the hope to 
expand it further if successful. The project, however, covers KS3,4 and 5. The bulk of the project 
can be delivered with YR11 if you don’t have a sixth form or feel the students have the capacity 
to undergo the project at that time. 

The project is aimed at SEND students however, the learning and lesson plans can be adjusted to 
meet the needs of a wider audience. Please get in touch if you need any support on this.

Project Outlined: 
Passport to Retail:  
The content of the project is designed to plug and play, with session plans and resources to 
accompany. I will be using the term session instead of lesson, allowing the school to interpret the 
content into their time frames, the sessions have been given no timings due to the fact each class 
will work at different speeds, therefore this will be down to the school to finalise ready for teaching 
in a lesson. 

Units have been written in a progressive order however, they can be completed in an order that 
is most appropriate for the needs of the students, overlapping of units can also be achieved if the 
schools wish.

pASSPORT TO RETAIL

Unit 1- Customer Service
Element 1: Customer Service and Greetings 
(What is customer service, Basic customer 
service skills, Customer greetings)

Element 2: Know Your Store  
(Types of store layouts, Skills on how to 
remember the products area)

Element 3: Customer Service Desk 
(What is the function of a customer service 
desk, Staffing structures) 

Element 4: Industry visit 
(Focus on customer service)

Unit 2- Retailers and their Products
Element 1: Types of Retailers 
(Understand the different types of retailers, 
different types of products sold in retail)

Element 2: Safe Storage and Stock 
(Product storage, health and safety, stock 
control)

Element 3: Displays and Marketing 
(Retail dispalys and how products are 
marketed, understanding market terminology)

Element 4: Industry visit 
(Suggest you visit a high street to look at 
different types of stores found)

Unit 3- Retail Payments
Element 1: Payment Methods 
(Types of payment methods & how they 
process them)

Element 2: Returns, Refund & Up Sales 
(Types of returns, what they are and how to 
process them)

Element 3: Other Pay Point Jobs 
(Packaging, promotions, cleaning, & the till roll)

Element 4: Industry visit 
(Focus on the payment of products)

Unit 4- Employment 
Element 1: Becoming Employed 
(CV writing, Covering letters, Vocational 
profiles, interviews)

Element 2: During Employment 
(Starter paperwork, Access to work, wages 
and tax)

Element 3: Progressing in Employment 
(Appraisals, promotions, qualifications, job 
trials)
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Suggestive project time frame

Term Unit Visit topic

Term1 1 - Customer Service Ensure the shop has a customer service desk, 
suggestion: supermarket, or larger store. Focus on 
general customer service and an insight to the 
customer service desk

Term 2 2 - Retailors and their products A high street would be great allowing you to visit 
several different shops to see their products and 
retail set up

Term 3 3 - Retail Payments Ensure you visit a shop with enough tills, maybe 
even self-services tills

Term 4 4 - Employment Work extending the unit by inviting your EAs to hold 
mock interviews or asking the students to complete 
application forms etc. You could also invite your 
local school officer from DWP to talk. 

Introduction Lesson: this can be covered over 3 Sessions  
(introduction to hospitality, Introduction to what the roles are within hospitality and what skills are 
needed and, Introduction to the project ahead)

Project completion: This could be a reward/ celebration style event. 

Post project KS5: Internal or external work experience organised by the school (supported by EC 
if required). Extended interactions giving a real life on the job experience. This can be supported 
by The Inspiring Worcestershire BM6 document. 

Each unit will have job descriptions for the students to look through and see if their skills meet or 
whether they understand what skills they have to gain. 

Note: current videos with the lesson plans are from YouTube, the intention is to have tailored 
videos recorded with partners in the local hospitality sector. 

Teaching tools: 

The project has been designed in a way that should enable you to pick it up and go, including 
lesson plans, flash cards and additional resources. You will need a classroom and a computer for 
some parts of the project. Each lesson plan defines what resources you will require to proceed 
with that lesson.

Please ensure you read through the lesson plans and split them into timings and chunks that work 
for your students. 
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The Passport: 

Each of the 4 units, including the break down of each topic will be found on the passport under 
the relevant header. 

As the students progress through their classes achieving the skills required you can give a star for 
the completion of the section, once the student has collected all the corresponding stars for the 
section, they can be signed off with a stamp to show they achieved the unit. 

The idea is to collect the 4 stamps for the 4 units, showing that the students have had a full 
rounded experience of the retail world. To celebrate the achievement of completing the project 
we would encourage a celebration or presentation event including the businesses you visited 
along the way.

 




