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Stationery Shop

Summary

The Stationery Shop Step by Step

Phase 1
Enterprise business planning

Next Phase
Launch business & trade

Next Phase
Evaluate business & its impact
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Stationery Shop

Giving Children Ownership 

Pupils Profit Enterprise Toolkit
The toolkit gives the children ownership of their business from the outset

What’s Covered:

10 Enterprise Training Modules on: 

Business Operations and Health and Safety, Product 
Selection Pricing and Profit, Marketing, Market Research, 
Job Role Application (they assess their skills for seven 
specific job roles), Receiving a Delivery, Preparing for 
Launch, Selling, Stock Taking, and Evaluation. 

Resources included:

For Children:

•  Template based training materials for modules 1-5.  
These will become their business plan, which they  
will present to the Head Teacher for sign off. 

•  Motivational ‘Profit Point’ stickers to be awarded  
for good business ideas/businesslike behavior.

•  Stationery Shop samples to samples to score and 
return to Pupils Profit.

•  On the job learning guides for modules 6-10

•  30 Job Role Application Forms, 30 Interview 
Assessment Forms, and 30 Job Description Booklets. 

•  Enterprise Folder containing operational documents 
including the How To Guides.

For Staff Supervisor: 

•  Comprehensive Staff Guide

•  Power Point Slides with Prompts
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Directors Checklist

Stock Control Manager
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You are the overall project manager responsible for the business. Use the  
Directors Checklist to let each team member know what you expect from them 

You may need to arrange team meetings to discuss the business –  
these should be agreed with the Staff Supervisor.

Work with Buying to ensure they are purchasing the products that are selling well.  

e.g. Buying may ask you to check their orders for more stock, you’ll need to check  
the sales of these items to be sure they are all selling well.

Work with Marketing to ensure your business is well promoted throughout the school.

e.g. Marketing will put together a Marketing Plan, which you will need to agree to.  

Work with Stock Control and Finance Managers to ensure that the results of stocktakes  
are indicating good stock control.

e.g if losses are being experienced, request each team to count their full stock holding  
every time the shop opens, and all the money they’ve taken during that days opening.  
If you need more advise on this contact your Staff Supervisor.

Work with Market Research to ensure they are finding out what the customers  
like/dislike about your business. 

Work with Sales Team and help out in the shop as required. Agree selling times and  
dates with Sales Team. Ensure the displays are appealing and clear, ensure customer  
service is outstanding, ensure the sales area is safe, and ensure that procedures about  
handling money and stock storage are being followed.

You are responsible for ensuring the team complete the End of Term Evaluation  
of the Business Performance.

End of Term Evaluation of the Business Performance – ensure all the team  
are completing their section of the Evaluation.  

Director to decide on any changes to be introduced following the Evaluation.

Your Job Role
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Name of Candidate:

Class:

Preferred Position:

Interview Candidate 
Assessment  
Form

1

3

2

4

Score:     1     2     3     4     5

Score:     1     2     3     4     5

Score:     1     2     3     4     5

Score:     1     2     3     4     5

1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16 17 18 19 20Total Score:

Tell us a little bit about yourself and any experience you have in selling or serving  
eg in a shop or restaurant.

What skills do you have that would make you suitable for the role you’ve chosen? 

Why do you wish to become a member of the enterprise team?

What are your ambitions for your future?

Notes:Interviewed by:

Date:

Module 5

Buying Manager
Job Description Staff Guide

pupilsprofit.com

Name of Candidate:

Class:

Position Applied for:

Candidate 
Application  
Form

Why do you want to be part of the business team?  

What skills do you have that will help you to do this job role?  

How do you feel this will help you in your future?

What experiences have you had at home, school or at a workplace that will 
help you to do this job role?

Are there any other job roles you would like to do (and why)?  

Module 5



Stationery Shop

The Products03

Stationery Shop Range
Half the range can be sold for around £1 

Products include: 

Eco friendly products including scented pencils made  
from recycled newspapers, and pencil cases made from 
car tyres

Ergonomically designed pens to improve hand writing

Items which support topic based learning such as Top 
Trumps (natural world/animas only)

Fun items such as bendy pencils and animal erasers

Erasable pens and glue sticks

Prices: from 36p

Delivery: 

Orders of £75-£149 excl vat – £7.95 + vat

Orders of £150-£299 excl vat – £3.95+ vat 

Above order value of £300 excl vat – Free



Stationery Shop

Why a Stationery Shop run by pupils?

Demonstration of the needs addressed by the  
Stationery Shop project throughout a school year:
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Maths Eco-Friendly PSHE

•  Mental arithmetic

•  Data handling

•  Problem solving

•  Forecasting

•  Budgeting

•  Handling money

•  The range features a selection of 
Eco-Friendly biodegradable and 
recycled products supporting a 
strong environmental message.  
The Ergonomic range is designed 
to boost legibility and speed of 
handwriting. Educational stationery 
supports topic based learning  
(eg Sport, Natural World).

•  Team work

•  Confidence

•  Career choices

•  Employability skills

•  Self motivation

•  Resilience to change

•  Less risk averse

•  Creative thinking

•  Children assess own skills  
as they apply for job roles



Stationery Shop

What’s different about Pupils Profit?

Why Pupils Profit
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Sustainability: 
The initiative lasts  
a school year 
deepening the 
children’s learning.

Ownership of 
business plan signed 
off by the Head 
Teacher.

The inherent demand 
for stationery drives 
the sustainability of 
the Stationery Shop.

Self Funding: 
The Stationery Shop 
will turn a profit.

Product Integrity: 
The Pupils Profit 
product range is 
comprised of Eco 
Friendly, Ergonomically 
Designed and 
Educational 
stationery products.

High quality regular 
evaluations are 
carried out.

Experience: 
The training has been 
created drawing on 
17 years of retail 
marketing and sales 
experience and 6 
years of training 
school children  
to run a sustainable 
enterprise.

Value: 
The Enterprise Toolkit 
is competitively priced.

It can be passed 
onto the next year 
group using peer  
to peer mentoring.



info@pupilsprofit.com

pupilsprofit.com


