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CAREERS EDUCATION AND GUIDANCE POLICY
 
 Strategic Objectives 2022 – 2025
1. To reduce the risk of NEET and support students to progress to positive Post 16 pathways by
a. Providing meaningful encounters with employers and providers. [GB5, 7]
b. Regular careers interviews and mentoring [GB3, 8]
c. Work experience for those able to manage [GB6]
2. To develop students’ knowledge and understanding of the breadth and depth of post 16 opportunities
a. By developing a stable careers programme [GB1]
b. By linking careers education to the curriculum [GB4, 2]
The Pavilion School undertakes to audit its performance by meeting the Gatsby Benchmarks and tracking this on Compass Plus.
Careers Education and Guidance is a vital part of every pupil’s learning experience and a preparation for the opportunities, responsibilities and experience of adult and working life.
 Aims
 ⦁	To provide students with the skills that will enable them to become independent, responsible and fulfilled members of the community and to ensure that all students reach their full potential in a caring and ordered environment.
 ⦁	To encourage students to develop knowledge and understanding of opportunities, options and progression routes in education, training and employment to develop self-esteem, self-awareness, informed decision-making and strategies to manage transition.

 
Purpose 
To provide an impartial CEG programme for every student, in accordance with the school’s Equal Opportunity policy, that contributes to raising achievement and employability, motivates students, develops key skills, adds relevance to learning and demonstrates care for students.
 Implications
 Students will be encouraged:
a) To acquire a general knowledge of and insight into the world of work together with specific knowledge and understanding of careers and opportunities appropriate to their own interests, ambitions and abilities.
b) To develop a capacity for meaningful self-assessment, an understanding of the future implications of their current work and appreciation of the need for decision making and ‘action planning’ in the long, as well as short term.
c) To recognise the economic and other demands of society at large which will shape the context of their working life and to realise the need for flexibility and training.
d) To recognise, value and use their own abilities and to present themselves in the most positive and advantageous possible light.
e) To prepare adequately for each new stage in their progress to permit smooth transitions from school.

Agreed by the Management Committee
Implementation to be monitored
 
 


The Pavilion School Work Related Learning Policy
 Rationale 
 The Pavilion is committed to meeting the statutory requirements for Work Related Learning and in doing so prepares students for the best possible adult and working life.  It is aware of the need to ensure that the whole curriculum effectively relates to the world of work and maximizes the relevance of its work content.
Statutory Requirements 
[bookmark: _Int_KAPSXv6c][bookmark: _Int_8Wv2uSYx]All students are entitled to experience work-related learning between the ages of 14 to 16 at Key Stage 4.  Work-related learning is planned activity which uses the context of work to develop skills, knowledge and understanding which will be useful in working life. Work-related learning can include a broad range of activities, from a better understanding of the economy, through work-related application of the National Curriculum, to careers education.  From this come the three parts of the Key Stage 4 legal requirement, which states that every young person should be able to:
⦁	Learn through work by direct experiences, such as a part-time job or work experience 
⦁	Learn about work by providing opportunities for students to develop their knowledge and understanding, for example through vocational courses and careers education 
⦁	Learn for work by developing employability skills, such as mock interviews and work simulations 
 Aims
 The aims relate to the national requirements for Work Related Learning and form part of the School Improvement Plan:
 ⦁	Audit Work Related Learning cross curricular provision annually
⦁	Incorporate Work Related Learning into the School Improvement Plan
[bookmark: _Int_KVfG6ZFb]⦁	Plan and promote a broad and balanced curriculum that promotes the spiritual, moral, social and cultural values of the school
⦁	Promote a whole school approach with provisions made through the school curriculum and out of school activities
⦁	Make provisions for learning about work
⦁	Make provisions for learning through work and the skills needed for work
⦁	Ensure every student in Key Stage 4 has experience of Work Related Learning – this could be off site, on site or virtual
⦁	Develop helpful links with local business
⦁	Provide opportunities for students to take part in activities placed in a work context and through this participation, increase students’ knowledge and understanding
[bookmark: _Int_ZFkdLEYM]⦁	Provide opportunities for students to develop the key skills, attitudes and qualities necessary for a successful transition to the world of work
[bookmark: _Int_JVx86SAQ]⦁	Increase student self-confidence, resilience, motivation and commitment to learning
⦁	Raise standards and achievement
⦁	Increase understanding of the “opportunities, responsibilities and experience of adult life”
⦁	Develop students’ understanding of the economy, enterprise, personal finance and the structure of businesses and how they work.





Practice
 The school will achieve these aims by:
 ⦁	Providing in-house inset to staff to support teaching and learning opportunities within the curriculum
⦁	Encouraging staff to identify the contributions of Work-Related Learning and to plan to develop it into Schemes of Work where appropriate
⦁	Promoting a variety of opportunities for Work Related Learning outside curriculum time e.g., visits, speakers, planned activities, mock interviews, business links, etc
⦁	Developing links with the Education Business Partnership and all agencies to continue to support the development of Work-Related Learning through the curriculum
⦁	Developing mentoring schemes both in-house
⦁	Encouraging the practising and development of key skills both in and out of school
⦁	Ensuring that all Key Stage 4 students take part in a one week work experience
⦁	Developing opportunities for enterprise capabilities through GCSE subjects, PSHE, NOCN and vocational education modules 
⦁	Providing extended Work-Related Learning opportunities for targeted KS4 students
⦁	Providing appropriate options choices through the 11-16 curriculum
 Evaluation and Monitoring
 The school ensures that the following key staff are involved in evaluation and monitoring: 
⦁	Heads of faculty monitor the curriculum and the quality of teaching and learning
⦁	Key Stage Managers and Heads of Faculty involved in planning and reviewing Work Related Learning including life skills days
⦁	The Work Related Learning co-ordinator also co-ordinates the Careers Education Guidance in the school
⦁	A member of the Senior Leadership Team [Head Teacher] line manages the co-ordinator
⦁	The link governor for Work Related Learning, is a member of the school management committee.
 
There is a system in place to ensure that the provision is regularly monitored and evaluated:
 ⦁	Through regular meetings between the Careers Lead and SLT line manager
⦁	A Work Related Learning audit takes place annually
⦁	A Work Related Learning annual report presented to the SLT and Management Committee
⦁	Elements of the reports are published throughout the year in a newsletter
 
The learning is assessed and/or accredited in a variety of ways:
 
⦁	Including through the recording of achievement of work experience through diaries and certification. 
⦁	Provision for every student to create a progress file to allow for planning, achieving and reviewing
⦁	A dedicated one to one careers interview and mentor follow up for all Year 11 students and have an individual learning plan.
 Entitlement 
 Following the three aspects of the statutory requirements will ensure entitlement for all learners by providing the following opportunities to learn ‘through’, ‘about’ and ‘for’ work. The school:
Opportunities to learn through work:
⦁	Students will learn through the vocational context of their chosen GCSE / vocational courses
⦁	Year 10 students do a work placement. This includes a planned programme of preparation, students’ learning and development of new skills, evidence gathered and a debriefing at the end of the placement
⦁	All students participate in a life skills program embedded within tutorials. PSHE and assemblies 
Opportunities to learn about work:
⦁	Students have the opportunity to take part in enterprise activities such as: business days, themed days (e.g. ‘Rocket Day’), special projects linked with business 
⦁	All students participate in a  life skills program
 Provide opportunities for work:
 ⦁	 vocational lessons, careers interviews, problem solving, work simulations, mock interviews, personal finance, construction, business.
⦁	Planned activities to develop skills for enterprise and employability
 
 



Quality Standards - Professional Development for staff
 
The school makes provision for continued professional development opportunities for staff ensuring that:
⦁	Areas of staff development needs are highlighted through the whole school self evaluation
⦁	Staff needs are identified, discussed and planned through line management meetings and any Work Related Learning meetings
⦁	All training is linked to performance management and CPD
⦁	The school provides opportunities for continued professional development for staff with responsibilities for vocational and Work Related Learning programmes
⦁	Training provides opportunities for teachers to keep up-to-date with the changes and development in employment, the workplace and business and the requirements of employers
⦁	The school shares good practice in other local schools and other LAs
 
 The Pavilion School works towards achieving all the Gatsby Benchmarks
 The eight Gatsby Benchmarks of Good Career Guidance are:
1. A stable careers programme
2. Learning from career and labour market information
3. Addressing the needs of each pupil
4. Linking curriculum learning to careers
5. Encounters with employers and employees
6. Experiences of workplaces
7. Encounters with further and higher education
8. Personal guidance

 Development of Business Links
 We coordinate with The West London Careers Hub, local and national businesses, Local Authority Careers service and other external agencies such as STEM and Speakers for Schools. The school:
 ⦁	uses the latest employment information to provide details to students in terms of their employability as appropriate
⦁	Makes use of labour market information [LMI] and local employment opportunities and projection of local skills needs
⦁	Builds on links from work experience to support and enhance programmes which are in school
 Access to Impartial Information & Guidance
 The school:
 ⦁	Ensures that the School’s Work Related Learning programme reflects the school’s equal opportunity policy and the disability equality scheme
⦁	Ensures that Year 11 students offered careers guidance with an impartial adult. This is done through the work of Personal Advisers and reflects the interest, ambition and potential of each student
⦁	Ensures that Learning Mentors provided for targeted students and alternative support is provided from external agencies if required
 
 
 
 
 
 
 
 Careers Education and Guidance and Work-Related Learning
Statement of Entitlement for Students
 At The Pavilion, all students are entitled to a programme of careers education and guidance from Year 7 – 11.  This will be delivered through tutorials, the PSHE programme and assemblies. Parents/carers also have the right to information and advice about future options and are welcome to use the links on the school website and speak to staff at dedicated evenings or during appointments. Parents /carers are welcome to phone the school to arrange a careers appointment.
Topics Covered;
Key Stage 3- interpersonal and study skills, self organisation, looking at personal qualities, skills and interests. Setting targets, work categories, citizenship, decision making, career exploration, the world of work, employability skills, personal interests and options guidance for GCSE, progress to Higher Education.
Key Stage 4
Year 10 – self-assessment and organisation, preparation and review of Work Experience, Introduction to College, Employability skills, CVs.
Year 11 – post 16 options, Further Education, Higher Education, applications, study skills, action planning, personal statements, and moving on. All Year 11 students have individual Careers Guidance Interviews with a Careers specialist or mentor.
 ⦁	Careers Interviews – Confidential help to future routes (these are individual interviews but carers and parents are welcome to attend, subject to student permission).  Students will bring home an individual action plan which they may discuss with parents after the interview.
 ⦁	Work Experience – organised in house 
 ⦁	Careers Advice –  This is readily available to all students on request.  
⦁	Access to up to date careers information is available via the internet with guidance by staff.
 ⦁	Attend extra-curricular events e.g. Careers Workshop Events, Access to HE opportunities, FE.visits, career talks and Enterprise and Finance activities.
 It is the student’s responsibility to make full use of these opportunities.  Please sign to acknowledge the Careers Education and Guidance Statement of Entitlement.
 
 
RETURN TO: Chris Wood [Assistant Head Teacher] or Lesley Graham [Careers].
 
We acknowledge the Careers Education and Guidance Statement of Entitlement.
 
Signed (Parent/Carer) …………………………………………………………………………………………………………
 
Student ………………………………………………………………………Tutor Group ……………
 
Quality Standards for Young People’s Information, Advice and Guidance 
(IAG)
 
  
The Pavilion School 
A Code of Practice for Adults involved in Education, Careers Education, and Guidelines to Young People 
Introduction	
Education and guidance aims to prepare young people for the opportunities, responsibilities and experiences of adult and working life. It equips them with the knowledge, skills and attitudes for managing their lifelong progress in learning and work.
 Principles	
Adults involved in the education, and guidance of young people, have a responsibility to act within an explicit ethical framework, which promotes equality of opportunity and puts the needs of young people first. Teachers also need to work in partnership with parents and carers, guidance and support agencies and providers of opportunities in education, training and work.
 Practice	
To promote lifelong development, adults involved in education and guidance will ensure that in working with young people:
 ⦁	The personal aspirations of individuals are treated with respect;
⦁	Individuals are treated without prejudice and have an entitlement and appropriate access to support education and guidance, regardless of race, gender, religion, ability, disability, social background or sexual orientation;
⦁	Individuals understand the full range of options open to them and are helped to develop decision-making and transition skills in order to foster their independence and autonomy;
⦁	Individuals have access to accurate, up-to-date and impartial information relevant to their needs;
⦁	The health, safety and security of individuals takes precedence in all planned learning activities;
⦁	Respect for diversity is upheld, taking into account the beliefs and values of individuals and of the families and communities to which they belong.
 
In work with partners and networks:
 ⦁	They develop collaborative activities with key individuals and organisations in the interests of young people. They will expect partners to endorse this code of practice;
⦁	They recognise the role parents and carers play in guidance through arrangements to inform them about all related issues and by involving them as partners in the process;
⦁	They reach agreement with all those working with young people in the school/college to act in accordance with this code of practice and local quality standards for life-long learning.
 
 
 
 
 
 






THE  CAREERS YEAR
 
Key Stage 3
⦁	Careers and action-planning in PSHE sessions and tutorials
⦁	Statement of Entitlement sent to parents to sign
 ⦁	 Year 9 students to begin planning for Year 10 Options
⦁	Careers and action-planning modules in Lifeskills/ PSHE sessions
⦁	Finance 
⦁	Begin planning for College/University courses 
⦁	Individual progress/careers interviews pre-Options
⦁	Careers Module in Startprofile or icould.com
⦁	Employability Programme through PSHE
 Year 10
 ⦁	Careers activities in Tutor time/ PSHE
⦁	Work Experience Programme
Work Experience is carried out in Year 10 as part of the Employability Programme. Placements are identified by The Pavilion but students are encouraged to arrange their own, and consult the Careers Co-ordinator for contacts.
Preparation for Work Experience begins in Year 9, focusing on “Things To Think About” followed by CVs, letters of application, preparation for specific work / situations and requirements in Year 10.
All work experience placements are risk assessed by an IOSH qualified member of staff to ensure the health and safety needs of the student are met.  All placements must be covered by Employers' Liability Insurance and meet the legal requirements of the workplace. 
An agreement must be signed by the Employer, School, Student and Parents to accept the expectations of the Work Experience placement. 
It is expected that during their work experience, students will keep a diary or journal.
⦁	Begin preparing Personal Statements for interviews
⦁	CV writing 
Year 11
 ⦁	Individual progress interviews at start of year to review Year 10 report and options
⦁	Careers  / Moving On in Lifeskills Days
⦁	Interview skills preparation
⦁	Students carry out TasterCollege and University visits / Summer Schools
⦁	Two plus applications to next step ensured for each student
⦁	School references prepared and sent with early applications to ensure success
⦁	‘Aftercare’ offered on Results day
⦁	All destinations tracked and checked
 
 
 
 
 
 
 
Appendix 1
CAREERS AND WORK-RELATED LEARNING HANDBOOK
NOTES FOR FORM TUTORS
 Your role as a Form Tutor
 ⦁	As a Form Tutor, there are several ways in which you provide support to young people to help make the most of their time in school. Did you know that you are probably also doing many things that contribute to their careers education and guidance?
 ⦁	Most explicit careers work starts here in Year 9 but there are elements of Careers Education and Guidance in place in Years 7 and 8 (or even earlier), for example in the Tutorial programme:
 ⦁	Self-assessment work helps students to understand themselves and teaches them a new skill: reflection on their own strengths and weaknesses
 ⦁	Equal opportunities themes to help to build understanding of people’s roles
 ⦁	Group tasks, project work and presentations draw on some of the major skills needed for work in the future ( Employability Skills)
 ⦁	Reviewing academic progress helps students to begin to learn the key skills of taking stock and planning ahead
 ⦁	Here are some other ways in which, as a Form Tutor, you may be involved in Careers Education and Guidance.
 ⦁	Giving individual students time and attention to talk about their career and course ideas for the future
 ⦁	Reminding students about key dates and deadlines for Careers events  and Work Experience
 
 
 
⦁	Putting up Careers notices in your Tutor room
 ⦁	Visiting some of your Tutor group while they are on Work Experience
 ⦁	Teaching Careers lessons as part of PSHE
 ⦁	Encouraging students to plan their progress, make decisions and record their achievements.
 ⦁	Having a chat with the Head of Careers about your Tutor group, providing information for her/him (and learning more about your students at the same time)
 ⦁	Asking how students’ Careers Interviews went and about their action plans
 ⦁	Getting involved in any Careers events like ‘interview skills sessions or a Careers visit/open day
 ⦁	Having a go yourself at Careers websites such as Startprofile or icould
 ⦁	Encouraging and nurturing your students to get things done, such as getting their application forms in on time
 ⦁	Supporting students in talking to their parents
⦁	Encouraging students to be proactive in sampling opportunities which may arise to test out their next stage choices (6th form, FE/HE courses, Apprenticeship and Training opportunities etc)
 ⦁	Supporting Year 7-9 students to think about the wider implications of selecting their GCSE options
 ⦁	Supporting Year 10 and 11 students to think through their post 16 options.
 
⦁	Liaising with the Special Needs Co-ordinator where a student may require additional advice
 ⦁	Using yourself as a role model. Telling your class about your career to date and how you made decisions or coped with transitions
 
And if you are not already involved, you may want to consider developing your personal and professional skills in this area.
 
Feel free to talk to the Head of Careers at any time with any Career-related queries you may have. 
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