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Wildern Academy Trust 
 

Careers Education, Information, Advice and Guidance Policy 
(CEIAG) 

 
 
Introduction 
 
Rationale for CEIAG 
 
A young person’s career is their pathway through learning and work. All young people need a 
planned programme of activities to help them make 14-19 choices that are right for them and 
to be able to manage their careers throughout their lives.  Schools have a statutory duty to 
provide careers education in Years 7-11 (1997 Education Act, 2003 Education Regulations, 
DfE October 2018: “Careers Guidance and access for education and training providers”) and 
to give students access to careers information and guidance. 
 
Commitment 
 
Wildern Academy Trust is committed to providing a planned programme of tailored careers 
education for all students in Years 7-11 and information and guidance (CEIAG) through MSS 
(Moral and Social Studies), tutor sessions and collapsed curriculum activities.  
 
Wildern Academy Trust endeavours to follow the National Framework for Careers Information, 
Advice and Guidance outlined in the ‘Careers Guidance and Inspiration in Schools’ policy (DfE 
March  2015), as well as the December 2017 and October 2018 updates of this policy, basing 
good careers guidance around the eight “Gatsby benchmarks” – Benchmark 1 being all 
encompassing of our programme. 
 
These 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 
 

This policy was developed and is reviewed annually through discussions with and feedback 
from teaching staff, students, parents, governors and advisory staff. 
 
Links with other policies 
 
It supports and is underpinned by key school’s policies including those for teaching and 
learning, assessment, recording and reporting achievement MSS, enterprise, equal 
opportunities and diversity, health and safety, provider access provision, gifted and talented 
and special needs. 
 

Initial Policy:       June 2001 
Policy Updated:  Oct 2021 
Next Review:      Oct 2022 
Key Person:        LEF    
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Objectives 

 
The careers programme is designed to meet the needs of students at Wildern Academy Trust.  
It is differentiated and personalised to ensure progression through activities that are 
appropriate to students’ stages of career learning, planning and development, in line with 
Gatsby benchmarks 3 and 8: ‘Addressing the needs of each pupil’, and ‘Personal guidance’. 
 
Entitlement 
 
Students are entitled to careers education but information advice and guidance (CEIAG) is 
now advised by the DFE.  This must be impartial.  It will be integrated into students’ 
experience of the whole curriculum, and be based on a partnership with students and their 
parents or carers. The programme will promote equality of opportunity, inclusion and anti-
racism and challenge stereotyping. 
 
(See Appendix A for Student Careers Entitlement Statement). 

 
Implementation 

 
Management 
 
A named member of staff co-ordinates the Careers Programme and is responsible to the 
Head teacher. This area is supported by a Trust Governor.  
 
Staffing 
 
All staff are expected to contribute to the careers education and guidance programme 
through their roles as tutors and subject teachers.  Specialist sessions are delivered by 
members of the MSS team, and tutor team.  The careers programme is planned, monitored 
and evaluated by the careers lead (Senior Leader of Learning).  Careers information is 
available in the Careers section of the Learning Resource Centre, which is maintained by 
the Careers Team and Library staff.  Administrative and delivery support is available to the 
careers lead through the designated Careers co-ordinator.  
 
Curriculum 
 
The careers programme includes careers education lessons, careers guidance activities 
(group work and individual interviews), information and research activities (Learning 
Resource Centre and on online careers resources, and individual learning planning 
activities (Benchmark 4). Careers lessons are part of the school’s Personal Development 
programme.  Other focused events, including a careers fair, practice interviews, careers 
networking, college taster days, trips to visit HE providers, and curriculum days focused 
around enterprise/work skills, are provided each year (Benchmarks 2 and 7).  Also, we are 
beginning to implement an experience of a workplace for all students on an optional basis 
in Year 10. (See Appendix B for Experience of a Workplace). 
 
Staff in all departments work with the careers lead to ensure their subjects have links to 
industry and business that can provide talks and visits to the school, trips to places of work, 
and signposting the skills that the subject develops, that will be essential in future. 
 
Students are actively involved in the evaluation of activities, and there is a dedicated 
careers focus group run by the careers lead and careers advisor 
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Assessment 
 
Career learning is assessed using outcomes based on the National Framework and 
assessment for learning techniques as well as being recorded as part of the Local 
Education Provider/Careers and Enterprise Company’s Compass + monitoring tool.   Year 
11 students complete a Future Destinations questionnaire in the Spring term whilst Year 10 
students complete a careers review in July of Year 10 which is used to inform provision for 
the following year. Year 8 students are also assessed for early careers interest data at the 
same time as making their pathways choices, and this data informs some targeted 
guidance by our careers advisor and activities set by the careers team. 
 
Online independent Careers Guidance and Support 
 
All students have access to their own cohort’s Google Classroom where resources are 
shared as well as dates and activities.  A new online platform for each student, utilising the 
Careerpilot tool has been launched, allow students to maintain a careers profile away from 
the school. 
 
 
Linked Policies:  Moral and Social Studies 
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Appendix A 
 
Student Careers Entitlement Statement   
 
As a student at Wildern Academy Trust you can expect to have achieved the following 
learning outcomes by the time you have reached: 
 

Self Development 
 
You will have had the opportunity to acquire the knowledge, understanding and skills to 
understand yourself and the influences that affect you by: 
 
End of KS3 
 

 Undertaking a realistic self-assessment of your achievements, qualities, aptitudes 
and abilities and present it in an appropriate manner 

 Using the outcomes of your self-assessment to identify areas for development, 
improve and develop self-confidence and a positive self image 

 Using review, reflection and action planning to support your progress and 
achievement and to set short and medium term goals 

 Understanding that views on stereotyping and misrepresented images of people, 
careers and work can affect decision making 

 Recognising and responding to the influences on your attitudes and values to 
learning, work and equal opportunity 

    
End of KS4 
 

 Using self-assessments and career related questionnaires to help identify and set 
short and medium term goals, and career and learning targets 

 Reviewing and reflecting on how experiences have added to your knowledge, 
understanding and skills and then using this information to develop career plans 

 Using review, reflection and action planning to make progress and support your 
career development 

 Explaining the importance of developing personal values to combat stereotyping 
and discrimination in learning and work 

 Using guided self-exploration to recognise and respond appropriately to influences 
on your attitudes, values and behaviour in relation to learning and work 

 

Career Exploration & Employability Skills 
 
You will have had the opportunity to acquire the knowledge, understanding and skills to 
investigate opportunities in learning and work by: 
 
End of KS3 
 

 Recognising that work is more than paid employment and that the value attached to 
different kinds of work varies considerably 

 Describing how the world of work and the skills required for employment are 
changing 

 Identifying and using a variety of sources of careers information, including ICT 

 Using appropriate vocabulary to organise information about work into standard and 
personally devised groupings 

 Using handling and research skills to locate, select, analyse, integrate, present and 
evaluate careers information relevant to your needs 

 Demonstrating knowledge and understanding of the opportunities available to you 
including those vocational options 
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End of KS4 
 

 Explaining the term ‘career’ and its relevance to you 

 Describing employment trends and associated learning opportunities at different 
levels 

 Identifying, selecting and using a wide range of careers information, distinguishing 
between objectivity and bias 

 Understanding the qualifications available post-16, and the similarities and 
differences between sixth form college, further education (FE) and apprenticeships  

 Using work-related learning to improve your chances 

 Understanding the progression routes open to you, comparing them critically and 
being able to explain and justify the range of options you are considering 

 The opportunity to attend college taster days at two different colleges 
 

Career Management 
 
You will have had the opportunity to acquire the knowledge, understanding and skills to 
make and adjust plans to manage change and transition by: 
 
End of KS3 
 

 Using a straightforward decision making technique 

 Identifying, accessing and using the help and advice required from a variety of 
sources 

 Managing change and transition, giving thought to the longer term implications and 
progression opportunities 

 Making realistic and informed choices of options available post-14 

 Organising and presenting personal information appropriately 

 Considering alternative and making changes in response to your successes and 
failures 

 
End of KS4 
 

 Selecting and using decision making techniques that will help in your transition from 
school, these will include preparing an action plan that incorporates contingencies 

 Comparing different options using your own criteria and the outcomes of 
information, advice and guidance 

 Taking finance and other factors into account when deciding about your future 

 Understanding and following application procedures – recognising the need for and 
producing speculative and targeted CVs, personal statements and application 
letters for a range of different scenarios 

 Understanding the purpose of interviews and selecting and presenting personal 
information to make targeted applications 

 Understanding what employers look for in relation to behaviour at work, appreciate 
your rights and responsibilities in learning and work, and know where to get help 
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Appendix B 
 
Experience of a Workplace 

 

Experience of a Workplace  
 
The Gatsby Benchmarks 5 and 6 highlight the importance of encounters with employers and 
experiences of the workplace as vital elements of student development in terms of their own 
personal maturity and for informing decisions about future career and study pathways.  
 
Wildern School has prioritised the experience of a workplace as a core offer to all students 
during Year 10, recognising and celebrating the personal development opportunity it gives 
young people. The Gatsby Benchmarks are a framework of eight guidelines that define best 
careers provision in schools and colleges.  
 
Aims of Experience of a Workplace 
 
To provide first-hand, meaningful experiences to students of the workplace in order to: 
● Familiarise them with the expectations and routines of a working environment (attendance, 

appearance and attitude).  
● Raise awareness of responsibilities for health and safety for themselves and others. 
● To develop skills for the workplace including working with a range of people. 
● To reflect on the experience in terms of career and study planning. 

 

Roles and Responsibilities 
 
The School 
 
● The school will encourage students to find a suitable organisation to carry out their 

experience of a workplace.  
● This will be achieved through liaison with student, parent and employer as necessary.  
● The school will liaise with employers to support them in providing high quality, safe 

placements.   
● The school will satisfy itself that employers offering placements are managing risk, 

understand they have primary responsibility for the student’s health and safety and have 
appropriate insurance in place to cover the student.  

● Each placement will be assessed for suitability and safety by the employer, and school staff 
responsible for health & safety for work placements.  

 
Parents 
 
● Parents will undertake to support students in sourcing a suitable placement and abide by 

the information given by the school.   
● Parents will need to give consent for their child to attend the chosen placement.   
● Parents are responsible for organising safe travel for their child to and from the placement 

and for covering any travel costs   
● Equipment such as safety boots will need to be sourced and paid for by parents.   
● Parents maintain their responsibility to notify the school (and employer) of any absence. 

 
Students 
 
● Students will agree to attend the placement punctually, with the right equipment, clothing 

and attitude.   
● They will not disclose sensitive information regarding the business to others. 
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Employers 
 
● Employers will undertake to provide a meaningful, positive experience of a workplace to 

the young person, and conduct a risk assessment.   
● Employers will have the appropriate insurance (Employer Liability Insurance), welfare and 

safeguarding protocols in place.   
● Employers agree to safe practices, complying with safeguarding, GDPR and HSE 

regulations, for example, ‘Be Safe – An Introductory Guide to Health and Safety’ - 
www.hse.gov.uk/youngpeople/workexperience.   

● The employer will ensure the student is inducted on the first morning and has a named 
supervisor overseeing their programme of activities whilst on site.   

● Employers will discuss appropriate lunch time arrangements with students. 
● Each placement is assessed by Careers staff for safeguarding risks.  
● If a student is being transported between sites, the employer should have business 

insurance to carry the student and DBS checks if 1:1 working.   
● Incident reporting: The employer will notify the parents and the school, by telephone and 

as soon as practicable, of any accident, of any case of ill health or any other incident 
which relates to the student’s work placement. When appropriate, the employer will 
comply with the provisions of the Reporting of Injuries, Diseases and Dangerous 
Occurrences Regulations 1995.  

● The employer will have access to adequate first aid facilities as required under the Health 
and Safety (First Aid Regulations 1981). 

 
Equal Opportunities 
 
This opportunity to experience the world of work is an entitlement for all, so the school 
endeavours to support students in accessing a placement that meets their needs.  Working 
with parents, wider school staff and suitable employers, careers staff are able to match a 
student to the right placement. 
 
How do students find placements? 
 
The Careers office manages the administration of experience of a workplace and maintains a 
database of local employers.  Students are strongly encouraged to source their own 
placements using family contacts and local employers.  Staff are available to offer advice and 
support to students seeing a placement and in specific cases where students need extra 
support, staff can arrange a pre placement visit. 
 
Preparation for Placement 
 
Parents and students sign an agreement form that establishes parental permission and 
confirmation that the student will attend abide by the health and safety and behaviour 
protocols.  Students email or telephone employers to arrange a pre-placement meeting and/or 
confirm placement details. Prior to placement, Year 10 students attend an assembly that 
includes a talk on health and safety and behaviour expectations in the workplace.  Logbooks 
will be distributed to students prior to their placement. 
 
On placement 
 
Students record their experience and reflections in a logbook.  Issues or concerns can be 
addressed at the time or followed up as appropriate later. 
 
Following the placement 
 
Year 10 students will have a debrief session with their tutors to review their placement.  
Students complete an evaluation questionnaire and hand in their completed logbooks. 
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Monitoring and evaluation 
 
The school aims to ensure every child has a positive experience on placement and this is 
monitored in a number of ways.  Questionnaires: Students and employers complete an 
evaluation questionnaire on the success of the placement. The feedback from these 
questionnaires informs the Careers team for future planning.  Concerns and incidents are dealt 
with by the Careers team.  Information and evidence is gathered from relevant parties 
including the employer, student and parent to establish what has happened and what needs to 
be done.  If necessary the school safeguarding lead is contacted for advice and external 
authorities informed as necessary. 

 
 

 
 

 

 

 


