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Careers Policy

Careers Education and Guidance Aims to:

· Provide access to careers information for every student throughout KS3 and KS4.

· Make every student aware of his/her skills, potential and career opportunities.

· Provide guidance leading to informed decisions at each crucial stage of development e.g. Options in Year 9, career routes, choices at 16+, work experience, choices at 18+.

· Give students an understanding of some economic and work concepts including an insight into industry and Labour Market Information/WRL

· Broaden students' experience and understanding of the social, cultural and equal opportunity elements in the world of work.

· Provide access to support from Careers PA, PSHE Tutors, Year Managers, Career Counsellors, employers and outside agencies.

Process

· Careers work is an integral part of the PSHE programme in Year 7 to Year 11.  The resources are regularly evaluated and updated by the Head of Careers who is responsible for delivery in collaboration with the Careers PA and Headteacher.

· Students are encouraged to analyse their skills, interests and abilities in order to action plan their career aspirations.  The students' skills, knowledge and achievements are recorded for the benefit of employers/colleges and students are encouraged to take their Profile materials to interviews.

· Consultation is encouraged at all stages including parental involvement at Career's Interviews and Parents' Evenings when there will be an opportunity to consult with Career's Advisers from Year 9 onwards.

· Students and Parents will be made aware of how the skills and knowledge within the National Curriculum Schemes of Work can contribute to careers and work.

· The Careers Library plays a significant part in decision-making on career routes with emphasis on individual research in Years 7 - 11.  Each student receives an introduction to the Careers Library in Year 7 and is encouraged to use the facility in his/her own time.  Access will be provided during PSHE lessons and at lunchtimes when the Head of Careers provides support and guidance.

· Every student has an entitlement to work experience through the Work Experience Providers.  This will provide self-awareness, an insight into the world of work and an opportunity to experience a working environment.  Increased maturity and the acquisition of skills and knowledge of a particular career are additional benefits.  Work experience also helps students to develop co-operative and interpersonal skills alongside a sense of worth and achievement.

· The Head of Careers will provide confidential and impartial advice and the offer of a personal careers interview with her.
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SECTION ONE: CONTENTS

Student Entitlement to:

1.1 Information and participation regarding option choices

During the Year 9, all students receive a course for a term consisting of decision making and option choices. The course includes examining students’ academic and personal skills, looking at careers information, examining option choices offered by the school and matching up all four areas. During the course students will receive counselling from the Head of Careers, subject teachers, PSHE teachers and careers PA.  Individual counselling will be given by the SLT and form teachers   Booklets and videos are used in the PSHE lessons to give more information.  ILPs are being used from Y9.

During Years 10 and 11, guidance and counselling is given to aid students with their choices at 16 plus. This is co-ordinated by the Head of Careers. Information is given by PSHE teachers, Head of Careers, Careers PA, (industries and employers, services at conventions) and further education establishments.


When appropriate, the school will organise a Careers Convention which will provide information to help students from Year 9 to Year 11 to make choices. The conventions have been run for Years 8 to Year 11 and are generally held biannually.


Most of the material is delivered in PSHE lessons, which comprise one period per week of fifty minutes, and Careers is taught in a series of lessons as one unit of work in the PSHE programme.  Self analysis, job families and opportunities at 16+.form part of this programme.

1.2
Review of future aims and objectives linked with curriculum options

After initial choices in Year 9, students are monitored through the school reporting of progress systems. Reviewing is completed by the student with form and subject teachers.  (ILPs – Y9+)

During Year 10 and Year 11 constant reviewing of students’ progress is maintained so that the careers PA/careers co-ordinator/PSHE teacher has all the relevant information in order to counsel each student on choices at 16 plus.

1.3
Individual counselling sessions which are structured, recorded and assessed

PSHE teachers, Form and Subject Teachers for Year 7 to Year 11, counsel all students in line with the  Assessment policies.  The outcomes are recorded and discussed. Subject teachers review/assess and record throughout the year for each student. In year 11 students receive an individual careers counselling session with a careers PA in line with government and careers office policies. The outcomes are recorded and copies are received by students.  Further discussion/guidance can then take place by Careers Co-ordinator and Form teachers with each student with 16 plus placements in mind..  Students may request a further interview with the Head of Careers or Careers PA.

Careers information and progress with careers are recorded in PSHE lessons and kept in students’ own files (Year 7 to Year 11). CV and applications are stored in student files used in PSHE.  Students may attend the careers library in order to obtain counselling from the Head of Careers - this operates three lunchtimes per week.

1.4
Individual advice from a Careers Advisor

This essentially takes place in Years 9 to 11.  Designated students receive at least one session of counselling with a Careers PA. Careers PA work with groups in careers sessions held for Year 9 - Year 11 students (according to Partnership agreement).

Guidance by staff and external agencies is also available for Year 7 to Year 11 students/parents at each Parents’ Evening. Careers PA and further education establishments are represented at Year 10 and Year 11 Parents' Evenings.  Advice is given to students by F.E. on student interviews at college in Y11.

1.5
A programme of industrial experience
Industrial experience is catered through PSHE/careers work and other work related learning; (see WRL Policy).

 Students are introduced to different schemes including Apprenticeships during PSHE/Careers lessons.  Careers PA brings in application forms in May (Y11 work) for WB placements.

In some subjects/areas employers come in to discuss the career opportunities available for students post 16.  General information about applying for work/courses/interviews/work in general is also given by visiting speakers. e.g. colleges, training agencies, careers PA.

Work experience is part of Year 10 careers work.  

LMI work looks at the local and national scene; input in Year 9 and Year 10 by Careers PA and planned in Careers lessons (see SOW).

Subject areas will become involved with imparting specific careers information relevant to their curriculum area, e.g. opportunities for careers, displaying careers information and inviting guest speakers from relevant industries.  (see WRL).


Mock interviews have been offered to Year 10 students and it is hoped to continue these.


1.6
A recorded negotiated action plan will produce an ongoing package of careers education to meet students' articulated needs


In Year 7 and Year 8 students' examine basic academic/personal skills and evaluate these. General information about work and careers is given. Links are made between skills and careers. Recording is done via the schools reporting systems.  Links with employers, employees and careers PA are made. Students are introduced to the careers library and they start general careers information searches.


In Year 9 decision making skills are examined.  Fact finding on careers, qualifications post 16, individual counselling and option choices are all part of careers education.        A career action plan is produced at the end of the careers module in Y9-11 and an ILP system will be running for all years from Sept.2007.


In Year 10 and 11 students are prepared for decisions at 16 and the various options available to them as well as preparation for life and work in their later years. Counselling is on individual and group basis. Careers education will include guidance; interviews, CV/letter writing, information gathering, examining aspects of the world of work, WRL, economic awareness, work experience, visits, guest speakers from FE and industries (where possible) and opportunities post 16. Work is also covered on health and safety and apprenticeships.

1.7
Work Experience is offered as an entitlement
Work experience is supported by preparation and debriefing sessions.  In Year 10 students and parents are given the opportunity to attend the launch evening where the process of work experience is explained.  This session is followed by students making their placement choices - PSHE staff, Head of Careers, members of the Year Team and Work Experience Providers personnel are on hand to help students make their choices.  All students are entitled to take up the work experience in Year 10.  During Year 10 students are given work in PSHE lessons on health and safety at work in preparation for their placement.  Students work through a series of exercises in preparation for work experience.  Health and Safety guidelines for work experience are issued.  The placement usually takes place for 2 weeks.  Debriefing sessions use prepared booklets and discussions in the PSHE programme.

All students on work experience are visited at the employer's premises or site where they are working to ensure students are inducted into work and have been given appropriate health and safety instructions and that they are progressing with the agreed programme and terms.  (Staff guidelines are issued in Staff Handbook).

GCSE vocational courses run for some students under the option choice system, in Years 10 and 11.  Courses also use Careers Library/LMI.

Students are encouraged to complete a personal challenge and become involved in community work. Some students have received these certificates as well as ones for work experience.

1.8
Parental Involvement
Parents are involved in the process of careers education through Parents' Evenings, open days and by letter for any special careers events/visits. They have access to careers information through contact with Careers PA at parents' evenings and they are invited to attend their child’s individual counselling session with a Careers PA in Year 11. In Year 10 parents are invited to the Work Experience Launch/Careers Evening where Careers and work experience is explained and initial choices made.  Information is also communicated to them in the school brochure on careers input.

Parents are invited to discuss their child’s progress under the reporting system.

Option booklets are sent home to parents in order to help them discuss their child’s decisions on subject and career choices and the school offers opportunity to discuss the decisions with senior staff.

The school brochure has a brief section on the school's policy/aims of careers education.  Parents receive these brochures before their child attends this school.

Specific year letters to parents include relevant information on careers events/education.

SECTION TWO: CURRICULUM CONTENT DELIVERY AND GENERAL MANAGEMENT

The Policy And Action Plan Should Describe:

2.1
Curriculum content and plans for careers education and guidance 

Year 7: Concepts of work and the world of work are introduced. Examination of personal qualities/skills needed in employment. Stereotyping and gender roles are examined. Introduction to careers library.
Year 8: Continue work in careers library and fact finding on specific careers. Examination of self-skills/qualities and how they match up with what employers require. Case studies which look at issues of sex stereo typing, entry into non traditional careers.
Year 9: Decision making: option choices, fact finding on careers, job families, matching up their skills with suitable types of careers. Guidance and counselling of individual students by PSHE teachers. Talks and help given by careers officers.  ILPs written and action plans.  LMI work.

LMI Work/WRL


Year 10 and Year 11: Guidance Information and counselling of individual students as to options 16+. Work is to be done on CV writing, interviews, information gathering on suitable careers, applications for employment, health and safety guidelines, work experience, guest speakers from FE establishments, training and apprenticeships information and Career videos.

LMI work delivered by Careers PA and PSHE staff.
All students have one period per week of PSHE Units are spent on careers information/education and guidance. Mrs Leather co-ordinates the careers work and PSHE work. WRL is coordinated by Amanda France under guidance of DL & DP.

2.2
The methods of delivery of careers education

Most of the careers education is delivered during PSHE lessons.  All years have 1 time tabled lesson per week for PSHE work. Delivery is by: Careers PAs, Head of Careers, guest speakers and PSHE teachers for the units of CEIG.
Access to the careers library and counselling from the Head of Careers is available three lunchtimes per week, as well as the stated time tabled lessons.
Activities have included visits, videos, guest speakers, mock interviews, conventions, discussion, sheet activities, fact finding. It is hoped to continue with these in the future.

2.3
Staff responsible for careers education guidance and counselling

 
Mrs Leather co-ordinates the careers guidance and counselling within the school.  The PSHE co-ordinator, Mrs Leather, is responsible for allocating time given to careers within the whole PSHE programme.  Line Manager is Mr Pridding the Headteacher.  The governor responsible for careers is Ms S Blakemore. Ms Amanda France is Work Related Learning and Work Experience co-ordinator, with DL and DP as her line managers.

2.4
Staffing allocation and time to meet the career needs of the students in the school


All years have time tabled lessons on PSHE/Career work. It is the school's aim to timetable the Head of Careers/PSHE to give time to work on aspects of career guidance and counselling during their PSHE lessons. The school will also look at the problem of giving time for updating material in the careers library as well as giving individual students access to the careers co-ordinator.  Time is limited as Head of Careers is also a form teacher, PSHE Co-ordinator, in charge of links with Industry and delivery of Work Experience, and contributes to citizenship work and WRL.  DL is also AST for CEIG for Rotherham LEA. 

2.5
Monitoring and evaluation of the effectiveness of the careers education, guidance and counselling programme


This will mainly be achieved through the processes of recording students' achievement.  Various exercises used in PSHE lessons help evaluate careers education.


Each student from Year 7 onwards records their careers work in PSHE lessons and it should include - subjects chosen, work experience; hobbies and interests; application for employment/college; and interviews/placements. Guidance will be given and will be carried out by Head of Careers, Careers PA and PSHE teachers.  


Students, PSHE staff and Careers PA will help in evaluating the careers work in order to assess the value of work and information given in lessons, so that future planning and development can take place.

Careers/PHSE work is graded and marked and record of marks kept in mark books.  Self assessment is also used to help with target setting and ILP work.

2.6
Methods of ascertaining destination of students
The Careers PA will pre-place many students in April/May of their final year for modern apprenticeships/E2E.

Colleges seek information on the students in Year Eleven.  Destinations of students are provided by local FE and sixth forms.
The careers PA gives an update/figures/analysis on all school leavers.  Student is to record destination (if known) on summative document.

2.7
Details of joint arrangements with the Careers Service
Partnership agreements are compiled each academic year.

The Careers PAs are involved in all Year 9 to Year 11 Parents' Evenings and Careers Conventions run for Years 8 to Year 10.

.

They have an input in Year 9 option choices/fact finding on careers. They are also involved with Year 9 to Year 11 careers programmes as defined in partnership agreement.

They are involved in careers conventions, helping with mock interviews for Year 10 students (when applicable) and providing information on interview techniques.  They will help provide LMI for use in careers lessons.
They counsel some individuals in Years 9-11 and produce careers action plans for those students. 

2.8
Details of in-service training arrangements 

· For those managing careers education, guidance and counselling

· The Careers Co-ordinator will explain delivery of materials and train the teachers involved.  Training is given on use of careers library to both staff and students.  Staff monitoring students on work experience are given guidelines, form teachers are informed of the work experience process and information is placed in the staff handbook

· All Year 7 to Year 11 students are inducted into use of Keyclips, Kudos and use of the careers library.   All years will have at least one lesson per academic year to access materials in library or CLC during their PSHE lessons.

· Joint training with careers service personnel is given for certain year teams and staff when appropriate. 

· The school enables the appropriate members of staff to attend suitable courses. e.g. Head of Careers courses, courses run by Careers, Quality Awards workshops and work experience co-ordinators meetings.

2.9
Details of how the school’s written policy and action plan for careers education, guidance and counselling is communicated to the staff
Copies of the school’s policy document will be kept by governor, SMT and is placed in Staff Handbook.


PSHE work includes the aims for careers guidance units and careers material in addition to a suitable written explanation of the material.


A copy of the careers guidance/counselling and curriculum for all years is held by the Headteacher, and the Careers Co-ordinator.


Information and changes are recorded and the policy document updated annually.

Statement on careers policy to be placed 

in school brochure

POLICY AIMS
Links with Industry
It is the aim of the careers department to help foster links with industry to benefit all students.  Subject staff are encouraged to make links with industry for use within departments.  (These links may be used for site visits to see how aspects of industry work.)  Visiting speakers can be used to enhance N.C. coursework.  Students may work shadow an occupational area or attend the workplace on a work placement. WRL co-ordinator will help establish some of these links.

Within careers, work links are made with industry for the purposes of careers conventions, mock interviews, using employers for year activities and work placements for work experience.

During their five years at Thrybergh students will have met a variety of employers and agencies in some capacity through activities such as, mock interviews, careers conventions, through talks given by FE establishments or industry simulation exercises and work experience activities.  WRL is also partly delivery in CEIG; (see WRL policy).

Appendix 1 gives examples of audits to assess links with other organisations.

See work experience policy document for details on work experience.

Health and Safety

Careers/Work Experience

Each Year 10 student will be given a booklet outlining the main points and guidelines for Health and Safety in Training.  The booklet is called "Be Safe".  Students will also be given guidance and information on health and safety in the work place and in their PSHE lessons.  Before work experience students will be reminded of the health and safety guidelines and be encouraged to re-look at their information.  Work experience booklets will incorporate reminders on health and safety policies.  Students and staff who visit placements will be issued with guidelines to help them to ensure that the student is aided and made aware of health and safety rules at work.  (These guidelines are also available in the Staff Handbook - also take into account the school policy on child protection).
Marking 

Careers work forms part of PSHE programs of study.  The marking policy is therefore one which reflects the whole school marking policy of giving grades for effort or written comments may be added to the students’ work.  Students will be encouraged to be involved in self assessment, review and target setting.  "In house" certificates may be given for careers research work and for preparation for applying for jobs/and completing a mock interview.  (Examples of these are kept in PSHE documents).

Special Needs

The department is working towards presenting the careers resources in a variety of ways which can be accessed by all students e.g. differentiated worksheets where appropriate, the use of videos, booklets and discussion work to access information.  D Leather will monitor the links between the Careers PA and Co-ordinator of Learning Support to ensure the requirements of the partnership agreement are met.

ICT

Students are encouraged to word process their CV in Year 10 using the ICT room at lunchtime plus time allowed to produce these during ICT lessons.

Students are encouraged to use Kudos/Keyclips software material to access careers information.  Most of this software is accessed at lunchtimes by students who use the careers library.  Some students use these programme during the careers library sessions or in GSCE lessons when they are researching careers on line.

At present two computers in the PSHE room are equipped with the careers software programmes so use in  a careers library lesson is limited.  Students can access these programmes when the careers library is open i.e. three lunchtimes per week or on the network at lunchtimes.  Kudos and keyclips are on network system and can be accessed by students at any time.  CDs are available in Careers Library for use by students.

Careers and ICT

From Year 7 to Year 11 the careers department will use ICT as a vehicle to enhance careers work.

In Year 7 students will be introduced to the careers library and the Keyclips programmes.  They will also have the opportunity to use these programmes at lunchtimes on the network and in the careers library.

In Year 8 students will be involved in the retrieval of careers information using Kudos in the CLC or IT rooms.  They will also be able to use the matching part of the programme and database.  This will be done by the Spring term.

In Year 9, after studying careers and option choices in the Autumn Term, students will be given the opportunity to produce a careers action plan and ILP.  This action plan can be used as a basis for work in Year 10.  An action plan will also be produced in Year 10 using ICT (if students prefer to do this) or in hand written form.  These will feed into the ILPs.

In Year 10 and 11, after working on methods of applications for jobs, student will word process a CV for use in mock interviews and ICT work. 

Following a mock interview students will be asked to review their experience.  Work for this can be done in an ICT lesson where they will be asked to combine text with digital images.

A similar exercise to the mock interview review can be done following work experience.

It is intended that each class from Year 8 to Year 10 will be booked into the CLC or ICT rooms to use the Kudos programme.  Year 11 can access careers websites in CLC, Careers Library and ICT rooms.

Equal Opportunities Policy   

We aim to provide programmes of study which encourage all students to develop to their full potential and provide access to impartial careers guidance and education.  All students are encouraged to take up a work placement under the scheme.  The careers education programme is an entitlement (Every child matters).

Management of Department

The careers co-ordinator D Leather works in collaboration with Head teacher  Mr Pridding  and  PSHE teams and Year Managers.  (See timetable sheets for PSHE staff).  Members of PSHE team teach across the whole ability range.

Responsibilities of PSHE/Careers Co-ordinator:

· Liaison with SMT

· Liaison with careers service, work experience providers and FE, students, parents, employers

· Production of careers guidance/counselling documentation

· Ordering of the stock and use of capitation

· Monitor PSHE and careers work delivered by PSHE team

· Hold regular meetings with SMT, PSHE tutors to review and set targets

· Train PSHE staff in use of careers library and careers education

· Co-ordinate work experience, link with BESY, students, parents, staff and employers

· Write the work experience policy document, review and evaluate placement with students/staff, SMT and providers

· Produce work experience booklets. health and safety schemes of work

Accommodation

PSHE/Careers is delivered in staff’s own teaching areas.  Storage for materials is in the PSHE store/WRL room.  As the rooms are dual purpose, display and storage may be limited for PSHE work.  The careers library is sited in the PSHE room.

This allows access at lunchtimes to three days a week: Tuesday, Thursday and Friday.  Posters announcing the opening times of careers library are placed around the school for information.  The careers library/room has to be booked by staff one week in advance as the room is used as a teaching room.  Alterations to timetables have to be negotiated by each classes' PSHE member of staff and DL.  It has been agreed by SMT that each class will be guaranteed 1 lesson in careers library or CLC, each academic year.  GSCE classes also use library/IT as their teaching rooms and have easy access to careers materials for use in these courses. Students are trained to help maintain the library and act as monitors.  They help students access information .  As librarian they are awarded a Certificate for Community Work.

The Careers PA works mainly in the WRL room and one to one room.  There is access to tables, chairs and power points for IT equipment.  The room is one which allows counselling in privacy.  The room is sited close to the careers co-ordinator and within the co-ordinator's room is a telephone.  Storage of the Careers PA’s materials is in the WRL room sited near the PSHE room.

Resources

· Careers videos 

· TV/Video

· Careers library regularly updated

· Use of 2 computers in H1 room, programmed with Keyclips and Kudos. DVDs                 on careers also available

· Careers schemes of work and resource sheets

· Computer programmes on various industries

· CLC

· DVDs 
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To be updated (published one year ahead)

Links with Other Organisations

Appendix 1

1 Organisations which support CEG delivery:

CORE


SECONDARY



SPECIALIST

Careers Service

Local employers (re conventions,
National societies

Work Experience Office
 work experience, mock interviews).
and training boards

FE and sixth forms   
COIC     




(used to supply




          CRAC





library information).

Training Agencies

HE

PSHE Team

SMT

Careers Library                  

CLC

Work Experience Policy

LEA POLICY STATEMENT:

Work Experience should be planned and integrated with each school or college curriculum and there should be clear learning objectives which are a recognised part of each institution's overall aims.

Thrybergh Comprehensive School's Work experience Policy is in line with the LEA Policy Statement and applies to the whole range of work placements, work observations and work shadowing in which the school is involved.

The Aims of Work Experience

· Provide students with an experience of the world of work

· Develop students' personal, social and vocational skills

· Encourage self-confidence, maturity and team work skills

· Provide an insight into factors which may affect career choice

· Support and enhance the student's learning in all curriculum areas

Entitlement

Work Experience is an integral part of the Careers Education and Guidance programme which is delivered as part of the core PSHE curriculum.  Preparation for the Work Experience programme commences in Year 10 with two/three week placements.  Every student is entitled to access work experience in line with the school's values and its Equal Opportunities Policy.  Preparation and debriefing is part of the information process.

Management

Work Experience is co-ordinated by Ms Amanda France under guidance of Mrs Denise Leather, Careers AST, Head of Careers Education and Guidance, PSHE, Work Experience, and Links with Industry.  A member of the extended management team, currently the Headteacher, is liaison manager for all Careers Education and Guidance and is involved with monitoring the progress and evaluation of the work experience programme.  Mrs Leather and Ms France have responsibility for liaison with Work Experience providers, parents and students in all matters relating to work experience.

All staff are directly or indirectly involved in work experience and guidelines on Work Experience are available in the Staff Handbook (Appendix A).  Year 10 form teachers, PSHE teachers and staff acting as student monitors are more intensively involved in the programme.  Other staff are involved in visiting students on placements and producing the relevant reports in line with the school guidelines.

The School Development Plan (Appendix B) highlights detailed priorities for the year and an outline of proposals for the next two years.  Delivery of the plan's targets are monitored by the Extended Management Team.

Work Experience is now part of WRL and cross referenced to this policy.

Resources

There is a capitation allocation for Careers which includes the work experience programme. 

Staff and Staff Development

Year 10 form teachers and PSHE teachers meet at intervals to discuss delivery of the work experience programme, roles and responsibilities, student placements and the general monitoring of the scheme.

Curriculum

Work Experience forms a vital part of the school curriculum.  The normal timetable is run during the two or three week block of work experience and any students choosing not to take up the entitlement or those returning to school during the period are expected to attend lessons.  (No new work is delivered at this time; courses recap on work and test previous knowledge acquired).

An outline of the programme is:

· Careers Evening to explain the purpose and process to parents and students.  Employers, Work Experience Providers, Staff and ex-students express their views and experiences and give overview of CEG provision

· Students make choices of work areas with guidance from form teachers, work experience co-ordinator and the work experience providers

· Health and Safety programme delivered to all students

· Preparation for work experience

· Three or two week placements 

· Debriefing process

Detailed work experience booklets, which include Health and Safety issues (Appendix C), are given to every student for use during the preparatory period and placement.

Review of the work experience will be undertaken by students in PSHE lessons and form part of student review process.

Review will also be done by DL, in conjunction with SMT and work experience providers.  Report (written) give to SMT.

Links with Partners

Parents are encouraged to contribute to the experience by adding comments on their child's progress in the booklet.

Employers are requested by visiting staff to complete a student report sheet (Appendix D) which is used for the benefit of the student and school.  Employers will assist in signing and endorsing key skills achieved by the student on the work placement.

Students record aspects of the work experience in relevant sections of the booklet. 

Staff monitor students on placements under the guidance of the co-ordinator.  Guidelines are issued to all staff individually and are also available in the departmental copy of the Staff Handbook.

Emergency procedures for dealing with incidents follow LEA guidelines (Appendix E).

Recording and Reporting
Teachers' reports are seen by the form teacher and co-ordinator.  They will also complete the relevant section on the student record book.

Employers' statements are photocopied - one copy is given to the student and one placed in the student's personal file.

Monitoring, Evaluation and Review

At the end of the work experience period student, staff and reports are evaluated and discussed with the Headteacher and work experience providers.  This evaluation informs any necessary amendments to the work experience programme.

Child Protection Act / Policy Links

All work related to this act follows the LEA guidelines of December 2002.

All students are placed in suitable environments and only suitable students are placed in an environment where access to children is a feature.

All students’ placements are visited by BESY providers.  The students are prepared on how to report any incident that they feel uncomfortable with on their placement.  Students should be supervised on placements by their employers, who are aware of the Child Protection Laws as part of their links with BESY.

If a problem arises whilst the student is on placement, the member of staff/DL will withdraw the student from the placement immediately and will then record all incidents in writing to Ms Garner who will contact the relevant people to put the South Yorkshire Area Child Protection Procedures into action.  DL will then send a copy of the incidents to BESY who will then pursue the issues.  A copy will be retained in school.  Staff visits to ensure student safety and checking with supervisors and students during the placement weeks will help to prevent/detect incidents.  The question of police checks for students on placements within an educational establishment may be an issue but the school will provide a written student character statement if requested by the Junior/Nursery school.

Refer to staff handbook for visits and incident procedures and LEA Child Protection and Work Experience policy statement.
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	Appendix B
	2007
	2008
	2009
	Action by

	Train PSHE form teachers in delivery of Work Experience


	(
	(
	
	DL + team

	Update all staff on guidelines for Work Experience


	(
	(
	(
	SMT +

WRL 

Co-ordinator

	Evaluate and update Careers materials


	(
	(
	(
	DL & PSHE team

	Update policy documentation


	(
	(
	(
	DL+

WRL

Co-ordinator

	Update careers library information


	(
	(
	(
	DL + Careers Officers

	Quality award scheme/modules


	Restart QA process


	N/A
	N/A
	DL

Careers PA


 Appendix A       Learning Outcomes for Key Stage 3: CEIG
By the end of Year 9 it is expected that students can

· identify their different roles in life e.g. student, friend, family member

· be able to say what they expect to gain from employment/career

· identify their strengths and weaknesses in subject areas

· identify their interests

· know the meaning of life long learning

· know what key skills are

· understand stereotyping and equal opportunities

· use the CLCI index and information and IT career resources

· know what to ask for careers guidance both in and out of school

· understand labour market information

· can understand the options at 16+ open to them

· choose suitable GCSE courses

· see how careers guidance can help them with their education

· action plan for the future

· see some of the differences between school and work

· understand which skills they need for their chosen career

· WRL activities

Learning Outcomes for Key Stage 4: CEIG

By the end of Year 11 students should be able to

· look at 2 advantages/disadvantages of post 16 options

· link their own skills, strengths and abilities to 3 career areas

· see what skills they can offer an employer

· write a record of their achievements

· identify qualifications needed for career routes

· understand labour market trends and LMI work

· discuss how careers education has helped them at school

· write a CV and letter of application

· attend an interview

· record their experiences/key skills on work placement

· identify their local training providers and FE establishments

· explain how they have become more employable

· set realistic career targets and action plan for the future

· understand life long learning

· discuss career ideas with careers coordinator, staff or careers officer

· WRL activities

A statement of learning outcomes for CEIG programmes of study KS3 and KS4.

Information for students, parents, staff and Governors.
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