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Good careers guidance is distinctive to the needs of individual students so the college’s overall 
strategy should be shaped accordingly. Colleges are expected to work in partnership with local 
employers and other education and training providers like colleges, universities and apprenticeship 
providers. This will ensure that young people can benefit from direct, motivating and exciting 
experience of the world of work to inform decisions about future education and training options.  
 
1. INTRODUCTION  
1.1 This policy document sets out the college’s aims, principles and strategies for the delivery of  

Career Education Information Advice & Guidance (CEIAG). The implementation of this policy is 
the responsibility of all teaching and non-teaching staff.  

 
2. THE NATURE OF CEIAG  
2.1 Career Education Information Advice & Guidance (CEIAG) is specifically aimed at enabling the 

learner to make well informed and realistic decisions about their future opportunities. It is 
provided through a progressive, differentiated programme that is an integral part of the wider 
curriculum, and will support inclusion, challenge stereotyping and promote equality of 
opportunity. The career preparation of students is important not only to students themselves 
but also to their families, to employers, to Government, to the tax-payer and to the economic 
prosperity of the country. These various stakeholders are entitled to expect that the provision of 
CEG is quality assured with the same rigour as other aspects of academic provision.  

 
Harrison College believes that good quality, objective Careers Education and Guidance can help 
young people to develop a sense of purpose, raise their aspirations and assist them to progress 
through learning into and through their adult lives. Careers Education and Guidance is viewed as 
an integral part of college life and students have access to a named careers advisor (IAG), that 
are in college on a weekly basis for bespoke 1:1 discussions prior to the students Annual Review. 
Teachers and teaching support staff are all expected to play a role in helping students to make 
well informed realistic decisions about future study and employment.  

2.2 Career Education Information Advice & Guidance (CEIAG) aims to provide students with a variety 
of opportunities and experiences in a range of activities. Harrison College aim to provide a range 
of learning possibilities and specialist visits in order to give students opportunities that they may 
not otherwise experience.  

 
3. IMPLEMENTATION 
3.1 The Career Education Information Advice & Guidance entitlement at Harrison College consists of 

a range of elements which when combined together, provide a coherent and progressive 
programme for all students at each stage of their development.  

 

• Academic and personal targets 

• Work Related Learning  

• Internships 

• Information  

• Guidance  

• Action Planning & review (Assessment and development of personal knowledge, skills and 
abilities)  
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3.2 Delivery of Career Education Information Advice & Guidance Entitlement:  
 

Every learner should leave college prepared for life in modern Britain. This means ensuring 
academic rigour supported by excellent teaching, and developing in every young person the 
values, skills and behaviours they need to get on in life. All children should receive a rich 
provision of classroom and extra-curricular activities that develop a range of character 
attributes, such as resilience and grit, which underpin success in education and employment. 
High quality, independent careers guidance is also crucial in helping students emerge from 
college more fully rounded and ready for the world of work. Young people want and need to be 
well-informed when making subject and career decisions  

 
Harrison College use the Gatsby Benchmarks to support in the intent and implementation of the 
careers strategy. 
 

3.3 The Gatsby Benchmarks 
 
 
1. A stable careers programme  

 
 
Every college should have an 
embedded programme of career 
education and guidance that is 
known and understood by 
students, parents, teachers, 
governors and  published on the 
college’s website in a way that 
enables students, parents, 
teachers and employers to access 
and understand it.  
It should be regularly evaluated 
with feedback from students, 
parents, teachers and employers 
as part of the evaluation process 
  

 
 
Every college should have a 
stable, structured careers 
programme that has the explicit 
backing of the senior 
management team, and has an 
identified and appropriately 
trained person responsible for it.  
  

2.Learning from career and labour 
market information  

Every student, and their parents, 
should have access to good 
quality information about future 
study options and labour market 
opportunities. They will need the 
support of an informed adviser to 
make best use of available 
information  

By the age of 14, all students 
should have accessed and used 
information about career paths 
and the labour market to inform 
their own decisions on study 
options.  
Parents should be encouraged to 
access and use information about 
labour markets and future study 
options to inform their support to 
their children.  

3.Addressing the needs of each 
student  

Students have different career 
guidance needs at different 
stages. Opportunities for advice 
and support need to be tailored 
to the needs of each student. A 
college’s careers programme 
should embed equality and 

A college’s careers programme 
should actively seek to challenge 
stereotypical thinking and raise 
aspirations.  
of the individual advice given to 
each student, and subsequent 
agreed decisions.  
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diversity considerations 
throughout  

s to these records to support their 
career development.  
accurate data for each student on 
their education, training or 
employment destinations. 
  

4.Linking curriculum learning to 
careers  

All teachers should link 
curriculum learning with careers. 
STEM subject teachers should 
highlight the relevance of STEM 
subjects for a wide range of 
future career paths  

By the age of 14, every student 
should have had the opportunity 
to learn how the different STEM 
subjects help people to gain entry 
to, and be more effective workers 
within, a wide range of careers.  
 

5.Encounters with employers and 
employees  

Every student should have 
multiple opportunities to learn 
from employers about work, 
employment and the skills that 
are valued in the workplace. This 
can be through a range of 
enrichment activities including 
visiting speakers, mentoring and 
enterprise schemes  

Every year, from the age of 11, 
students should participate in at 
least one meaningful encounter* 
with an employer.  
*A ‘meaningful encounter’ is one 
in which the student has an 
opportunity to learn about what 
work is like or what it takes to be 
successful in the workplace  
 

6. Experiences of workplaces  Every student should have first-
hand experiences of the 
workplace through work visits, 
work shadowing and/or work 
experience to help their 
exploration of career 
opportunities, and expand their 
networks.  

By the age of 16, every student 
should have had at least one 
experience of a workplace, 
additional to any part-time jobs 
they may have.  
• By the age of 18, every student 
should have had one further such 
experience, additional to any 
part-time jobs they may have. 
  

7.Encounters with further and 
higher education  

All students should understand 
the full range of learning 
opportunities that are available to 
them. This includes both 
academic and vocational routes 
and learning in colleges, colleges, 
universities and in the workplace  

By the age of 16, every student 
should have had a meaningful 
encounter* with providers of the 
full range of learning 
opportunities, including Sixth 
Forms, colleges, universities and 
apprenticeship providers. This 
should include the opportunity to 
meet both staff and students.  
considering applying for  
university should have had at 
least two visits to universities to 
meet staff and students.  
*A ‘meaningful encounter’ is one 
in which the student has an 
opportunity to explore what it is 
like to learn in that environment.  
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8.Personal guidance  Every student should have 

opportunities for guidance 
interviews with a career adviser, 
who could be internal (a member 
of college staff) or external, 
provided they are trained to an 
appropriate level. These should 
be available whenever significant 
study or career choices are being 
made.  

Every student should have at 
least one such interview by the 
age of 16, and the opportunity for 
a further interview by the age of 
18.  
Careers advisers working with 
young people with special 
educational needs or disabilities 
should use the outcome and 
aspirations in the Education, 
Health and Care plan, where they 
have one, to focus the discussion. 
Similarly, when working with 
looked after children or care 
leavers, their Personal Education 
Plan or pathway plan should be 
used to help focus the discussion. 
It is good practice for these young 
people to have a named adviser 
who can build a relationship with 
them and better understand their 
individual needs  

 
 
4 Responsibilities of Harrison College 
 
The careers strategy explains that good careers guidance connects learning to the future. It 
motivates young people by giving them a clearer idea of the routes to jobs and careers that they will 
find engaging and rewarding. Good careers guidance widens students’ horizons, challenges 
stereotypes and raises aspirations. It provides students with the knowledge and skills necessary to 
make successful transitions to the next stage of their life. This supports social mobility by improving 
opportunities for all young people, especially those from disadvantaged backgrounds and those with 
special educational needs and disabilities.  
 
The college & governing body must ensure that the independent careers guidance provided:  

• Is presented in an impartial manner  

• Includes information on the range of education or training options, including 
apprenticeships and other vocational pathways  

• Is guidance that the person giving it considers will promote the best interests of the students 
to whom it is given.  

 
All students have discreet Information Advice and Guidance/Citizenship/PSHE as well as access to 
Career Education Information Advice and Guidance through other areas including academic 
qualifications, internships and a range of employer engagements. All students have a Career 
Development Plan that is updated during meetings with the employability team. 
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5 Work Related Learning / Internships:  
 
(2011) Wolf described “the unique role that work experience can have in helping young people 
develop employability skills and the value that employers place on this when they are assessing 
young people for employment” and the fact that “this is a critical stage for every young person 
because they are close to entering the labour market. Many young people appreciate the 
importance of improving their work-related skills in order to pursue their career aspirations”  
A main element of work-related learning is: work experience. Work Experience for all students takes 
place throughout their time at Harrison College through the format of internships.  On the internship 
students take part in routines normally carried out by employees. The college provides a level of 
support in relation to individual student needs to ensure access to opportunities on an equitable 
basis.  
 
5.1 Internships / Work Placements 
 
This policy and associated procedures apply to all learners enrolled at Harrison College, and are 
informed by: 

 Health and Safety at Work Act 1974 
Management of Health and Safety at Work Regulations 1999 
Education Act 2002 
Children Act 2004 
Safeguarding Vulnerable Groups Act 2006 
Working Together to Safeguard Children 2015  
Keeping Children Safe in Education 2021 
 

The College has a duty under the Health and Safety at Work Act 1974 to ensure, as far as is 
reasonably practicable, that learners, employees, or visitors are not exposed to risks to their health 
and safety arising out of college activities. This will include the provision of robust and auditable 
systems to ensure work placement takes place in appropriate work environments. 
 
Please see additional documentations: 

1. Harrison College Internship / Work Placement Procedure 
2. Harrison College Internship / Work Placement Procedure Staff Responsibilities 
3. Harrison College Work Placement Contract 
4. Harrison College Work Placement Letter of Understanding 
5. Harrison College Supported Internship Risk Assessment 
6. Harrison College Student Work Placement Observation Template 

 
5.2 Management of Internships / Work Placements 
 

• Harrison College will work in conjunction with key stakeholders to identify meaningful and 
suitable internships for all learners. 

• Internships will be for an average of 2 days per week across a minimum of 2 terms. 

• All learners complete a Career Development Plan before commencing the internship process 
to identify their personal targets in the short, medium and long term. 

• The management of the internships sits with the Business Development Director and the 
employability team. The internship model includes monthly observations on site with the 
employer. This will include an initial baseline and induction plus continual contact to capture 
learner progress and development. All observations will be stored in learner folders and the 
value-added score entered onto the progress tracker. 
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• All placement providers will have to provide evidence of Public Liability Insurance and where 
learners travel in company vehicles as part of their placement, evidence of Motor Vehicle 
insurance will be required as appropriate. 

• Additional learners support needs will be identified during the career developing planning 
process and the One Page Profile (redacted for confidentiality) will be shared with the 
employer with consent of the learner to ensure suitability and sustainability of the 
placement. 

• Any identified support needs will be dealt with by the employability team, this includes 
travel training, accompanied sessions and research into the employer by the learner. 

• Regular meetings will be co-ordinated between the employability team, teaching and 
learning and the pastoral team to monitor and evaluate the internships including feedback 
for continual improvement and curriculum development. 

 
5.2 Accident and Incident Reporting 
 
If students are on an internship or work placement, they are deemed to be employees for the period 
of the placement. In these circumstances, the employer as the responsible person should report a 
death, injury or disease which arises out or in connection with work to comply with the Reporting of 
Injuries, Diseases and Dangerous Occurrences Regulations 2013 (RIDDOR). Harrison College must 
also be informed of any such accidents and incidents as soon as practicably possible, and this will be 
logged, and parents/carers will be informed. 
 
5.3 Curriculum Links 
 
The intent of the curriculum framework at Harrison College is to ensure that learners are work ready 
when they leave and that the skills employers are looking for are taught across the curriculum. The 
National Occupational Standards and the Apprenticeship Standards are used as a benchmark for 
building the curriculum. 
Please see the Harrison College Curriculum Framework Intent for more details. 
 
In preparation for the internship / work placement all learners complete the following: 

• A suitable and appropriately challenging employer led training course at Level 2 – 7 

• CPD programme as preparation for the internship including: 
o Basic First Aid 
o Safeguarding adults and children 
o Prevent Duty 
o COSHH Risk Assessment 
o DSE Risk Assessment 
o Manual Handling Safety at Work 
o Fire Safety Principles 
o The importance of online safety 
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6 Careers Information:  
The Careers Library is situated in the college and is accessible to students throughout the college 
day. As part of their Career Education Information Advice and Guidance programme students are 
given a full introduction to the library which allows them to use career software and paper-based 
materials to research jobs and option choices.  
 
Action Planning:  
Students learn to action plan through career development plan, programmes of study, and by 
attending Annual Review meetings to ensure they have opportunities to express their views and 
ideas. Students meet professionals and some take part in the discussions using personal and 
differentiated methods of communication. Students keep a record of development in skills, 
attributes, and employer engagements through Locker within the Start platform.  
 

• Throughout the whole curriculum opportunities exist to extend and promote CEIAG. Teachers 
seek to take advantage of all opportunities are encouraged to incorporate activities across their 
teaching and learning program. Students attend out of college events to build knowledge 
through experience. (College visits, LA career events). 

• Activities are planned in such a way as to encourage full and active participation by all students 
irrespective of ability. Additional support staff are available to support groups or individual 
students and they work collaboratively with the class teacher.  

• Activities will be planned so they meet the full range of the students’ needs, regardless of race, 
gender, or disability. All students should develop an enjoyment of learning and a positive 
attitude towards the subject is encouraged in both boys and girls.  

• CEIAG can contribute within many subjects across the curriculum and teachers seek to take 
advantage of all opportunities to draw experience out of a wide range of activities. This allows 
students to begin to use and apply skills in real contexts. 
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Harrison College: Provider Access Policy  
 
Introduction  
This policy statement sets out the college’s arrangements for managing the access of providers to 
students at the college for the purpose of giving them information about the provider’s education or 
training offer. This complies with the college’s legal obligations under Section 42B of the Education 
Act 1997.  
 
Student entitlement  
All students are entitled:  

• to find out about technical education qualifications and apprenticeships opportunities, as 
part of a careers programme which provides information on the full range of education and 
training options available at each transition point. 

• to hear from a range of local providers about the opportunities they offer, including 
technical education and apprenticeships – through options events, assemblies and group 
discussions and taster events. 

• to understand how to make applications for the full range of academic and technical 
courses. 

 
Management of provider access requests  
 
Procedure  
A provider wishing to request access should contact Gemma Peebles, Principal. 
 
Opportunities for access  
Several events, integrated into the college careers programme, will offer providers an opportunity to 
come into college to speak to students and/or their parents/carers. 
 
 
 
 


