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Careers Lead: Stuart Rose   Contact E-mail: Stuart.Rose@thetowerschool.co.uk Phone 

contact: 01992 926020 
1) Curriculum 

 
The curriculum at The Tower School is highly personalised due to the nature of the provision. It  
also uses the expertise of staff within the school and employers in various industrial sectors.  

 
The programme includes PSHE modules on careers, careers guidance activities (e.g. group work and 
individual pre-placement interviews prior to work experience), information and research activities 
(using web-based resources such as Essex Youth Service) and the effective acquisition of life skills, 
thereby preparing students for independent living and meaningful employment. Please see the PSHE 
policy for detailed information regarding how Careers are covered within the PSHE curriculum. 

 
2) Rationale & Context for CEIAG 

 
The Tower School’s vision and goal is to support our pupils in becoming well-qualified, industry aware 
and ultimately employable in whatever area they would like to specialise. Meaningful CEIAG (Careers 
Education, Information and Guidance) is central to us in achieving these goals. 

 

This policy outlines our duties as laid out in The Education Act 1997, The Education and Skills Act 2008 
and The School Information (England) Regulations 2008 

 
3) Introduction to CEIAG 

 
The CEIAG programme is designed to help pupils make the most of themselves and their opportunities. 
In particular, it aims to help them: 

 
• Develop knowledge and understanding of work, learning and careers. 
• Extend understanding of opportunities in learning and work. 
• Make good use of information and guidance. 
• Develop skills to review, plan, make decisions, present effectively and cope with change. 

 
Commitment 

mailto:Stuart.Rose@thetowerschool.co.uk
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We are committed to providing a planned programme of impartial careers education and information, 
advice and guidance (IAG) for all pupils in Years 7-13, using impartial information and guidance services. 

 
The Tower School is committed to: 

 
• Providing a planned programme of activities to which all pupils are entitled and will have access 

to. 
• To ensure pupils have access to impartial information, advice and guidance from suitably 

qualified professionals. 
• Ensuring that, wherever possible, pupils’ progress to an opportunity in further education, 

training or employment. 
 

Links with other policies 
 

This Guidance supports and is itself underpinned by a range of key school policies especially the 
Careers Policy, PSHE Policy and Visitors Policy. 

 
4) Objectives 

 

The CEIAG programme is designed to meet the needs of pupils at The Tower School. Activities can be 
differentiated and personalised to ensure progression in their career learning and development, and to 
strengthen their motivation, aspirations and attainment at school. Consequently, the CEIAG 
programme is built on three broad aims (linked to the CDI Framework and Gatsby Benchmarks) that 
pupils should be able to: 

 
a) Understand themselves and the influences on them: 

 
To help pupils understand themselves: The delivery of careers is both formal (PSHE lessons) and 
informal (pastoral support etc.) as well as independent advice (CIAG Advisor) and permeates the 
whole curriculum. The strategies undertaken to achieve career progression can be seen as a series 
of activities which are personalised to individual pupils depending on when they come to The 
Tower School, their needs and aspirations. 

 
b) Investigate opportunities in learning and work: 

 
To help pupils to investigate careers and opportunities from different information sources, including 
work experience. Pupils should be able to plan, investigate, assess, organise and understand. Pupils at 
The Tower School will be working towards industry recognised qualifications, in industry standard 
settings and guided by tutors with professional experience. By following the standards set out in the 
programme, pupils will have a clear understanding of the expectations of the workplace. Various 
activities through the year will allow pupils access to relevant industry sites and settings and 
experiences of key work skills. 

 

c) Make and adjust plans to manage change and transition: 
 

To help pupils develop their capabilities in managing transitions, assessing them and setting and 
planned transitions with appropriate support and guidance from The Tower School and external 
staff. Transition support may include visits to post-16 providers (including FE Colleges), 
meetings with careers guidance professionals to plan post pathways and visits from external 
organisations to inform pupils about the wide range of post-16 possibilities available to them. 
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5) Entitlement 

 
On entry to The Tower School all pupils will be informed during pre-admission meetings about the 
range of information, advice and guidance services at The Tower School which will help them 
throughout their education. 
 
ALL pupils at The Tower School are entitled to a careers programme that helps them to: 
• Understand their education, training, employment and other progression opportunities and 

have the information they need to make decision about learning and career options. 
• Develop the skills they need to plan and manage their own personal development and career 

progression with appropriate support. 
• Overcome any overt and hidden barriers to progress which they may encounter, celebrating 

diversity and equality of opportunity. 
• Accesses relevant information about the world of work. 
• Make and maintain individual plans to help them improve the prospects of success. 

 
Pupils will have access to and support with using Careers Information that is: 
• Easy to find and accessible in a variety of formats (e.g. hard copies of prospectuses, online 

materials, face to face information). 
• Comprehensive; giving details of all progression opportunities and support. 
• Impartial and up to date. 

 

KS3 students will obtain careers guidance by: 

• Meeting visiting speakers, a minimum of twice a year, ensuring that at least one of these experiences is 
meaningful to the individual’s pursuits, dreams and/or goals. 

• A focus on Life Experience opportunities and skills embedded throughout the school curriculum, and 
particularly through Enrichment lessons 

• Students will have yearly group work sessions with the CIAG 

• Careers Advice will also be discussed and explored in PSHE (please see PSHE curriculum map for further 
details) 

• All teachers promote the importance of English & Maths for career progression, as this is underpinned 
by the focus on Literacy and Numeracy across the entire curriculum. 

 
KS4 & KS5 pupils will obtain careers guidance by: 

• Meeting visiting speakers, a minimum of twice a year, ensuring that at least one of these experiences is 
meaningful to the individual’s pursuits, dreams and/or goals.  

• Meeting visiting speakers at least twice a year regarding meaningful careers 

• A focus on Life Experience opportunities and skills embedded throughout the school curriculum 

• All students will have yearly group work sessions with the CIAG 

• Careers Advice will also be discussed and explored in detail in PSHE (please see PSHE curriculum map 
for further details) 

• All teachers promote the importance of English & Maths, and STEM subjects, for career progression 
and a breadth of opportunity. This is underpinned by the focus on Literacy and Numeracy across the 
entire curriculum. 

• All KS4 and KS5 students will received 1-2-1 guidance from an independent advisor (CIAG) a minimum 
of once per key stage. This may be face-to-face or virtually via Microsoft Teams, depending on what is 
the best format for each individual student.  
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All pupils will obtain careers guidance that is: 
• Impartial and independent. 
• Focused on individual needs. 
• Supportive of equal opportunities. 
• Provided by people with relevant professional training and experience. 

 
Parents and Carers of pupils at The Tower School can expect to: 
• Be informed of the CEIAG offer at The Tower School during pre-admission meetings. 
• Be able to speak to a member of staff to discuss their child’s progress and future prospects (via 

parents’ evenings, phone conversations or meetings requested by parents). 
• Have access to the Careers Education, Information, Advice and Guidance online and request a 

hard copy if required. 
• Be kept up to date with Careers developments via newsletters. 
• Have the opportunity to provide feedback on the Careers Programme and offer suggestions for 

improvement (annually). 
 

Information, advice and Guidance (IAG) is an essential component of CEIAG entitlement. Within this 
Guidance the definition of these terms is as follows: 

“Information refers to data on opportunities that is available in different formats including written or 
printed materials, telephone help lines, ICT software, DVDs and websites. This also includes contact 
that is face-to-face with individuals or in groups or classes.” 

 

Advice refers to: 
• Helping pupils to understand and interpret information. 
• Providing information and answering questions. 
• Clarifying misunderstandings/ misinterpretations. 
• Understanding circumstances, abilities and targets. 
• Advising pupils on their options and/ or how to go about a given course of action. 
• Identifying needs and signposting or referring pupils who may need targeted support. 

 
Guidance refers to: 
• Supporting pupils to better understand themselves and their needs. 
• Confronting barriers to understanding, learning and progression. 
• Resolving issues and conflicts. 
• Supporting pupils to develop new perspectives and solutions to problems, and 
• Enabling pupils’ people to manage their lives better and achieve their potential. 

 
All staff should, when approached by pupils, respond with appropriate direction to the service chosen 
to support the programme. All guidance aims to be impartial, confidential, responsive to pupils’ needs 
and based on the principle of equality. 
 
6) The Value of Work Experience 
 

Social Skills: Students will be able to experience working as part of a group and learning to work with new 
people and adults in a work situation. 
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Personal Development: Work experience will help students understand the different roles and respond to 
different routines. They can practice decision-making skills, be responsible for their own actions and the 
effect these actions have on others. Students will develop communication skills in different contexts. Work 
experience can play an important role in the development of student’s self-image and maturity. Work 
experience should enable students to experience the success and frustrations of seeing a project through 
to completion. 

          
Work experience: 
 
Our approach to work experience is intentionally holistic, seamlessly integrating across the curriculum to 
provide our students with well-rounded opportunities for growth. Beyond traditional classroom learning, 
our students regularly venture out into the community, where they acquire the key skills vital for success 
in the working environment. These experiences extend beyond the professional sphere, encompassing 
essential life skills such as bolstering self-confidence to effectively communicate in various settings, 
navigating public transport with confidence, and mastering the art of independence. By immersing our 
students in real-world scenarios, we empower them not only with practical skills but also with the self-
assurance necessary to thrive in their future endeavours, fostering their personal and professional 
development. This has been greatly benefited by the appointment of our outdoor learning ed teacher who 
in the summer term as planned and delivered more greater life skills activities outside of the school 
environment and in the greater community.  

 

This is further reinforced by the practical work experience we offer in a secure on-site setting. Our 
students have been given valuable opportunities to work within the school environment, where they have 
shadowed and been mentored by trusted members of our staff. This hands-on experience allows them to 
gain insight into and actively participate in day-to-day tasks, providing a valuable bridge between 
classroom learning and real-world application. Further inquiries have been made with local businesses and 
organisations regarding further work experience opportunities, e.g. group sessions planned and booked in 
at Lambourne End for hands on work experience in the spring term. Connections have been made with the 
Ongar railway to complete group sessions, of volunteer work in the winter months and making further 
links to students personal interests.   
 
 Furthermore, our commitment to shaping well-informed and empowered futures for our students is 
bolstered by external visits from esteemed agencies. For instance, representatives from Shell provided 
students with group seminars, offering an insider's perspective on what it's like to work for an oil 
company. Similarly, Barclays Bank extended their expertise to our students, shedding light not only on the 
intricacies of the banking industry but also on essential life skills such as managing a bank account and 
financial responsibility. Additionally, we facilitated interactions between our students and university 
attendees with Autism Spectrum Condition (ASC), enabling our students to gain valuable insights into how 
to navigate and receive support in higher education settings. These external engagements enrich our 
students' understanding of diverse career paths and life skills, empowering them to make informed 
decisions about their future endeavours.  
 

 
  

Knowledge and Understanding:  Students will be aware of the disciplines of work and the differences 
that exist between school and work.  Students will see the effect of new technology and gain knowledge 
of Health and Safety issues. 
 
The Aim of Work Experience: 
• To support and encourage an integrated work experience programme 
• To enable the development and learning of students 
• To provide students with records/documents to provide evidence of their experience 
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• To ensure all placements are safe and secure 
• To provide students with direct experience of the world of work 
• To give students the experience of relationships, routines and processes that are part of a 
working environment 
• To develop work related skills 
• To contribute towards approved vocational and academic qualifications where necessary 
• To prepare students for adult and working life 
• To encourage students to widen their horizons by viewing work experience as an opportunity to 
sample non-traditional areas of work 
• To prepare students by discussing equal opportunities 
• To make clear the roles and responsibilities of all involved in work experience 
• Work experience can provide an excellent opportunity for students to develop an understanding of 
what an employer will expect of them and so enhance their employability. 
• Various patterns and length of work experience placements need to be flexible to ensure that 
the learning needs of our students are met. 
• The work will be appropriate to the student’s capabilities. 
• There will be an adequate level of supervision provided throughout the placement. 
• Placements are assessed for risks and insurance checked. 
 

Stages of Work Experience Programme 
 

1. Student to meet with Careers Lead to discuss and identify a student’s choice of placement. 
2. Meeting with school staff and parents/carers. Risk assessment carried out. 
3. Careers Lead to contact suitable establishments, insurance checks and risk assessment to be carried 

out. 
4. Attendance – students may benefit from a block week/week’s attendance. Some students may 

benefit from several one-day placements over a period of time to build their confidence and to 
prepare them for an extended period. For others the most appropriate way to meet their needs may 
be a pattern of one day a week over several weeks. 

5. Diary/logbook to be kept by the student, showing what tasks are carried out during each visit. 
6. Career Lead and/or Form Tutor to visit a student in placement. 
7. Evaluation – A discussion with the student to reflect on what they did and to identify the skills 

learnt/developed. 
8. Follow up – A letter of thank you to be sent to employers. 
9. Evaluation – Careers Lead to evaluate the success of the placement. 

 
 
 
 
 
 
 
 
 
Supporting Young People on Work Experience 
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VISITS BY CAREERS 
LEAD:       CO-OPERATE WITH EMPLOYER               INDUCTION 
SUITABILITY      WEAR PROTECTIVE EQUIPMENT                SUPERVISION 
EXPECTATIONS        KEEP A DIARY         SAFE ENVIRONMENT  
H&S INDUCTION DISCUSS PROGRESS 
EMERGENCY CONTACTS 
SUPERVISION 

 
 
7) Frameworks and Guidance 

 
Frameworks and guidance this Guidance refers to are as follows: 
• PSHE education: Economic Wellbeing and financial capability programmes of study for Key 

Stages 3 and 4 (QCA 2008). 
• Education Act 2011 (relating to Careers Guidance). 
• Gatsby Benchmarks (2014). 
• CDI Framework (March 2018). 

 
Implementation Overview: 
• All pupils have access to the Pastoral Manager and/or Tutors to signpost to impartial sources 

of IAG and support the prevention of NEET (Not in Education, Education or Training). 
• Key stage 4 pupils will have access to a qualified career professional to support them to create 

a personalised action plan for post-16: This support will be delivered via a group workshop, 
1-2- 1 careers guidance session, and appropriate follow up support. 

• Pupils have access to the Youth Service: Essex Website https://youth.essex.gov.uk/young-people/  

• There is information regarding CEIAG on each site including notice boards and areas with 
Further Education (FE) College Prospectuses. 

• Targeted support is in place for pupils at high risk of NEET.  
• GCSE/BTEC/Functional Skills pupils have access to careers lessons within PSHE Key Stage 4 

core CEIAG skills. 
• Understanding how the world of work is changing and the skills that promote employability. 
• Identifying and using a variety of sources, including websites and Talking Jobs resource, to 

analyse and evaluate careers information. 
• Awareness of options available after leaving school through 1-2-1 Careers Guidance. 
• Organising and presenting information in an appropriate format, e.g., CV practice, 

WORK EXPERIENCE 
COMMENCES 

STUDENT SCHOOL PLACEMENT 

EVALUATION 

https://youth.essex.gov.uk/young-people/
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interview practice, reviewing application forms. 
• Industry-Driven education and expectations within the Workplace. 

 
A supplementary aim of CEIAG at The Tower School is to support the prevention of NEET. Pupils will 
have regular CEIAG input to ensure they have a relevant destination, and support. 

 

Preparation for Key Stage 4 & 5 Pupils 
 

Careers guidance has been commissioned for all Key Stage 4 & 5 Pupils who will receive the following: 
•  A workshop on Careers Guidance from a Careers Guidance Professional delivered as part of   

the PSHE curriculum. 
• At least one 1-2-1 interview with a Careers Guidance Professional (more if required). 
• An agreed action plan following the Careers Guidance interview and appropriate follow up 

support/information. 
• Communication with parents/carers to comment on/agree the action plan. 
• Support from mentors and other key members of staff to follow through and update the action 

plan. 

Intended Destinations data collection – Term 2-3 of Year 11 & 13 
 

Purpose: Data is captured during terms 2 and 3 regarding Year 11 & Year 13 pupils’ intended 
destinations, e.g. college, sixth form, apprenticeship etc: The Head of Education will collate 
information on intended destinations to date and send this to the Headteacher. 

Progression Support Review 1- Term 3 of Year 11 & 13 
 

Purpose: SLT and other relevant staff identify young people with weak/no intended destinations for 
targeted support by the school and/or other agencies. Weak/no destinations are identified as: 
• Job without training 
• Apprenticeship with no definite place 
• Undecided 
• Other 
• Inappropriate destinations 

 
Action plans to address weak intended destinations agreed and implemented via Key Workers. 
 
A meeting takes place between relevant providers (e.g. FE Colleges) to share information on pupils at 
risk of becoming NEET and devise personalised action plans (e.g. tours of College/taster days/building 
rapport with a key member of FE staff). 

September Guarantee – Terms 4 and 5 of Year 11 & 13 
 

Purpose: To identify Post-16 offers for all Year 11’s in light of actions following first Progression Support 
Review with relevant staff from different sites (SLT, Key Workers, Pastoral workers).  
 

 
 

Signposting to Summer Transition Provision 
 

Purpose: To support vulnerable learners through the summer to prepare them for their post-16 
options: Young people offered summer transition support as appropriate via current programmes for 
those at risk of NEET (e.g. Opt Into/ NCS). 
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8) Management 
 

The Head of Education manages the CEIAG programme and is the ‘Careers Leader’ for The Tower School: 
They will oversee delivery and liaise with programme contributors. CEIAG will be a regular agenda item for 
SLT meetings. 

 
9) Staffing 

 
All staff contribute to CEIAG through their roles as mentors, tutors and subject teachers: Specialist 
sessions are delivered by The Tower School as part of PSHE. Teachers Pay and Conditions (2010) 
states that teachers may be required to ‘work with others on curriculum and/or pupil 
development to secure coordinated outcomes’, ‘collaborate and work with colleagues and other 
relevant professionals within and beyond the school’ and ‘promote the safety and well- being of 
pupils’ (includes their social and economic well-being). 

 
Much of the Careers provision at The Tower School is commissioned through a robust process and 
delivered in collaboration: Careers guidance assemblies and 1-2-1 support are delivered by suitably 
qualified staff: Qualifications and experience and checked as part of the commissioning process. 
Advice and guidance services are systematically evaluated by providers and SLT. Appropriate action is 
taken through contract management for any underperforming service and results are used to inform 
the content of future commissioning specifications. 

 

10) Partnerships 
 

CEIAG at The Tower School is underpinned by strong partnership working: 
• Employers and FE settings have helped the SLT in identifying meaningful qualifications and 

expectations. 
• Strong links developed to ensure that pupils at risk of NEET are supported and tracked post-

16. 
 

The Tower School pupils have access to links to websites, careers resources, quizzes and impartial and 
independent information on careers. 

 

11) Staff development 
 

• Staff training needs are identified through the Performance Management QA cycle: Training 
needs are identified through the annual needs assessment and appropriate arrangements 
made. All staff will have an industry driven target designed to support them in effectively 
supporting pupils. 

• The Careers Leader (Head of Education) provides updates on CEIAG during inset days, 
via email and through briefings. 

• Personal development opportunities (e.g. training sessions at local FE Colleges) are shared with 
relevant staff to contribute to their CPD. 

 
 
 

12) Monitoring, review and evaluation 
 

The CEIAG programme is reviewed annually by SLT to identify areas for improvement. An evaluation of 
different aspects of CEIAG is undertaken annually and is used to inform future policies. 

 
All programme activities are monitored, reviewed and evaluated with active involvement of pupils. The 
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findings are presented as part of annual The Tower School self-assessment. 
 

Responsibilities 
 

Key responsibilities have been laid out within the document. All staff have a responsibility to support 
and guide the delivery of CEIAG, as part of the Industry driven founding principle 

 
Review 

 

This is the third iteration of this policy. It was completed in January 2021 and has been reviewed 
annually. The next review will be September 2024. 


