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CAREERS EDUCATION, INFORMATION, ADVICE AND GUIDANCE (CEIAG) POLICY 2019 

 

1. Introduction 

 

1.1 Vision: 
 

A young person’s career is their pathway through learning and work. CEIAG at Haringey Sixth 

Form College exists to prepare students for choices, changes and transitions effecting their 

future education, training and employment. Our vision is to provide Haringey Sixth Form 

College with a dynamic and responsive Careers Service that meets the needs of all students.  

 

1.2 Principles: 

 

Haringey Sixth Form College supports the ‘principles’ of impartial careers education. (Statutory 

Guidance, April 2017) 

 

Good quality, impartial careers education: 

 

1. Raises aspirations 
2. Actively promotes equality of opportunity and challenges stereotypes 
3. Helps young people to progress 
4. Empowers young people to plan and manage their own futures. 
5. Responds to the needs of each learner. 

6. Provides comprehensive information and advice.  

The governing body must ensure that the independent careers guidance provided: 

1. Is presented in an impartial manner 

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

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

2. Scope:  

 

2.1 The CEIAG Policy applies to all the staff and students of Haringey Sixth Form College. 
2.2 The Careers Adviser takes the lead role in the delivery of careers information, advice 

and guidance. Tutors deliver the Careers Education schemes of work through the 
tutorial programme. All tutors, teachers, learning mentors, IC staff and learning support 
assistants should be aware of the opportunities for CEIAG in their contacts with 
students. 

2.3 Users of the Careers Service are students, parents, teaching staff, , tutors, IC staff, 
learning support assistants and external partners such as university, employer and 
training provider representatives. 

 

3. Policy Statement 

 



3.1 Careers Education 

 

The Careers service will demonstrate an ambitious vision, with high expectations for 

learners. 

 

All students will have access to a planned programme of Careers Education and work 

related learning delivered by tutors through the Tutorial Programme and through relevant 

work experience. Schemes of Work are differentiated to meet the needs of students on 

different academic and vocational pathways and at different levels. The Schemes of Work 

are matched to the learning outcomes of the Careers Education Framework 7-19 

Statutory Guidance (DCSF, 2010).  

 

Work in class may be supplemented by visiting speakers, trips to University Open Days 

and the opportunity to attend a large higher education convention.  

 

The Careers Adviser will offer group work sessions to targeted groups of students 

covering a range of topics. These could include completing UCAS applications, making 

applications to competitive universities and apprenticeships, writing CVs, making 

successful job applications, mock interview preparation, applying for Student Finance and 

subject/career specific sessions.  Students will be able to self refer to these sessions.  

 

3.2 Careers Information 

The H6 Connected offers a range of paper, electronic resources to all students. All paper 

resources will be audited every year in order to ensure that no information is more than 

three years old, unless it is the latest edition of a particular publication.  

 

 

The Study Centres and the Careers Office will have a limited range of paper resources; in 

particular, university prospectuses are available for use in the H6 Connected hub. 

 

 

3.3 Careers Advice & Guidance 

All students will have access to individual careers interviews with appropriately qualified 

staff. Students can self refer or be referred by a member of staff. Some students, 

including all students with Statements of Special Educational Needs or ECHPs, will be 

offered interviews with the SENCO through a programme of transition planning in 

consultation with the Curriculum lead for Entry and Foundation. 

 

3.4 Department Development Plan 

 The Careers Adviser will undertake a programme of evaluation, and use the results of 
these to improve the service for learners. 

 The Careers Adviser will be proactive in liaising with Curriculum Area staff and students 
to ensure that the menu of services offered continues to meet the needs of all students 
at Haringey Sixth Form College. 

 Haringey Sixth Form College has achieved the Investors in Careers quality mark. The 
next re- assessment is due in June 2021. 



 

 

3.5 Staff Development 

 The Careers Service is staffed by a fully qualified careers guidance specialist, who has 
a QCF level 7 qualification in Careers counselling and guidance. 

  Staff are given opportunities for professional development, where relevant. Part of the 
careers budget is allocated for specific specialist training. 

 All Careers staff participate in a regular system of appraisal and performance 
development planning, and training opportunities are offered according to staff needs. 

 Tutors participate in appropriate CPD/Inset training throughout the year based on the 
needs of their current tutor group and other teaching responsibilities, including reference 
writing.  

 The Careers Adviser seeks to develop partnerships with local and national CEG/IAG 
agencies in order to maximise the opportunities to share and gain knowledge. The 
College supports the Careers Adviser to maintain membership of the appropriate 
professional organisations: the Institute of Careers Guidance (ICG) and the Association 
for Careers Education and Guidance (ACEG).  

 

3.7 Access 

 The Careers Office is open from 9am most days for booked appointments and drop in 
sessions. Opening times are flexible to meet the needs of learners and their 
parents/carers).  

 Booked appointments are generally available within two weeks, typically within 3 
working days. 

 The Careers Adviser ensures that the Careers Office is physically accessible to all 
members of the Haringey Sixth Form College community, or alternative arrangements 
are made in order that all members of the community are able to access CEIAG.  

 

 

3.8 Student Progression 

 Tutors, teachers and the Careers Adviser will work together to support students 
with progression. Tutors will make referrals to the Careers Adviser for all 
students who are leaving their course/withdrawing from the College early and 
those who have no progression route within the College.  

 Tutors, teachers and the Careers Adviser will implement the Student 
Progression policy.  

 Tutors will support intended destination and destination work and will share 
information with the Careers Adviser and Director of Student Support Services 
to ensure data on intended destinations and actual destinations is updated on 
an ongoing basis. 

 
3.9 UCAS 

 Teachers are responsible for ensuring that students have a clear idea of their 
predicted grades and for preparing subject reports for the UCAS references.  

 The UCAS Co-ordinator and Tutors are responsible for delivering tutorials 
explaining the UCAS process, Student Finance and researching universities and 
courses. Tutors are responsible for writing the UCAS references for their tutees. For 
purposes of quality assurance references will be returned to Assistant Directors 
where they fall below the expected standard for the College. 

 The college has appointed a dedicated  UCAS Co-ordinator ensuring that the 
application system is set up and that completed applications are quality checked 
and sent off in a timely manner.  

 
 



3.10 Haringey Council’s Young People’s Practitioners 

 The Careers Adviser acts as the co-ordinator responsible for agreeing the partnership 
agreement/delivery plan (where relevant) with outside agencies such as employers, 
universities representatives, training providers and Haringey Council Youth Service. 

 

3.11 Equal Opportunities 
 All students at Haringey Sixth Form College are entitled to high quality CEIAG 

regardless of race, gender, sexual orientation, disability, class, faith or other 
protected characteristics.  

 Students will experience Careers Education that challenges their stereotypes of 
themselves and others.  
 

4. Responsibility 

 

 The responsibility for writing the CEIAG Policy lies with the Careers Adviser and the  
Assistant Director of Student Support Services 

 The responsibility for implementing the CEIAG Policy lies with all Staff. 
 The responsibility for reviewing the CEIAG Policy lies with the Careers Adviser and the 

Assistant Director of Student Support Services. 
. 

 

5. Access to the Policy 

 

 The policy will be available via the College’s website 
 A hardcopy will be available in the IC. 

 

6. Feedback Mechanism 

 

 The Careers Adviser monitors the use of the Careers Office throughout the year by 
students of different curriculum areas and levels.   

 Careers Service users are encouraged to comment on the effectiveness and impact of 
the policy informally by speaking to any member of staff, or formally via the Careers 
Service’s self-evaluation programme. 

 

7. References 

 

a) Internal documents and policies, which influence the CEIAG policy 

 College Development Plan 
 Curriculum Areas Development Plans 
 Equal Opportunities Policy  
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 SEN Policy 
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b) External frameworks and documents providing further information 

 Careers guidance and inspiration in schools’ Statutory guidance for governing bodies, 
school leaders and school staff March 2015 



 Careers Guidance and inspiration in schools (Departmental advice for governing 
bodies, school leaders and school staff – April 14) 

 Statutory Guidance: Impartial Careers Education (DCSF 2009)  
 Resource Pack (DCSF 2010) which includes the Careers Education Framework 

7-19 
 A Practical Guide for Careers and Work-related education (Autumn 2013) 
 Careers Engagement: a good practice brief for leaders of schools and colleges 

(April 2014) 
 Investors in careers report (2011 – areas of improvement addressed as part of 

re assessment June 2015)  
 Gatsby Framework, achievement of ICC and latest Statutory Guidance  

 The careers strategy: Making the most of everyone’s skills and talents 
(December 2017) 

 The Common Inspection Framework 2017 
 Statutory careers guidance 2017 
 Ofsted School inspection Framework August 2016 (pg 51). 
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