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CAREERS EDUCATION GUIDANCE POLICY 
 

 

Principles 
All pupils at Cynffig Comprehensive School have equal access and entitlement to 
Careers and the World of Work, which helps pupils develop the knowledge and 
skills that will enable them to make the best use of their capabilities in learning and 
work throughout life. 
 
Aims 
The aims of the Careers and the World of Work programme can be defined in three 
areas: self-awareness and development; career opportunities and planning. 
 
The Careers and the World of Work programme provides the teaching, learning, 
information and advice to help pupils to: 

 Increase their self awareness and identify their personal development needs 

 Become aware of changing career opportunities in the labour market, further 
and higher education and self-employment 

 Develop skills in career planning that helps pupils to make choices and 
manage their career development including the importance of life-long 
learning. 

 
Learning Outcomes 
The Careers and the World of Work programme incorporates the learning outcomes 
for Key Stages 3, 4 and 5 contained in the Careers and the World of Work Framework 
which was produced in August 2008. 
 
Equal Opportunities 
The Careers and the World of Work programme plays an important role within 
personal effectiveness and personal development at Cynffig.  Every opportunity is 
sought to help pupils develop knowledge and understanding of themselves and 
others as individuals – their strengths, weaknesses, attitudes, personal qualities, 
ability and potential. 
 
Pupils are encouraged to make the best use of all opportunities presented to them.  
The Careers department acknowledges the different needs of each pupil and 
endeavours to give individual guidance and counselling whenever possible and 
promote equal opportunities in all areas of the Careers and the World of Work 
programme. 
 
All pupils have equal access and entitlement to the Careers and the World of Work 
programme regardless of their academic ability, age, sex disability or ethnic 
background. 
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Delivery and Content 
In Key Stage 3, the Careers and the World of Work programme is delivered via 
pastoral sessions and ‘activity shut down days’ three year groups. 
 
In Key Stage 4 and 5, delivery is structured through the Work Related Education 
modules of the Welsh Baccalaureate.  These modules are delivered by a team of WBQ 
tutors and are supported by outside speakers. 
 
In addition pupils from years 7 – 13 are involved with Review/Mentoring sessions 
with their form tutors.  These sessions allow pupils to set and review targets, monitor 
progress, recognise achievement and to take responsibility for their own learning. 
 
All pupils in Key Stage 4 are given the opportunity within these Review/Mentoring 
sessions to follow and complete their Individual Learning Pathway Plans, which are 
housed within their individual progress files. 
 
Careers Wales is actively involved in all stages of the Careers and the World of Work 
programme at Cynffig. 
 
Guidance 
The Careers department operates an open door policy to guidance.  Pupils are 
encouraged to ask for help and when pupils request advice an appointment is made 
with the Careers Adviser in the shortest time possible. 
 
All year nine pupils are offered interviews on a self referral basis when they are 
choosing their options.  The Careers adviser attends all parents evening sessions to 
offer support and guidance whenever possible.  The department also runs lunchtime 
sessions for pupils to answer the many questions they have about subject choices etc. 
 
All year eleven pupils are entitled to a one-hour interview with Careers Wales.  The 
Careers Adviser produces a Careers Action Plan for each individual pupils.  Year 11 
pupils may receive a follow up interview which is arranged if necessary. 
 
Year 12 pupils are interviewed by the Careers Advisers at the beginning of their 
courses in September and again in the summer term to discuss options post 17 and 
18. 
 
Work Experience 
It is the policy of Cynffig Comprehensive School to offer the opportunity of work 
experience to all pupils in year 10 or 11.  (Year 10 students are usually placed in July. 
This provision is reviewed annually with Careers Wales.) 
 
Work experience placements are of one week’s duration.  Work experience is an 
important part of the School’s Work Related Education programme, which is 
accredited through the Welsh Baccalaureate at Foundation, Intermediate and 
Advanced level. 
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Work experience offers pupils many benefits and opportunities.  In particular it can 
help to: 

 motivate pupils to achieve higher standards in their school work 

 develop and practice the use of key skills 

 develop self-confidence and initiative 

 aid career planning 

 improve work readiness skills 

 increase knowledge or careers opportunities and importance of life-long 
learning. 

 
The task of finding suitable placements, visiting employers, agreeing on programmes 
of work, checking on insurance and carrying out risk assessments is the 
responsibility of Careers Wales. 
 
Roles and Responsibilities 
The Learning Director for Pupil Effectiveness is responsible for promoting Careers 
and the World of Work within the school; to be responsible for producing Schemes of 
work; to identify and safeguard pupils’ entitlement to Careers and the World of 
Work; to include careers within the personal effectiveness development plan; to 
evaluate careers within the personal effectiveness self evaluation framework; to 
review and negotiate with Careers Wales to maximise the effectiveness of the 
working partnership. 
 
The department is supported by the SLT and the Curriculum Manager takes Careers 
and the World of Work framework into account when planning for development, 
timetables and staffing. 
 
Mrs. Carole Kinsey - a member of the Governing Body acts as a link Governor for the 
department. 
 
Inset 
The training needs of the Learning Director and other staff involved in the delivery 
of Careers and the World of Work will be identified via continuous professional 
development interviews and the department’s development plan. 
 
Teachers will access training opportunities provided by Careers Wales and other 
training providers as appropriate to the needs of the individual and/or department. 
 
Resources 
The careers library is housed in the school’s main library.  University and College 
prospectuses are there with information about local colleges of further education; 
vocational training, job circulars, voluntary work and taking a gap year.  The 
contents of the Careers library are audited annually and reference materials are 
renewed as necessary. 
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The Careers Office is situated in the Sixth Form Block.  The office has ICT access and 
an adequate space for pupils to be interviewed. There is direct telephone access from 
the office. 
 
Working with Parents 
The department recognises the important role parents have to play in supporting 
pupils when they make decisions about future education, employment or training 
opportunities.  It seeks to provide information and opportunities for consultation 
and the involvement of parents.  The Learning Director and the school’s Careers 
Adviser attend pupil progress evenings being available for individual interviews.  
Both the Learning Director and the Adviser are available to talk to parents by 
telephone and are prepared to make appointments to meet with parents at mutually 
convenient times. 
 
Working with outside agencies 
The department works very closely with Careers Wales and the Education Business 
Partnership to provide work experience, enterprise activities, work related activities, 
information and guidance to all pupils. 
 
Productive relationship between the school and outside agencies enables the 
department to keep up-to-date with new initiatives in the Careers and the World of 
Work programme and to develop a network of experts who can enhance and enrich 
the school’s delivery programme. 
 
It is policy that outside speakers will give objective advice to pupils and will not use 
the school as a forum for recruitment. 
 
Monitoring and Evaluation 
Cynffig Comprehensive School has a Service Level Agreement with Careers Wales 
that is reviewed annually.  The Learning Director and the school’s Careers Adviser 
evaluate the current programme and plan the next one.  Both work together to 
identify areas for development and set goals agreeing on strategies to achieve 
effective solutions and outcomes. 
 
The Careers department is included in the ESW/Wider skills and Personal 
Effectiveness development plan, feeds into the School’s development plan.  The 
department uses a variety of other methods such as questionnaires and listening to 
learners to monitor its performance through Cynffig’s Self Evaluation Framework. 
 
This Policy links to the: 

 Personal and Social Education Policy 
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CAREERS and THE WORLD OF WORK  
Statement of entitlement 

 

All pupils at Cynffig Comprehensive School have equal access and entitlement to 
Careers and the World of Work Framework.  This will help students develop the 
knowledge and skills that will enable them to make the best use of their capabilities 
in learning and work throughout life. 
 
The Careers and the World of Work programme in Key Stages 3,4 and 5 provides the 
teaching, learning, information and advice to help you to: 
 

 increase your self-awareness and identify your personal development needs 
 

 become aware of changing career opportunities in the labour market, further 
and higher education and self-employment 

 

 develop skills in career planning that will help you to make choices and 
manage your career development including learning about the importance of 
life-long learning 

 

 make effective applications for jobs, training, further and higher education 
 

 prepare you for interviews 
 
You will gain these skills and knowledge in a variety of ways organised by the 
School, Careers Wales Mid-Glamorgan and the Education Business Partnership.  
These skills will be accessed by you through: 
 

 Pastoral sessions and Activity days 

 Welsh Baccalaureate lessons 

 Using the Careers library including CareersWales.com 

 Work Related activities e.g. work experience and enterprise 

 Researching on the internet 

 Group talks 

 One-to-one interviews 

 Recording your achievements 

 Using your Progress File 

 Completing Individual Learning Pathway Plans 

 Speakers from the World of Work 

 Visits to careers conventions and higher education events 

 School subjects such as Engineering, Business Studies, ICT and Child Care 

 Mock interviews 

 Opportunities to visit open days at Universities and Colleges of Higher 
Education 

 
Cynffig Comprehensive School and Careers Wales Mid-Glamorgan are working 

together to provide you with impartial advice and guidance. 


