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Rationale
At Mount St Joseph we are committed to providing balanced and impartial Careers Education,
Information, Advice and Guidance (CEIAG). We recognise the importance of careers guidance
in raising aspirations, overcoming barriers to learning and providing the platform for our students
to make informed career and life choices. At Mount St Joseph we are committed to delivering
high quality CEIAG to all students so that they are fully aware of all the choices and options
available to them - so that they have greater self-awareness, are ambitious and have realistic
career expectations. Students will also develop employability skills, and undertake work related
learning. An essential part of this information and guidance is contact with employees. The
school works very closely with Greater Manchester Higher, The National Collaborative Outreach
Programme (NCOP), the Bolton Connexions service and the Bolton and Bury Enterprise
Coordinator to provide effective CEIAG.
Information
Careers information is provided to all students through the access and distribution of careers
and further education literature. This can be accessed by our students through electronic
media, face-to-face contact (individual, group, class etc.), written publications, ICT software,
websites, etc.
Advice
Mount St Joseph provide a variety of opportunities for students to access careers advice, helping
young people to understand and interpret information as well as providing information and
answers to questions and clarify misunderstandings; to assist them to understand their
circumstances, their abilities and targets; and advise them about options or how to facilitate a
given course of action; to identify needs and to refer young people who may need more indepth guidance and support. Advisory work is usually provided on a one-to-one basis but may
also be provided in small or class groups. Mount St Joseph works with Connexions Careers
Service and has an advisor in school 2 days a week to offer impartial advice.
Guidance
The careers guidance provided at Mount St Joseph aims to support young people to better
understand themselves and their needs; to confront barriers to understanding, learning and
progression; to resolve issues and conflicts and to support them to develop new perspectives
and solutions to problems and be able to better manage their lives and achieve their potential.
Guidance may also involve more in-depth one-to-one work conducted by Connexions.
Guidance usually involves the exploration of young people’s circumstances – their ideas, values,
needs and beliefs in relation to opportunities or issues that are confronting or confusing them.
1.1 Aims
Mount St Joseph aims to prepare all students for their futures by providing high quality, impartial
and timely education, information, advice and guidance. To ensure that students make the
right choices when they choose their options and thus ensure they make a successful
progression to further and/or higher education, training and employment including providing
education, information, advice and guidance on apprenticeships. These objectives underpin
the high-quality provision within the school and are consistent with the Gatsby standards
(Appendix 1).
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•
•

To develop student’s self-awareness and a greater understanding of their strengths and
weaknesses through form time activities and drop-down days.
To encourage and support future career planning through form time, classroom
activities, workshops, careers days, one to one interviews, employer contacts, visiting
speakers, work experience and work-related activities delivered by employers.

•

To provide work related learning and increased exposure to a range of life-long learning
and career opportunities in order to enable students to make effective decisions about
their future;

•

To develop the skills, resilience, confidence and personal qualities to meet the demands
of a changing work environment.

1.2 Roles and Responsibilities
Strategic Lead for CEIAG
At Mount St Joseph the strategic lead for CEIAG is Graeme Munro (Assistant Head teacher). The
strategic lead will advise on and oversee the strategic vision for CEIAG provision in the school.
The strategic lead will ensure correct procedures are followed and that all staff, students,
parents and carers are aware of the school’s role and initiatives that are in place to develop
CEIAG across the school. The strategic lead will ensure the school achieves the Gatsby
standards in line with government guidelines.
Operational Lead for CEIAG
At Mount St Joseph the operational lead for CEIAG is the Head of KS4, Gill Morris. The operational
lead will deliver the strategic vision and operationally oversee all CEIAG provision within the
school. The operational lead will attend Local Authority hub meetings and meetings hosted by
NCOP and feedback to the strategic lead. The operational lead will ensure the school meets
and exceeds the Gatsby standards.
Careers Co-Ordinator
At Mount St Joseph the Careers Co-ordinator for CEIAG is Sarah Richards. The Careers
Coordinator will liaise with the relevant staff, outside agencies and training providers, to ensure
events are booked and that all administrative procedures are followed within school. The
Careers Coordinator will over-see work experience and book college speakers, further and
higher education taster trips, employer visits and arrange various events throughout the year
and specifically for Careers Week and co-ordinate visitors and staff for the annual Careers and
Aspirations Day. The careers co-ordinator will attend hub meetings when necessary and meet
with various careers advisory agencies. The careers co-ordinator will ensure all 8 Gatsby
benchmarks are being met.
External / Independent provision
Mount St Joseph has a Service Level Agreement in relation to independent advice with Bolton
LA who provide a Connexions officer two days each week. The Connexions officer provides
impartial CEIAG for students and helps to support year 11 college applications. They also help
students to complete a profile questionnaire, 1 to 1 and group sessions. The Connexions officer
provides additional guidance for students who are at risk of becoming Not in Education
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Employment or Training (NEET). The Connexions officer also attends year 11 and 10 parent’s
evening and year 9 options evening. The Connexions officer also attends Year 11 GCSE results
day.
Teaching staff
For every teacher there is an expectation that CEIAG is incorporated through all curriculum
areas and the CEIAG school logo is present in lessons. CEIAG will also be delivered at form time
and school drop down days when required. All teachers are responsible for signposting students
to where they can get further careers education, information, advice and guidance.
Governor with responsibility for CEIAG
Mount St Joseph nominate a lead governor annually for CEIAG who is responsible for familiarising
the school’s governing body with the CEIAG policy and ensuring that school staff follow statutory
guidelines. The Governors are responsible for ensuring sufficient time and resources are
allocated to CEIAG to fulfil the policy and ensure that value for money is being achieved. The
strategic lead ensures updates about CEIAG are provided to governors at the Ethos governors
meeting on a termly basis.
1.3 Provision
Mount St Joseph is committed to providing an effective careers education programme that
prepares students for the next steps in their education, training or employment. The school is
committed to ensuring that students gain stimulating and inspiring information about a wide
range of career pathways directly from employers. All aspects of provision actively avoid
stereotyping and each year the curriculum is developing to ensure students are inspired to aim
high and enter the full range of professions and careers.
Careers Education
Careers education is embedded in the curriculum, within form time, and in enrichment activities,
such as careers week and careers day which provides CEIAG for years 7 to 10. This is also
achieved through engagement with NCOP, local colleges and businesses. All curriculum areas
provide careers information, education and industry-related knowledge, and help students
think about the skills that can be applied in different jobs. An annual audit of provision, tracks
coverage of CEIAG across the curriculum and helps to deploy resources to areas of need.

Equal Opportunities
Mount St Joseph consciously works to prevent all forms of stereotyping in the advice and
guidance provided, to ensure that all students from all backgrounds and diversity groups
consider the widest possible range of careers, including those professions that traditionally have
had a bias to one particular gender. Mount St Joseph ensures that disadvantaged students and
those with Special Educational Needs and Disabilities have early careers interviews to try to
ensure they find suitable post 16 opportunities and to minimise the risk of some students
becoming NEET.
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Work related learning
Mount St Joseph is committed to ensuring that vocational training, apprenticeships and
meaningful encounters with employers are promoted through CEIAG. The school provides a
work-related learning week for year 10, through work experience placements and a small
number of year 10 students undertake a 1 or 2 day a week work placement. The school also
operates a careers fair for all year 9 students where employees are invited into school to discuss
a wide and varied range of careers. All departments plan within their schemes of work, areas of
study that relate specifically to a certain cohort. They will engage with employers to deliver
aspects of the curriculum.
Monitoring, reviewing and evaluation
A termly update is provided to governors as part of the Ethos committee.
The strategic lead for CEIAG monitors and evaluates destinations data to identify improvements
needed in CEIAG provision, as well as, student attainment and progression into Further/Higher
Education, Training and Employment;
The number, quality and impact of careers interviews is analysed though data, destinations
data, and the Connexions impact report.
Careers provision and guidance is evaluated based on feedback from students, parents and
teachers.

Provider Access
Provider access arrangements at Mount St Joseph for managing the access of providers to
students at the school for the purpose of giving them information about the provider’s
education or training offer. This complies with the school’s legal obligations under Section 42B
of the Education Act 1997.
Pupil entitlement
All students in years 7 - 11 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.
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Management of provider access requests Procedure
A provider wishing to request access should contact Sarah Richards, Careers Co-ordinator
Telephone: 01204 391800; Email: richardss@msj.bolton.sch.uk
Opportunities for access
A number of events, integrated into the school careers programme, will offer providers an
opportunity to come into school to speak to students and/or their parents/carers:

Autumn Term

Spring Term

Summer Term

Year 7

Careers linked to the
Curriculum

Careers week/life skills

Careers linked to
the Curriculum

Year 8

Careers linked to the
Curriculum

Careers week/ life skills/
GCSE options

Careers linked to
the Curriculum

Year 9

College masterclasses
University visits
Careers linked to the
Curriculum

Year 10

Post 16 pathways events

Year 11

Post 16 pathways events
Personal statements/post
16 applications workshops

Careers week/Careers &
Aspirations Day/ GCSE
options evening
Careers Week/work
experience week
Careers week
Revision workshops
Introduction to HE workshops
Interview techniques
workshops

Careers linked to
the Curriculum

College taster days

Bridging resources
for life after school

Please speak to our Careers Co-ordinator to identify the most suitable opportunity for you.
Premises and facilities
The school will make the main hall, classrooms or private meeting rooms available for
discussions between the provider and students, as appropriate to the activity. The school will
also make available AV and other specialist equipment to support provider presentations. This
will all be discussed and agreed in advance of the visit with the Careers Leader or a member
of their team.
Providers are welcome to leave a copy of their prospectus or other relevant course literature
in the Careers Office, which is managed by the Careers Co-ordinator.
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Appendix 1 Gatsby Standards
Benchmark

Summary

Criteria

1) A STABLE CAREERS
PROGRAMME

Every school and college
should have an embedded
programme of career
education and guidance
that is known and
understood by students,
parents, teachers and
employers

–
Every school 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.
–
The careers
programme should be
published on the school’s
website in a way that
enables students, parents,
teachers and employers to
access and understand it.
The programme should be
regularly evaluated with
feedback from students,
parents, teachers and
employers as part of the
evaluation process.

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 the 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

– A school’s careers
programme should actively
seek to challenge
stereotypical thinking and
raise aspirations.

Page | 8

and support need to be
tailored to the needs of each
student. A school’s careers
programme should embed
equality and diversity
considerations throughout.

4) LINKING CURRICULUM
LEARNING TO CAREERS

All teachers should link
curriculum learning with
careers. For example, STEM
subject teachers should
highlight the relevance of
STEM subjects for a wide
range of career pathways.

– Schools should keep
systematic records of the
individual advice given to
each student, and
subsequent agreed decisions.
All students should have
access to these records to
support their career
development. – Schools
should collect and maintain
accurate data for each
student on their education,
training or employment
destinations for at least three
years after they leave the
school.
– 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
opportunities 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) EXPERIENCE 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.
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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 schools, 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.
– By the age of 18, all
students who are 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.

8) PERSONAL GUIDANCE

Every student should have
opportunities for guidance
interviews with a Careers
Adviser, who could be
internal (a member of school
staff) or external, provided
they are trained to an
appropriate level. These
should be available whenever
significant study or career
choices are being made.
They should be expected for
all students but should be
timed to meet their individual
needs.
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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.

