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CAREERS EDUCATION AND GUIDANCE POLICY  

Introduction  
 
Careers Education and Guidance is delivered within the school through one-to-one liaison 
with the Level 6 qualified Careers Adviser and member of Careers Development Institute 
the Head of Careers. PSHEE/Citizenship/Careers lessons and in the Enrichment Programme 
to help prepare pupils for their futures. Careers Guidance and contact begins in prep school 
with workshops and assemblies in Y5 and Y6. There is increased emphasis on Careers 
Guidance as pupils progress through the school through to Years 9 to11 and the Sixth 
Form, in order to prepare the pupils for their choices and transitions at these particular 
times. 
 
Aims 
We are committed to implementing a careers programme that ensures students are 
individually ready for the future.  
Students are encouraged to keep an open mind and be curious about careers; to aim high, 
seize opportunities both inside and outside of school and to take plenty of time to explore 
and reflect so that:  
• they are both aware of and, can fully consider all their options  
• they can make sense of careers and labour market information (LMI) and keep up to date 
with changes to the labour market 
• they develop a keen sense of self-awareness to aid with choosing next steps and thinking 
about the future 
• they are aware of the importance of transferable skills and can confidently evaluate and 
record these 
 
Objectives  

• To relate learning and curriculum content at school to future opportunities, 
including Higher Education and the world of work.  

• To empower students to take responsibility for their personal and educational 
development as they progress through the school.  

• To provide objective and impartial individual counselling in response to pupils’ 
needs, particularly at key transition points.  

• To provide opportunities for individuals to develop transferable skills associated 
with success in education,  

• Training and employment (e.g. organisation, communication, reliability, decision-
making, teamwork).  

• To promote links to local industry, business and community support to enhance 
careers education within Portsmouth High School 

• To educate, inform, advise and guide pupils in their research of the world of 
work across all sectors and to prepare them for the opportunities, 
responsibilities and experiences of adult working life 

• To broaden pupils’ horizons and increase their knowledge of the opportunities 
available to them in education, training and employment 



 
Delivery 
 
Timetabled lessons as follows (details in programmes of study):  

• Careers Assemblies to entire school: 1 per term 
• Years 7 & 8 Year Group Careers Assembly: 1 per year 
• Years 7 to 9: one single period of PSHEE / Citizenship / Careers per week 
• Year 10 to 11: one period of PSHEE/Citizenship/Careers per week 
• Sixth Form: Head of Careers Delivery of compulsory module within the Lower Sixth 

Enrichment Programme, “Employability Skills” to foster good business etiquette and 
strong work ethic as well as commercial awareness and an understanding of career 
development 

• Access to Qualified Careers Adviser, Mrs Davies (Head of Careers) is available as 
needed during private study periods in addition to guidance from form tutors and 
the Head of Sixth Form.  

• Work experience and / or work shadowing opportunities starting with Year 9’s Take 
Our Daughters to Work Day. In the post examination period in Year 11 the pupils 
are encouraged to participate in a week of work experience.  

• Years 9 – 13 Careers evening with associated networking opportunity for 6th form  
• “Ask the Expert – working lunches” focusing on specific career areas 
• Morrisby psychometric tests administered by Morrisby and British Psychological 

Society accredited Mrs Davies during the spring or summer term of Year 10 with 
assessment debrief and follow-up interview in the summer term of Y10. Morrisby 
then forms the basis of careers guidance from years 11 – 13 with the pupils having 
access to their unique careers portal online and Morrisby Higher to support them in 
their post 18 research 

• Individual and group guidance if needed for pupils from an external and completely 
impartial careers advisory service  

• Higher Education Evening  
• Oxbridge Evening 
• Year 11 into 6th Form Insight Week in the post GCSE period when Year 11s 

participate in 6th form lessons and attend university Open Day as well as attending 
careers talks and a networking opportunity 

• Interview training 
• Careers advice is available at parents’ evenings in Years 9 to 13, and in August as A-

level results are published when a “Clearing Clinic” is operational within the careers 
library if needed  

 
Staffing and Responsibilities  
 
Mrs S Davies – Level 6 qualified Careers Adviser and member of Careers 
Development Institute, Head of Careers - delivery of careers programme to Years 7 
to 13, links to industry, work experience application support, liaison with external 
psychometric examination publisher and Morrisby psychometric assessor and interviewer 
Mrs M Bartlett - Careers Librarian 
Mr R Smith – Deputy Head (Pastoral) and responsible for PSHE  



Mrs K Wood and Dr G Goodlad - Oxbridge applications with support from Head of 
Careers. Mrs Wood, Assistant Head (Pupils) and Head of Sixth is responsible for the Sixth 
Form Enrichment Programme. 
 
Resources  
 
The Careers Library provides a range of reference books which provide up to date guidance 
on careers, professions and industries. As well as titles such as the “Getting into ….” and 
the “So you want to be a … “range of texts the careers library also keeps industry-specific 
literature which is kept rigorously up to date. An extensive range of Higher Education 
prospectuses is also stocked within the careers library. All computers within the careers 
library and the school as a whole provide access to the internet for careers research. 
 
Resources are updated regularly using a dedicated budget. The careers office provides the 
facilities for confidential counselling. 
 
Inset  
 
Staff are encouraged to attend courses organised by external organisations e.g. the 
GDST, CDI. and UCAS opportunities for such courses may arise from the school’s 
professional review procedure or during the normal course of work. 
The Head of Careers will assist in identifying suitable courses 
 
Evaluation  
Staff and pupils review the programme at the end of each academic year and suggestions are 
evaluated before the scheme of work is updated.  
Sixth form tutors closely monitor the research and decisions of students leading to their 
UCAS or job applications. Liaison with the Careers Department is an ongoing process.  
The Deputy Head (Pastoral) reviews the work of the Careers Department with the Head of 
Department through the school review and monitoring procedure.  
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