
	 	

	

Employment is one of the 4 key areas of the ‘Preparing for Adulthood’ framework and this is why Careers 
Education is a critical part of our curriculum. 
Careers Education at West Lea is integrated in a range of subjects (Learning for Life, BTEC Work Skills, PSHE, 
Skills for Independence and Work etc) and Work Experience. Learners also get independent careers advice as part 
of key transition periods. In KS4/5 the school partners with local colleges to deliver vocational qualifications as part 
of a young persons personalised timetabled and chosen pathway.  
It is our aim that through impartial information, advice and guidance all learners regardless of background, ethnicity 
or gender will be able to realise their full potential. 
 
We recognise that every pupil is entitled to: 
 

• An appropriately targeted programme of Careers Education and Guidance; 
• Access to Careers resources (printed and on-line); 
• Participate in Careers conventions, workshops, college link-courses, etc.; 
• A planned programme of work experience including briefing and de-briefing; 
• Receive information on progression routes post 16 (e.g. College of Further 
• Education, Employment, Training, Apprenticeships) via individual and group interviews with the Careers 

Service  
 

Principles 
 
At West Lea, Careers Education takes place within the curriculum as well as being a separately time-tabled 
subject. At Key Stage 3 learners receive their careers entitlement via the PSHE, as well as in tutor times. From age 
14 upwards learners are encouraged to consider the future and the options open to them. 
These topics are discussed during Careers lessons and with parents/carers during Parents’ meetings and Annual 
Reviews. The Careers Officer attached to West Lea is also invited to these meetings. Every effort is made to meet 
individual learners’ needs and to plan realistic progression routes. Liaison takes place with Careers, local colleges 
and providers of work experience/local employers to provide learners with the best possible choices. 
 
Procedures and Practice 
Teaching and Learning Styles 
 
Throughout the Careers programme, learners experience a variety of teaching and learning styles. These include 
teacher-led activities, individual research, role-play, use of DVD/video and ICT. The School also uses an online Job 
Explorer Database (JED) to help with careers education. Visits from and to employers, work tasters and practical 
work experience (with support from class teams and job coaches) form part of careers education as learners get to 
explore a range of industries and sectors in a practical context. Exploring careers is also part of the Independence 
Passports.		
We actively seek to challenge all stereotyping and bias within Careers. In Careers lessons emphasis is placed on 
the development of a wide range of spoken and written language. 
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Curriculum Summary 
Key Stage 3 (11-14 years) 
 
At this stage, learners are given a general introduction to the world of work and encouraged to examine their own 
strengths, abilities and achievements. They then study different job areas, identifying the skills and qualities 
needed. They are encouraged to identify their own job interests and are given guidance on subject options open to 
them at Key Stage 4. 
 
Key Stage 4 (14-16 years) 
 
As learners progress up the school they investigate the qualifications needed for different jobs, the requirements of 
local colleges, learning about the courses on offer and how to fill in an application form. Learners may practise 
letter-writing through writing to local companies for information. They study the local paper and practise applying for 
jobs. They prepare brief curriculum vitae which are updated as they progress through the school. Prior to work 
experience they consider the importance of interviews and how best to prepare for work experience/college/job 
interviews.	We also provide (wherever possible) mock interviews with local employers.		
 In recent years a local charity has offered its services to help with the preparation of CVs.  
 
At this stage learners will also prepare for the world of work by studying areas such as the changing job market, 
jobs in the local area, and consumer rights. We have recently developed an Employer Engagement Strategy as 
part of the schools growing work experience and Internship Programme which will help to inform Careers 
Education as pathways will be based on realistic jobs within growing industries.  
 
Visits are an important part of Careers at Key Stage 4. Over the two years we arrange visits to a variety of work 
places and to a local college to help learners to familiarise themselves with the college environment.  
 
All students in Key Stage 4 prepare for the world of work and further study through: 

- Work Skills BTEC (In Year 10) 
- Work Experience (2 weeks in Year 10, 1 day a week in Year 11) 
- Study at a local college for one day a week (Vocational Taster sessions) 

In addition, the school has close links with local colleges and providers. Progression to appropriate courses is 
monitored with Class Teachers supporting students and their families through the process. 
 
Key Stage 5 (16- 19 years) 
 
At the time of writing learners follow the Skills for a Working Life course, a national Entry Level qualification issued 
by AQA which can be covered over one or two years. Careers education is an integral part of Skills for a Working 
Life, which is a mixture of core, work-related units such as Health and Safety, ICT and Skills for Work and specialist 
vocational pathways. This course enables learners to prepare for progression to college or employment and 
continue their general education and personal development. 
Learners following this course also take part in further work experience placements and are required to keep a 
work experience diary. 
As part of an overall work-related learning programme learners at Key Stages 4 and 5 are offered the chance to 
follow ‘link courses’ at a local college ( currently Enfield) during which they can follow taster courses in areas such 
as ICT and media, childcare, sport and horticulture, tailored to the learners’ needs and abilities. 
 



	

	 	

Resources 
 
The school holds a variety of Careers resources ranging from books and pamphlets, videos, online information and 
prospectuses designed to help learners in their future planning.  All KS4 and 5 learners are assessed through an in 
depth Vocational Profile which maps skills/interests, abilities, careers options etc- looking at the ‘whole’ picture in 
terms of careers and pathways to work. This also informs Work experience placements. We carry out regular 
reviews of work experience through employer assessment, self-assessment and either job/coach or teacher 
assessment forms. These are used to set targets for work and independence.  
 
 
Assessment 
 
Learners are assessed regularly through different means, most often via oral feedback. All written work is marked 
regularly with comments on areas needing improvement. Learners attending college will usually receive 
assessments from their course tutors. Employers are encouraged to write an evaluation to inform learners of their 
performance on work experience. 
 
Work Experience 
 
All learners at Key Stages 4 and 5 are given the opportunity to participate in the work experience scheme. The 
school has a dedicated work experience team responsible for the placing of learners. This follows the completion of 
a vocational profile which helps guide the pupil to a placement. Some find private placements which may be more 
suited to their individual needs. 
Year 10 take part in a 2 week placement and Year 11 are one day a week for wither 2 terms or 3 terms depending 
on the class.	 Learners are carefully briefed before the placement. The work curriculum has been designed and 
modules selected using evidenced based practice highlighting the key skills needed for work. This includes 
problem solving, team building, reliability and time management, health and safety and having a positive attitude to 
work.		
Afterwards time is spent debriefing during which learners discuss positive and negative aspects of the experience 
and what they have learned. Health and Safety at work is discussed with learners who are encouraged to talk 
about the Health and Safety practices at their placements. 
All teaching and learning concerning the working environment is related to Health and Safety. Learners are taught 
the importance of safe working practices and the need to conform to the policy of any establishment in which they 
may work. 
Year 12 aged learners are offered a 1 day a week placement for the academic year They are encouraged to 
choose a different area of work in order to broaden their experience. West Lea believes in giving learners 
maximum choice and therefore try to provide experience in a range of sectors by continuously improving and 
expanding employer relations.  
During their work experience all learners are visited on at least one occasion (during a 2 wk block and every 6 
weeks for a one day a week placement. All visits are recorded on the relevant evaluation forms 
 
Monitoring 
 
This policy has been drawn up taking account of recent initiatives on the part of DCSF. 



	

	 	

Monitoring the Careers Curriculum Policy and the quality of its delivery is the responsibility of the Careers 
Coordinator in consultation with those staff teaching careers. The policy will be reviewed every two years in July by 
the Careers Coordinator. 
 
 
 

DOCUMENT REVISION HISTORY 
 VERSION  DATE PREPARED   CHANGE DETAILS 

INITIAL ISSUE  28th October 2014 Initial Draft Document 

REVISION 1  28th October 2014 Final Document 

REVISION 2  18th March 2019  Amendments made and approved by 
GB 

ADD ROWS AS NEEDED     


