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CAREERS EDUCATION AND GUIDANCE POLICY 

 
1.0 Purpose 
 

Through a planned programme of Careers Education Information Advice and Guidance (CEIAG) the 
College will endeavour to enable students to develop the skills and gain knowledge that will help them 
make realistic, informed decisions about their future career. 

 
2.0 Terms of Reference 
 

The Careers Lead, Careers Officer, Guidance and Support Manager, Director of Curriculum Operations 
and A Levels and Curriculum Managers will seek to ensure that quality is achieved and maintained 
across all curriculum areas. 

 
3.0 Statement of Intent 
 

▪ The College will endeavour to meet the 8 Gatsby Benchmarks to ensure an excellent Careers 
Guidance programme, as follows: 

▪ 1) Stable Careers Programme 
▪ 2) Learning from Career and Labour Market Information 
▪ 3) Addressing the needs of each student 
▪ 4) Linking Curriculum Learning to Careers 
▪ 5) Encounters with Employers and Employees 
▪ 6) Experience of workplaces 
▪ 7) Encounters with further and higher education 
▪ 8) Personal Guidance 
▪  
▪ CEIAG for FE students will be co-ordinated and monitored by the GST Manager in conjunction 

with the Careers Officer. 
 

▪ The GST Manager and Careers Officer will oversee, develop and support the work of: 
- GST’s, the Schools Liaison Officer and other members of staff who are providing 

CEIAG for FE students. 
 

- to ensure the coherence and quality of CEIAG within the College. 
 

▪ The overall Tutorial Plan for FE students will incorporate a planned programme of career 
development 

 
▪ Adult students can access information and advice on careers through Student Admin and may be 

referred to the Careers Hub. 
 
▪ HE Students can gain CEIAG from qualified careers advisers within the HE team or be referred to 

the Careers Hub 
 

▪ Within budget, quality resources will be kept up-to-date with an increasing emphasis placed on 
computer-based information 
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▪ The Annual Self-Assessment Report and Quality Improvement Plan will identify key priorities for 

action 
 

▪ Review and Evaluation of CEIAG will be through learner feedback questionnaire for FE students 
and comment cards for Adult students 

 
▪ A central careers resource area will be maintained In the Learning Resource Centre with 

additional information being available in the career’s hub and online.   
 
4.0 CORE COMPONENTS 
 

4.1 Careers Education 
 
▪ Careers education is an integral part of the programme on most vocational courses.  

Tutorial periods are used when specific input is necessary from either tutors or careers 
advisers. 

 
▪ GST Manager and the Careers Officer to work with GSTs to develop a monitoring system 

which will enable tutors to evidence and check how, when and where the objectives of 
careers education are being addressed. 

 
4.2 Careers Guidance   
 

▪ Adult students will have access to the Student Admin department for information and 
advice on career related issues 

 
▪ During the induction period all FE students are given information on careers education 

and guidance within College and how to arrange a careers interview 
 
▪ Any guidance received will be noted on the student records on Etracker.  

 
 

4.3 Careers Information 
 
 

▪ A full range of careers information will be available for students of all abilities in the 
Careers Resource Area situated within the Learning Resource Centre  

▪ The Learning Resource Manager will ensure that careers resources are regularly reviewed 
and updated  

 
▪ A range of other web-based resources will be available for all students on the college 

intranet, on the website, within the Careers Hub and the Learning Resource Centre.   
 
As well as having qualified careers advisors and GSTs providing support to students, the 

college also provides access to other organisations:  
▪ Freshers’ Fair (held usually in early September) involving Higher Education providers, 

some employers, and other student welfare focussed organisations. 
 
▪  Jobs Fair (Selby) hosting 40-50 employers from the area and region.  A typical event will 

provide over 350 job opportunities available for local people to apply for. 
 

▪ Careers Fair – hosting numerous employers and higher education institutions 
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▪  Employer visits to particular curriculum areas over the year to talk to students including 
Engineering companies/ Catering and Food producing companies, Healthcare/ Nursery 
Providers, Police and the armed forces etc 

 
▪   
 
▪ HE/ Part time Course Enrolment, with advisors there to discuss the different course 

options, eligibility, funding and careers advice.   
 

 
4.4 Applying for Higher Education 

 
 

▪ All students on Level 3 courses will be informed of the Higher Education system and 
associated timescales/deadlines as part of the careers programme 

 
 
▪ Students will be introduced to the UCAS website and encouraged to register and begin to 

complete their UCAS application form before the end of the summer term 
 

▪ There will be visits to UCAS events and trips to various universities 
 

 
4.5 Experiences of Work 

 
 

▪ Work experience is arranged by the Work Placement Co-ordinator as an integral part of 
vocational college courses 

 
▪ The value of work experience/work shadowing for students who are not on vocational 

courses is available.   
 
 
5.0 Equality and Diversity Statement  
 
 Selby College welcomes and celebrates equality and diversity. We believe that everyone should be 

treated equally and fairly regardless of their age, disability, gender, gender identity, race, religion or 

belief, sexual orientation and socio-economic background.  We seek to ensure that no member of the 

College community receives less favourable treatment on any of these grounds which cannot be shown 

to be justified. 

 This document is written with the above commitment, to ensure equality and diversity is at the centre 

of working life at Selby College.   

6.0 Safeguarding Policy 

 Selby College recognises its moral and statutory responsibility to safeguard and promote the welfare 

of students. We work to provide a safe and welcoming environment where students are respected and 

valued. We are alert to the signs of abuse, neglect, radicalisation and extremism and follow our 

procedures to ensure our students receive effective support, protection and justice. Selby College 

expects Governors, staff and volunteers working on behalf of the college to share this commitment. 

7.0 Fraud, Bribery & Corruption 
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 Selby College follows good business practice and has robust controls in place to prevent fraud, 

corruption and bribery.  Due consideration has been given to the Fraud Act 2006 and the Bribery Act 

2010 in the development/review of this policy document and no specific risks were identified. 

8.0 General Data Protection Regulation (GDPR) 
 
 Personal data held by Selby College is subject to General Data Protection Regulation (GDPR). 

For information about your rights under GDPR you can see our Privacy Notice - 
www.selby.ac.uk/privacy. 

 

 
9.0 Covid-19 Virus Precautions 

 

Selby College has attempted, so far as is reasonably practicable, to reduce the risk of exposure to staff 

and students from Covid 19. It is therefore essential that government and college guidance if followed. 
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