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Foreword 

Introduction 
There has never been a time when careers guidance has been as important for young people as it is today. Students and their parents and 

carers need help to make choices and manage transitions, they need good quality and tailored careers education, information, advice and 

guidance. 

The school careers plan sets out how the school intends to provide a fit for purpose careers programme. The school careers plan was 

originally based on the DfE document "Careers Guidance and Inspiration in Schools" dated March 2015. In line with the recent "Careers 

strategy: making the most of everyone’s skills and talents 2017" and subsequent guidance for schools and colleges the careers plan 

addresses the eight Gatsby Benchmarks, in particular Benchmark 1. Using the careers plan enables school to track the career activities 

and interventions it provides for all of its students. 

●   Every student is encouraged to fulfil their own potential and to enjoy life as independently as possible. It is imperative that parents 

and carers are kept well informed about all relevant options post Overley Hall School, so that they are able to support their son or 

daughter with transition. 

Opportunities for advice and support are tailored to the needs of each student. We have secured independent careers guidance to 

support our students and their parents and carers on a weekly basis. Future Focus provides impartial information, advice and 

guidance for young people aged 13 to 19 years of age and up to 25 years of age for young people with additional needs. 
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Careers education does not just mean informing students and their parents and carers about their options after school but about the 

student's path through life. By helping students with decisions at crucial stages, informing them of all their options and introducing 

them to the world of work we aim to prepare them for life after school whichever path they choose. 

Overley Hall School adopts the Gatsby Charitable Foundation Trust’s Benchmarks to develop and improve the careers programme. 

Using the SEND Toolkit produced by the Careers and Enterprise Company, the eight Benchmarks are interpreted in a way to reflect 

the needs of our students who have a range of complex needs. All the Benchmarks are important; however, we put an emphasis on 

students gaining experiences of the workplace as these create greater barriers. The Benchmarks are as follows: - 

A stable careers programme, learning from career and labour market information, assessing the needs of each student, linking 

curriculum learning to careers, encounters with employers and employees, experiences of workplaces, encounters with further and 

higher education and personal guidance. 

Student Entitlement Statements 
Year 7 Careers Entitlement 

● Students are encouraged to identify personal traits, strengths and skills and develop confidence  

● Students are introduced to careers resources 

● Students and their parents and carers have optional access to independent and impartial advisor 

● By beginning careers education early students can make better informed decisions at transition stages  

Year 8 Careers Entitlement 

● Students build on personal strengths  

● Students introduced to the world of work  
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● Students encouraged to think about the future. 

● Students and their parents and carers have optional access to independent and impartial advisor 

● Students are introduced to 'employability skills' through enterprise projects 

Year 9 Careers Entitlement 

● Students focus on transferable skills. 

● Students and their parents and carers access independent and impartial advisor  

Year 10 Careers Entitlement 

● Students and their parents and carers access independent and impartial advisor.  

●  Students complete work experience  

Year 11 Careers Entitlement 

● Students and their parents and carers access independent and impartial advisor and post 16 options information relating to education, 

training and employment. 

Year 12 Careers Entitlement 

● Students access sensory careers boxes 

● Students take part in supported internal and external work experience 

● Taster sessions, educational visits and employer presentations take place 

● Students and their parents and carers access independent and impartial advisor and post 19 options information relating to employment, 

training and education 
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Year 13 Careers Entitlement 

• Students access sensory careers boxes 

• Students take part in supported internal and external work experience 

• Taster sessions, educational visits and employer presentations take place 

• Students and their parents access independent and impartial advisor and post 19 options information relating to                        

employment, training and education 

• Parents and carers make applications as appropriate for post 19 provision 

 Year 14 Careers Entitlement 

• Students and their parents and carers access independent and impartial advisor and post 19 options information relating to 

employment, training and education 

• Parents and carers continue to make applications and visits as appropriate 

• Students make successful transitions to their post 19 provision 

Disclaimer 
This report is derived from the Grofar Careers Plan and designed to express the plans, intentions and activities related to the users 

Overley Hall School Careers Service. 

Grofar, authors, publisher, and their employees and affiliates are not responsible or liable for any errors or omissions and make no 

representations, warranties, or guaranties regarding this report or results obtained from its use. 
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Careers Service Goals 

Careers Service Goals 
Our Careers Service Goals set out the key areas where we will focus our efforts this year. These are the things that we have identified as being the most important to help prepare our students for their 

next steps after leaving school. We aim to achieve or better all the points set out in the DfE statutory guidance and focus attention on some specific goals. 

 

 

Development  
Objective 

Key Actions Success Criteria Measurable 
Outcomes 

Achievable Steps Time-Bound Targets Curriculum  
Links 

Develop 
awareness of 
job roles and 
tools 

Use sensory careers 
boxes, videos, stories 
and practical real-life 
learning. 
Role plays with job-
related props 

Learners can 
identify and match 
tools to job roles 
using AAC, signs, 
or gestures 

80% of learners 
correctly match 
tools to job roles 
in structured 
activities 

Introduce job roles on 
a weekly basis with 
matching tools 
Use visuals and AAC 
to support 
identification 

Complete initial tool-role 
matching through 
sensory career box, 
work sheets and role 
plays 

WCaVoc01, 02, 03,04,05, 
CCaVoc01,01, 
06,07,08,10,11,12 
YCaVoc04, 
B CaVoc04,06,10, 
GCaVoc01,08 

Explore 
enterprise and 
product 
creation 

Run mini enterprise 
projects (e.g. tuck 
shop, café afternoons) 
Use visual timetables 
and sequencing 
boards 

Learners participate 
in product creation 
and can explain 
their role using 
symbols or simple 
phrases 

All learners 
contribute to at 
least one 
enterprise 
project  

Plan enterprise 
themes/projects 
Assign roles using 
visual supports or 
simple phrases  

Launch first enterprise 
project  

WCaVoc06,13, 16, 
Y CaVoc01,06, 
BCaVoc09 
GCaVoc04 

Experience 
real-world 
environments 

Organise supported 
visits to workplaces 
Use social stories and 
visual supports to 
prepare 

Learners show 
reduced anxiety 
and increased 
engagement during 
visits; can recall 
key features of the 
environment 

At least 3 
external visits 
completed per 
academic year 

Identify accessible 
local businesses 
Prepare learners with 
sensory stories, 
visuals 

First visit scheduled  WCaVoc07,08,09,10,11 
CCaVoc09, 
YCaVoc02,03,05,07,10 
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Engage with 
employer 
experiences 

Invite speakers to 
assemblies 
Use adapted Q&A 
formats (e.g. symbol 
boards, pre-recorded 
questions) 

Learners respond 
to speakers with 
interest and can 
express 
preferences or ask 
questions with 
support 

1 employer talk 
delivered by end 
of academic 
year 

Contact local 
professionals 
Prepare learners with 
visual prompts 

First speaker visits 
scheduled  

CaVoc017, 
WCaVoc011, 
BCaVoc01,02,03,08, 
GCaVoc06,07,09 

Develop 
budgeting and 
money 
awareness 

Use farm/tuck shop for 
practical budgeting 
Introduce coin sorting, 
matching prices to 
items 

Learners can match 
coins to items and 
express choices 
using money-
related symbols or 
speech 

80% of learners 
demonstrate 
basic money 
exchange skills 
in role play 

Create weekly shop 
scenarios 
Use real and pretend 
money for practice 

Begin money skills 
sessions through the 
curriculum  

CCaVoc014, 
GCaVoc05 

Build personal 
strengths and 
transferable 
skills 

Reflect on after-school 
clubs and learner’s 
interests. 
Learner one-page 
profiles  

 

Learners can 
identify personal 
strengths and 
interests, using 
AAC or verbal 
communication to 
confirm choices 

All learners 
complete a one-
page profile with 
support from 
staff using 
symbols, AAC 

Schedule termly 
reflection sessions 
through assemblies 
and IAG sessions  

 

Initial one page profile is 
completed and updated 
annually  

GCaVoc03, 

Plan for future 
qualifications 
and pathways 

Use simplified career 
maps and qualification 
visuals 
Introduce “Day in the 
Life” videos and books 

Learners can 
choose preferred 
career paths and 
identify basic steps 
needed (e.g. “need 
uniform”, “go to 
college”) 

Learners where 
appropriate 
identifies at 
least one career 
interest or social 
care pathway 
with support by 
the end of year 
13 

Create visual career 
maps 
Use role play or talking 
mats to explore 
pathways 

Career report produced 
for annual review from 
year 9 upwards  

YCaVoc08, 

Learn online 
safety and 
digital 
responsibility 

Use interactive stories 
and role play 
Teach safe/unsafe 
using symbols and 
scenarios 

Learners can 
identify safe online 
behaviour’s and 
respond 
appropriately to 
digital prompts with 
support  

Learners 
demonstrate 
safe online 
choices in 
structured 
activities 

Deliver weekly digital 
safety lessons 
Use symbol-supported 
scenarios 

Qualifications units 
related to online safety, 
Annual online safety 
day  

CCaVoc015, 
GCaVoc010, 
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Access 
personal 
guidance 

Schedule IAG 
sessions with Careers 
Advisor using adapted 
communication tools 
Use appropriate 
communication tools 
and visuals to support 
and express career 
preferences 

Learners can 
express career 
interests and 
respond to 
guidance with 
supported decision-
making 

Learners attend 
IAG sessions 
(group, one to 
one, vocational 
days) at least 
one IAG session 
per year 

Enter into a traded 
agreement with local 
careers service – 
Career advisor to 
deliver weekly IAG 
sessions  
Prepare learners with 
visual supports 

First guidance session 
by Week 1 

WCaVoc014 
CCaVoc018 
YCaVoc09 

Celebrate 
career learning 
through 
creative 
expression 

Create career-themed 
art, music, or drama 
Display using a variety 
of mediums  

Learners contribute 
to displays or 
performances and 
can describe their 
work using signs, 
symbols, or speech 

Each learner 
contributes to at 
least one 
showcase event 
per year 

Plan termly showcase 
themes 
Support learners in 
creating displays 

First performance or 
project events by of 
summer term  

BCaVoc05,07, 

GCaVoc02, 

Careers & 
Hobbies  

Identify career 
interests and hobbies 
of learners through 
enrichment days, 
vocational days and 
IAG sessions 

Learners can match 
careers and 
hobbies to their 
interests with 
support  

Learners are 
encouraged and 
supported to 
visit appropriate 
providers to 
improve their 
knowledge  

Learners could identify 
how hobbies can 
become a career  

Interest related career 
choices are 
documented from yr 9 
annually  

WCaVoc08,14 
CCaVoc08,09,18 
YCaVoc04,06,09 
PCaVoc01,07,16,17,19,21 
BCaVoc01,03,07,10,  

Pathway to 
independence  

Develop  
community links and 
work experience 
placements  

Learners participate 
in new real-life 
environments and 
show an interest 
and explore 
different job roles. 
Talk about 
community helpers 
and participating in 
workplace visits   

Learners 
explore at least 
10 different job 
roles per year. 
Makes 
successful 
transitions to 
providers  

Contact local 
employers to secure 
visits or work-related 
placements  

All learners experience 
at least one community 
visit per term  

WCaVoc10, 
WCaVoc12 
YCaVoc02 
PCaVoc01,04,  
BCaVoc01 
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Activities and Events 

Careers Events and Activities 

Students will have access to wide range of careers focused events and activities. These include the following:- 

Weekly Careers lessons delivered by the Future Focus Careers Advisor 

Visits to local post 16 and post 19 providers  

Visits to rural charities and farms 

Taster Sessions at specialist colleges 

Sensory Careers Boxes 

Supported Work Experience, internal and external 

Presentations by employers in assemblies 

Enterprise Projects 

Planning and hosting focused events for parents and carers such as Afternoon Tea 

Student Council  
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Careers Providers 

Independent Providers 

The school will secure independent careers information, advice and guidance (CEIAG) that includes information on the 

appropriate range of education / training and vocational options in good time before key transition points.  

Access to Independent Careers Guidance 

The school’s careers education programme adheres to the CDI framework for careers education, employability, 

enterprise (March 2018) and complies with the Education Act 2011 by securing independent impartial careers 

guidance.  

Access to Internal Careers Guidance 

The careers leader will provide a planned programme of careers education for students and their parents. Working with 

the external independent advisor will ensure that they are suitably briefed to ensure their time is effective when 

providing the impartial information, advice and guidance. 

Future Focus is a specialist Careers Service run by Telford and Wrekin Council. Future Focus can also help when 

things get in the way of learning or future plans. From September 2012, the statutory duty was placed on 

schools/colleges to provide access to independent and impartial careers guidance for their students, and they are free 

to make arrangements as they choose. 
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Catherine McCarthy meets the requirements of the Career Development Institute. She is a graduate, qualified in 

careers guidance practice and theory with a Post Graduate Diploma in Careers Guidance (Level 7). Future Focus has 

achieved the Matrix accreditation. This is a ‘quality standard for organisations seeking to assess and measure their 

information, advice and guidance services (IAG) in a learning or work setting. It ultimately supports individuals 

regarding career, learning, work and life goals by helping associated services to provide the best support. The Matrix 

standard provides a benchmark of the quality of IAG services.’ (Clear Quality.co.uk) 

Future Focus provides impartial information, advice and guidance on careers and future planning for young people 

aged 11 to 19 years of age and up 25 years of age for young people who have additional needs. 

Opportunities for advice and support should be tailored to the needs of each young person.  Observations and liaison 

with the existing educational setting allow the Careers Advisor to find out more about each young person including for 

example, what they enjoy, their strengths, what’s important to them, communication, what support they require and the 

transitional support required for the young person. All of this informs the advice and guidance process when looking 

ahead to the young person’s post-school career.  

Future Focus Mission Statement 

To engage and inspire young people to make positive transitions into education, employment and training. 

Future Focus does this by: - 

● Delivering professional, impartial, client-centred careers information, advice and guidance 

● Delivering expert, up-to-date knowledge and information with an understanding of available opportunities 
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● Delivering a service that motivates and enables young people to make well-informed, realistic decisions Careers  

 

Guidance Pathway-what happens and when? 

Year 9: Help children explore their aspirations and how different post-16 options can help them meet them. 

Year 10: Support the child and their family to explore more specific courses or places to study (for example through 

taster days and visits) so they can draw up provisional plans. 

Year 11-14: Support the child and their family to firm up plans for their post-16/post-19 options and familiarise 

themselves with the expected new setting. This includes contingency planning and the child and their family should 

know what to do if plans change. 

Documenting Careers Guidance 

The Careers and Transition Report documents the careers guidance provided and transitional support required from 

the school. It reflects the child’s views and aspirations and how they might achieve them. It will work towards looking at 

education and/or employment pathways – exploring different education, training and employment. 

The Careers Advisor is involved in the Education and Health Care Plan (EHCP) Review process, where key 

information from the Careers and Transition Report will be shared. 
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Stakeholder Engagements 

Engagements 

The service aims to provide a broad range of information and updates to students, parents, providers and the school leadership team 

throughout the year. The updates will help to engage the service with the wider school community and provide information about the 

career’s education, information, advice and guidance provided. Examples are below: - 

School Newsletter to parents/carers 

Independent Heads Forum 

Governors Meetings - updates from the Head of Sixth Form and liaison with the Governor with responsibility for careers related work.  

Sixth Form Assemblies 

Future Focus targeted resources for parents/carers e.g. 'SEND Pathways to Careers' booklet and the Careers and Transition Reports 

EHCP Review Process 

Preparation for Adulthood/Transition Events and Networking  
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Provision Allocation 

Provision Allocation 
We want all of our students to be prepared for life after school. We will provide in-school guidance and independent advice from Future Focus to ensure our students and their parents and carers 

receive the impartial advice that they need.  

Independent Guidance Provision 

Year Group Student In Year Group 

Basic Provision (per student per year 
group) Student for Additional Provision 

Additional Provision 
(per student per year group) 

Year 7 1 6.5 Hours 1 3 Hours 

Year 8 4 6.5 Hours 4 4.5 Hours 

Year 9 4 10.5 Hours 4 3 Hours 

Year 10 0 7.5 Hours 0 4.5 Hours 

Year 11 3 8.5 Hours 3 6 Hours 

Year 12 0 12.5 Hours 0 7.5 Hours 

Year 13 4 14.5 Hours 4 7 Hours 

Year 14 3 17.5 Hours 3 7 Hours 
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In School Guidance Provision 

Year Group Students In Year Group 
Basic Provision (per student per year 

group) 
Students for Additional Provision 

Additional Provision 
(per student per year group) 

 
Year 7 

 
1 0 Hours 1 0 Hours 

 
Year 8 

 
4 4 Hours 4 3 Hours 

 
Year 9 

 
4 6.5 Hours 4 4 Hours 

 
Year 10 

 
0 12.5 Hours 0 9.5 Hours 

 
Year 11 

 
3 13.5 Hours 3 4 Hours 

 
Year 12 

 
0 8.5 Hours 0 4.5 Hours 

 
Year 13 

 
4 11.5 Hours 4 5 Hours 

 
Year 14 

 
3 15 Hours 3 4 Hours 
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Curriculum Provision 

Year Group Careers and Work related curriculum activities (per student per year group) 

Of which involving contact with 
"inspirational employees and other" (per student per year group) 

Year 7 3 hours 0.5 hours 

Year 8 4.5 hours 1 hours 

Year 9 9.5 hours 1.5 hours 

Year 10 5.5 hours 1.5 hours 

Year 11 8 hours 2 hours 

Year 12 11 hours 2.5 hours 

Year 13 10.5 hours 3.5 hours 

Year 14 12 hours 4 hours 

 

 

Careers, Employability and Enterprise Education 

The school aims to follow the CDI Framework for Careers, Employability and Enterprise Education 7-19, underpinned by the Gatsby Benchmarks.  
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Roles and Responsibilities 

Roles and Responsibilities 
To maintain and run an effective Careers Service several groups and individuals within the school are identified along with their roles and responsibilities in order to provide support and guidance to the 

service. 

Governors & SLT responsibilities 

● The governing body has a statutory responsibility to monitor and evaluate the effectiveness of the school and its curriculum in order to 

promote high standards of educational attainment (DfE, 2014a). Effective careers guidance contributes to raising aspirations, improving 

motivation and overcoming barriers to success. 

● Ensure there is a named member of the SLT and a Governor who have primary responsibility for CEIAG. 

● The Board of Governors should identify a link governor such as a local employer governor to support and challenge the careers staff 

(where the school has a policy of linking individual governors with different departments). 

● Ensure the annual Careers Plan is completed and signed off by the end of September. 

● Ensure that the agreed careers objectives are understood and implemented across the school. 

● Ensure the Careers Leader is prepared for OFSTED inspections. 

● Ensure school is meeting the statutory careers requirements and expectations as laid out in the statutory guidance 2017 (in particular; 

has a named Careers Leader, a Provider Access Policy, the careers programme published on the school's website and is working 

towards the Gatsby benchmarks). 

● Provide support to the Careers Leader and ensure that the agreed resources are made available during the year. 

● Review progress and achievements versus the careers plan and make adjustments as necessary. 
●  
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Senior Leader with overall responsibility for careers provision 

● Ensure the careers programme is adequately resourced to deliver the agreed careers plan. 

● Recruit, retain and support the careers leader. 

● Chair monthly reviews of progress against the careers plan and ensure that any problems preventing completion of any elements are resolved. 

● Act as the 'careers champion' to ensure that whole school acceptance of the careers plan is achieved! 

Head of Sixth Form responsibilities 

SENCO responsibilities 

● The Learning Co-ordinator acts as SENCO 

● Ensure that the careers plan complements objectives and activities set out in the school's special education policy. 

● Provide support to SEN students to help them generate their individual careers action plans. 

● Review SEN student career action plans with their parents to ensure they are engaged and supportive of the plans. 

● Ensure the careers leader understands the school's statutory responsibility to students with SEN. 

● Ensure individual careers and transition reports form part of the Education Health and Care plan review. 

 

Curriculum leader for careers education responsibilities 

● Take responsibility for the curriculum strands within the careers plan, inputting objectives to the plan and ensuring the curriculum 

resources are made available as necessary. 

● Understand what defines 'best practice' for integrating career readiness activities into the curriculum and ensure the school works 

towards and ultimately achieves these high standards. 

● Audit current teaching practices (in relation to careers) against the NFER good practice and strategies and the CDI Framework for 
careers, employability and enterprise. 
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Careers leader responsibilities 

● Prepare and deliver the careers plan. 

● Work closely with the governor with primary responsibility for careers to ensure they are able to support and guide you as required. 

● Bring any problems that you are unable to resolve to the attention of the career’s senior leader. 

● Ensure you engage with all your stakeholders including Local Authority, Local specialist provision, teachers, support staff, governors, 

students, parents, local businesses and guest speakers. 

● Put systems in place to ensure that you deliver measurable year on year improvements to the careers programme. 

● Be the school expert on all matters relating to careers education and training  

● Ensure you are accessible to your stakeholders by as many means as possible. 

Careers information staff responsibilities 

  

● Monitor the usage of each resource type and explore if and how information sources can be improved. 

● Research how and what the best school examples are providing. 

Administrative and support staff responsibilities 

● Support the careers leader in delivering the careers plan and achieving its objectives. 

● Explore and adopt measures which enable you to deliver your services efficiently. 

Teachers and teaching support staff responsibilities 

● Ensure you are familiar with the school careers plan and its objectives. 

● Ensure that career readiness and careers education are embedded in your lesson plans. 

● Review your lesson plans in relation to the CDI Framework and the resources on its website. 

● Monitor the effectiveness of your embedded activities and improve as necessary. 

● Feedback specific student needs (or opportunities) to the Careers Leader. 
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Pastoral and pastoral support staff 

● Ensure you are familiar with the school career plan and its objectives. 

● Feedback specific student needs (or opportunities) to the Careers Leader. 

Teachers, Tutors and Curriculum Staff responsibilities 

● Ensure you are familiar with the school careers plan and its objectives. 

● Monitor the effectiveness of your embedded activities and improve as necessary. 

● Feedback specific student needs (or opportunities) to the Careers Leader. 

Leadership and Management 

Leadership and Management Meetings 

Throughout the year, several meetings will take place to ensure the effectiveness of the service. Meetings will be arranged with school 

leaders and staff members to establish school expectations and evaluate the careers strategy. Well-structured operational meetings are 

recognised as a key function to running an effective careers service. 

The Head of sixth form, the careers lead, learning co-ordinator and the careers advisor work together to plan and produce the sensory 

careers boxes. 

 The careers lead and careers advisor have termly planned meetings to design and agree joint working. 

The Head of sixth form is one of the school's board members and presents feedback from the sixth form meetings and the careers 

programme development at Board meetings. 


