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Careers Information, Guidance and Work Experience Policy  

 

Policy Statement on Provider Access 

This policy statement sets out Orchardside’s arrangements for managing the access of 

providers to students at Orchardside for the purpose of giving them information about 

provider’s education or training offer.  This complies with Orchardside legal obligation under 

Section 42A of the Education Act 1997 and the statutory guidance on Careers Guidance and 

access for education and training providers issued in October 2018 and the most recent 

statutory guidance to come into effect in January 2023 around the recommended encounters 

across each key stage to years 7 to 11. This will include information on T-Levels and 

Apprenticeships from particular providers in these areas. It has been written with the following 

DfE guidance in mind focusing on: Statutory guidance for governing bodies, school 

leaders and school staff. 

 

Statutory Requirements  

The Baker Clause is a statutory duty which states that schools must comply with the terms set 

out in Section 42A of the Education Act 1997.  This stipulates and requires the Governing 

Bodies to ensure that all students at the school are provided with independent careers 

guidance from Year 7 to Year 13 (Year 11 in the Orchardside context).  

 

 

 

The governing body must ensure that the independent careers guidance provided:  

- is presented in an impartial manner, showing no bias or favouritism towards a particular 

institution, education or work option  

- includes information on the range of education or training options, including 

apprenticeships and technical education routes which now has become statutory 

guidance that there are 2 encounters for each key stage to include T Levels and 

information on apprenticeships. 

- is guidance that the person giving it considers will promote the best interests of the 

pupils to whom it is given 

 

Rationale 

Orchardside is committed to meeting the statutory requirement for Careers Education 

Information Advice and Guidance this includes work related learning, in doing so we are 

preparing students for working life.  

Orchardside School has high quality careers advice and guidance, to support ambitious 

students. This is developed throughout a student’s time at the school and is always supportive 

of their aspirations, strengths and skills. This exposure to work is a significant step in preparing 

young people for adult and working life by developing their personal and social skills as well 

as the key skills they will need for the world of work.   

 

Student Expectation 

All pupils in years 7-13 are expected to: 
 



 

November 22 
 

- 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. Across each key 
stage this must include 2 encounters to include the above  

- 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 

- to access our Orchardside independent careers advisor for advice  
- a personalised pathway that includes work placement if suitable at key stages  
- receive a stable careers programme 

 

 

Gatsby Benchmarks  

At Orchardside we work throughout all key stages with our Careers programme, we do this in 

line with the Gatsby Benchmark.  The Gatsby Benchmarks are a framework of 8 guidelines 

that define the best careers provision in schools and colleges.  Orchardside’ s Careers 

Strategy is built around them, and they make a great place to start for planning or improving 

your programme.  

 

1. A stable careers programme  

2. Learning from career and labour market information  

3. Addressing the needs of each pupil  

4. Linking curriculum learning to careers  

5. Encounters with employers and employees  

6. Experiences of workplaces 

7. Encounters with further and higher education  

8. Personal guidance 

 

Career planning and curriculum planning  

Due to upcoming changes in ‘The Skills and Post 16 Education act 2022 ‘schools must provide 

in total at least 6 encounters (2 at each key stage) for their students with providers of technical 

education or apprenticeships. This will be supported by Aspire who will have regular mentoring 

sessions with our students and support us in improving their knowledge about T-Levels and 

Apprenticeships alongside other learning pathways.  

We will be offering discrete careers lessons to year 10 and 11. This aims to support them with 

work placement, college applications and much more around that transition phase into post 

16 life.  

Also we have included 1 discrete assembly for key stage 3 and 4 each half term. It may include 

an introduction into careers and what areas and job sectors there are, it may also be about 

the skills you need and have. These will be delivered the WRL co-ordinator and Aiyesha 

Simmonds. 



 

November 22 
 

Teachers will embed the Gatsby benchmark 4 into their lesson (Linking careers to the 

curriculum) This will serve to inform students of pathways, opportunities, and applications. It 

will become a central platform for students to build and develop their own careers profile.  

Teachers can send links to students about various careers and use it in the classroom to show 

case and promote the love of their subject and what opportunities there are out there.  Staff 

can also plan for visits to museums and or organisations within their subject area to increase 

‘cultural capital’ 

 

NEET Prevention Strategy  

The NPS was introduced during Covid-19 when things were extremely difficult for our 

students and their families.  

Students will be supported with their transition from school to college/training/employment by 

1. Ensuring they have a realistic plan for their next step 

2. Being contacted regularly to monitor progress 

3. Applications to college/training providers/employers are regularly reviewed and followed 

up and where necessary assistance is given to apply for new opportunities. 

4. Opportunities are provided to practice completing application forms and interview skills. 

 

 

Contacts 

1. Work Related Learning Coordinator at Orchardside   

Ms Lianne Raymond  

lianne.raymond@orchardside.school 0208 353 4270 Ext 121 

 

2. Work Related Learning Mentor at Orchardside   

 

Ms. Aiyesha Simmonds  

 

aiyesha.simmonds@orchardside.school  0208 353 4270 

 

3. Independent Careers Advisor  

 

Farah Ameerally 

Enfield Careers Service 

Schools and Children Services 

City Learning Centre 

 

4. Work Related Learning and Careers Governor  

Ms Sarah Carrington 

 

mailto:lianne.raymond@orchardside.school
mailto:aiyesha.simmonds@orchardside.school
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Definitions 

Work Experience - is an opportunity for Year 10 students to spend two weeks with an 

employer.  

Work Placement - is an opportunity for Key Stage 4 students to attend a work placement for 

a period of time.  This time can vary but is reviewed regularly. 

 

Guidelines 

• The work related learning co-ordinator is responsible for organising work experience 

throughout the school at KS4 and where it involves a full time placement will have open 

dialogues with the students about where they would like to work.  

• Work experience is an integral part of the Careers Education and Guidance  

Programme. 

• Students can find their own placement which will then be vetted. 

• All students regardless of culture, gender, ability social background or physical ability 

must have equal access to work experience and to all available placements. However, 

health considerations and disability may make some placements unsuitable for some 

students.  A student’s medical condition should be taken into consideration prior to 

organising a work experience placement. 

• Students are informed on appropriate behaviour, dress code, punctuality and the 

importance of observing Health and Safety guidelines appropriate to their particular 

placement.  The school has several assemblies before students go out on placement 

to review safeguarding, expectations and requirements. 

• Staff visiting students on their placement are fully informed of procedures for their visits 

to the workplace. 

• All employers complete a standard feedback form which assesses their progress on 

their work placement/work experience. This happens when staff members from 

Orchardside visit the student.  

 

Employers and parents are kept fully informed of the legal requirements and Health and Safety 

regulations of the placement by the work related learning co-ordinator. 

 

• Special needs learners, and LAC children are carefully matched to an employer and 

effectively supported during their placement. 

• Employers are given all relevant information about any special needs or medical 

conditions the student may have and which might impact on the health, safety and 

welfare of the student in the placement, co-workers and the public. 

 

There is a full student evaluation completed when students return to school and this is shared 

with all students during an assembly to reflect on what students have gained from the 

experience. 

 

Safeguarding Healthy and Safety  
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Orchardside School retains a ‘duty of care’ at all times in line with the Keeping Children 

Safe in Education 2019 and we will ensure: 

 

During work experience and placements, employer’s parents and students are made 

aware of the daily absence reporting procedures 

 

• Work experience and work placements are quality assured by Enfield Business 

Partnership in accordance with health and safety standards. Enfield Business 

Partnership is the provider with whom Orchardside has a service level agreement. 

• We will ensure our students are matched carefully to the experience/placement and 

support the student when they are on a placement. 

• Parents/carers are consulted and kept informed regularly 

• Our students are prepared and briefed about health and safety and understand how 

to identify hazards and the sort of control measures that can be put in place to 

reduce the risk of injury or accident. 

• Our students develop a set of safe behaviours, so that they play an active part in the 

process and acquire practical, transferable skills from their experience/placement. 

• Students must not work excessively long hours, no more than 8 hours per day, 40 

hours per week, 5 days per week with no unsocial hours. 

• Systems are in place to ensure the health, safety and welfare, so far as reasonably 

practicable of placements i.e. H&S policy, risk assessments, communications and 

consent. 

• Students are supervised by competent people whilst on work experience. 

• We will remain aware of legislation and guidance documents relating to work 

experience published by the Department of Education and the Health and Safety 

Executive and update this policy as appropriate. 

 

Evaluation and Monitoring  

The school ensures that the following key staff are involved in evaluation and monitoring:  

 

Deputy head Teacher lines manages the Work Related Learning Coordinator and leads on 

the Gatsby benchmarking 

 

The Work Related Learning co-ordinator co-ordinates the Careers Education Guidance in 

the school  

 

There is a link Governor for Work Related Learning to ensure there is a system in place to 

ensure that the provision is regularly monitored and evaluated 

 

Regular meetings between the Work Related Learning co-ordinator and SLT line manager 

updating destinations    

 

A Work Related Learning annual report presented to the SLT and Governors, elements of 

the reports are published throughout the year in the newsletter 

 


