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1. Summary 
 
This Careers Policy sets out Ingfield Manor School's approach to providing high-quality careers 
education, information, advice and guidance (CEIAG) to all pupils. The policy is underpinned by the 
Gatsby Benchmarks and rooted in our Conductive Education principles, ensuring that every student 
receives personalised support to prepare for adulthood across our formal, semi-formal and pre-
formal pathways. 
 
The policy explains how we meet our statutory duties to provide independent careers guidance from 
Year 7, ensure access for education and training providers (the Baker Clause), and work 
collaboratively with students, families and professionals to support progression towards 
employment, independent living, community participation and health. It details our careers 
programme across all key stages, from Early Years through to Year 14, and demonstrates our 
commitment to developing the knowledge, skills and aspirations that enable our students to 
become valued and valuable members of their community. 
 
This policy should be read alongside our Provider Access Policy Statement, which sets out how we 
comply with the provider access legislation. 
 
Statutory Requirements 
This policy is based on the statutory Careers guidance and access for education and training 
providers from the Department for Education (DfE). 
This guidance refers to: 

 

At Salutem our policies are regularly updated and reviewed. However, occasionally policies may be 

reviewed after the set next review date after some consultation and research.  In these rare 

occasions, the out-of-date policy will remain VALID until it is reviewed by the policy sponsor. 

https://www.gov.uk/government/publications/careers-guidance-provision-for-young-people-in-schools
https://www.gov.uk/government/publications/careers-guidance-provision-for-young-people-in-schools
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 The Education Act 1997 
 The Education and Skills Act 2008 
 The School Information (England) Regulations 2008 

 
This policy is also in line with the Skills and Post-16 Education Act 2022 (the ‘provider access 
legislation’). It explains that our school must provide a minimum of 6 encounters with technical 
education and apprenticeship providers to all pupils in years 8 to 13 about their education or training 
offer. For more details on these encounters, see our provider access policy statement, which you 
can find as appendix 1 to this policy. 
 
This policy is also in line with the Education (Careers Guidance in Schools) Act 2022, which amends 
the existing duty in The Education Act 1997, so that: Our school must now secure independent 
careers guidance for pupils from year 7 (instead of from year 8, previously) 
The above guidance requires that we publish information about the careers programme on our 
website, and that it is communicated in a way that enables learners, parents and carers, staff, and 
employers to access and understand it.  
 

This includes: 
• The name and contact details of the career leaders 
• A summary of the careers programme 
• Details of how pupils, parents and carers, teachers, and employers can access 

information about the careers programme 
• How our school measures and assesses the programme’s impact on learners 
• The date by which we will review information 

 
We also act in line with our statutory duty under the provider access legislation (also known as the 
‘Baker Clause’), to be impartial and not show bias towards any route, be that academic or technical. 
This policy should be read in conjunction with our provider access policy statement which sets out 
how our school meets this duty and can be found as an appendix to this policy. 
 

  

https://www.legislation.gov.uk/ukpga/1997/44/contents
https://www.legislation.gov.uk/ukpga/2008/25/contents
https://www.legislation.gov.uk/uksi/2008/3093/contents/made
https://www.legislation.gov.uk/ukpga/2022/21/contents/enacted
https://www.legislation.gov.uk/ukpga/2022/13


   

 

 

IMS Careers Policy Page 3 of 19  Last Reviewed: April 2026 
Next Review: April 2027 

 

2. Document Control 
 

Initial purpose and scope of the new policy 
agreed by: Clare Mordue, April 2026 

Sponsor Technical review carried out: Liz Brown, April 2026 

Final Information Governance quality check 
carried out: James Winchester, April 2026 

Date implemented: 13th April 2026 

Version Number: Version 1 

Date of the next review: April 2027 (or sooner if legislation changes)  

Department responsible: Ingfield Manor School  

Job Title of Lead Person: Clare Mordue – Head of School 

 
 
 

In addition to this policy, local authorities and other commissioners may have their own policies, 
procedures and guidance which Services must comply with. These policies should complement 
this policy.  
 
However, there may be additional requirements put in place by local authorities and other 
commissioners and these must be adhered to. Changes must not be made to Salutem’s policies 
and procedures without corporate approval but, where needed, local procedures should be 
developed to accompany these. 
 

 
 

EQUALITY AND DIVERSITY STATEMENT 
The Salutem Group is committed to the fair treatment of all in line with the Equality Act 2010. An 

equality impact assessment has been completed on this policy to ensure that it can be 
implemented consistently regardless of any such factors and all will be treated with dignity and 

respect. 
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4. Definitions 
 
EHCP = Education, Health, Care Plan 
CEIAG = Careers Education, Information, Advice and Guidance 
 

5. Careers Program/Curriculum 
 

Core Purpose 
In its widest context, 'careers' is defined as 'an individual's path through life.' Through a 
comprehensive Careers Programme underpinned by the Gatsby Benchmarks and informed by 
Conductive Education principles, pupils develop the knowledge and skills they need to make 
progress along their personalised learning journey. For a large percentage of our students, this 
includes planning for their further education, training, accessing the community and employment 
opportunities. 
 

Our Aims 
Our Careers Programme, underpinned by the Gatsby Benchmarks, aims to: 
• Prepare students for the transition to life beyond school 
• Support students in making informed decisions which are appropriate for them 
• Provide students with well-rounded experiences 
• Develop essential skills such as communication, independence and resilience 
• Inspire and motivate students to develop themselves as individuals and live as independently 

as is possible 
• Promote lifelong learning 
• Involve parents or carers where appropriate 

 
Careers Education, Information, Advice and Guidance 

In line with the SEND Code of Practice (2015), we support students through Careers Education, 
Information, Advice and Guidance (CEIAG) and the Education, Health and Care Plan (EHCP) annual 
review process to consider their aspirations throughout their school career. 

 
At Ingfield Manor School, our approach is rooted in the principles of Conductive Education, 
recognising that each student's journey is unique and requires personalised support. Students are 
supported to make progress in the four areas of 'Preparing for Adulthood': 
• Employment - working towards paid/voluntary work and other purposeful activities 
• Developing independent living skills 
• Having friends and relationships and being part of the community 
• Being as healthy as possible 

 
Through a collaborative approach to target setting involving the student, their family, school staff and 
external professionals, we set relevant, challenging and ambitious targets and outcomes. Our 
Conductive Education approach ensures that students are supported holistically, developing the 
skills, confidence and resilience they need to follow appropriate pathways and make the progress 
necessary to achieve their goals. This enables them to become valued and valuable members of their 
community and achieve a fulfilling life. 

 
At Ingfield Manor School, we recognise the vital role that parents and carers play within this process 
and work in close partnership with families throughout the CEIAG journey. We continually monitor 
and evaluate every student's progress towards both their EHCP and Preparing for Adulthood 
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Outcomes and see the annual review processes as central to this collaborative working with 
students and their families. 
 
This personalised, collaborative approach reflects our commitment to Conductive Education 
principles, ensuring that every student at Ingfield Manor School receives the tailored support they 
need to progress towards independence and a fulfilling adult life. 

 
Our Approach: Personalised Pathways 

Our careers provision recognises that students follow personalised pathways. Through a spiral 
approach, students often repeat encounters or participate in similar experiences. This provides 
opportunities for students to revisit, reinforce and apply previously learned knowledge and skills in 
different contexts, resulting in mastery and a sense of accomplishment. 
The pathways are flexible and personalised, with movement across pathways available where 
necessary to meet each student's needs and support their progression. 
 
 
Formal Pathway 
Students on a formal curriculum pathway will work towards employability qualifications. They will 
take part in enterprise projects, such as Enterprise week, Ingfield Cafe at school events and Skills 
Builder Projects/Challenge Days.  
 
Visits to local employers and workshops held at school will extend their knowledge of the local 
market and develop employability skills. From Key stage 4, all students, will take part in 2 days’ 
internal (or external where deemed appropriate and accessible) work experience each year, which 
will provide them with an opportunity to sample different vocations, develop essential skills and help 
them to become work ready.  
 
Students will experience a range of further educational providers to help them make informed 
decisions about their future and raise aspirations. Throughout this journey we will create a CV, apply 
for work experience, attend mock interviews, become familiar with using public transport, develop 
an understanding of using a bank account and managing money, essentially becoming work ready.  
 
Students leaving Ingfield Manor School from the formal pathway may progress to a further education 
provider to gain additional qualifications or move into paid or voluntary employment. 
 
Semi-Formal Pathway 
Students on a semi-formal pathway develop practical and functional skills that will support them to 
live independently and be active participants in their community. Rooted in the principles of 
Conductive Education, our approach recognises that each student's journey towards independence 
is unique and requires holistic, personalised support. 
 
Students will have opportunities to engage and experience a range of activities and develop a hobby 
or a bank of activities that they enjoy and continue to do throughout their time at Ingfield Manor 
School and when they leave.  
 
They will take part in enterprise projects, such as Enterprise Week and Skills Builder 
Projects/Challenge Days, which provide meaningful opportunities to develop practical skills in real-
world contexts. 
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All students will access the community to develop their awareness and to develop an understanding 
of how they can contribute to the world around them, as well as developing essential skills. 
Throughout this journey, students will develop a range of essential life skills, such as listening, 
communication, teamwork, problem solving, initiative and perseverance. Through our Conductive 
Education approach, they will be encouraged to be as independent as possible, and opportunities to 
develop life skills will be embedded across the curriculum.  
 
We also support them to develop in the four areas of 'Preparing for Adulthood': employment, 
developing independent living skills, having friends and relationships and being part of the 
community, and being as healthy as possible in a meaningful and personal way. 
 
Students leaving Ingfield Manor School from the semi-formal pathway may move on to a further 
education provider or a care facility to continue working towards increased levels of independent 
living in adulthood, and possibly supported work placements or volunteering opportunities. Our 
Conductive Education approach ensures that every student receives the tailored support they need 
to progress towards independence and a fulfilling adult life, becoming valued and valuable members 
of their community. 
 
Pre-Formal Pathway  
Students on our pre-formal curriculum pathway follow a journey that focuses on a process-based 
approach (rather than the end product), promoting sensory exploration, communication skills, active 
engagement, independence and social engagement. Rooted in the principles of Conductive 
Education, our approach recognises that every interaction and experience is an opportunity for 
learning and development, tailored to each student's unique needs and abilities. 
 
Through our Conductive Education approach, they will be empowered and enabled to do things 
independently wherever possible, building confidence and self-awareness at their own pace. 
Students will have opportunities to participate in enterprise projects, such as Enterprise Week and 
Skills Builder Projects/Challenge Days, adapted to their individual needs and abilities. These 
experiences provide sensory-rich, meaningful contexts for engagement and interaction. 
 
Activities within the local community and visitors to the school will provide sensory experiences and 
opportunities to interact with a range of different people. Staff are sensitive and responsive, 
responding to any potential expressions of preference or dislike, ensuring that each student's voice 
is heard and valued in whatever form that communication takes. 
Throughout this journey, students work towards the four areas of 'Preparing for Adulthood' in ways 
that are meaningful and appropriate to them: 

• Employment - engaging in purposeful activities and developing early skills such as attention, 
participation and following routines that underpin future engagement in meaningful 
occupation 

• Developing independent living skills - building foundational skills through everyday tasks, 
making choices where possible, and developing self-care abilities appropriate to their 
individual needs 

• Having friends and relationships and being part of the community - developing social 
engagement through interactions with peers, staff and community members, and 
experiencing a sense of belonging within their school and local community 

• Being as healthy as possible - participating in sensory activities, developing physical skills 
through Conductive Education approaches, and building positive routines that support 
wellbeing 
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Students leaving Ingfield Manor School from the pre-formal curriculum pathway often transition into 
further education or care provider who can offer tailored programmes of activities. Our team works 
closely with families and receiving providers to ensure smooth transitions that maintain continuity of 
approach and understanding of each student's unique needs and communication methods. 
 

Primary and Early Years Curriculum Pathways 
Our careers education begins in the Early Years, rooted in Conductive Education principles, where 
every learning experience develops independence, confidence and essential life skills. 
Students explore their own strengths, interests and preferences through everyday activities, learning 
to express likes and dislikes, make choices, and develop self-knowledge essential for future 
decision-making. 
 
Through role play, stories and classroom jobs, students understand different roles in school, at home 
and in the community, learning about helpers such as doctors, teachers, shop workers and 
emergency services. 
 
Students develop foundational skills that underpin all future learning and employment: 

• Communication - expressing needs, listening to others and following instructions 
• Social skills - working alongside peers, sharing, taking turns and building relationships 
• Independence - completing tasks, managing belongings and making choices 
• Resilience - persevering with challenges, trying new things and learning from mistakes 
• Problem-solving - finding solutions and asking for help when needed 

 
Careers learning is embedded across the curriculum. In literacy, students explore books about 
different jobs and aspirations. In numeracy, they use money in role play shops. Creative subjects 
explore how artists, musicians and designer’s work. Science lessons discover how scientists 
investigate. Motor Learning develops coordination, teamwork and understanding of how our bodies 
work. 
 
Students participate in community visits to local shops, parks, libraries and educational centres. 
Enterprise activities such as Skills Builder Projects/Challenge Days and contributing to school events 
provide early experiences of purposeful work, building awareness of their community. 
 
This early career learning is delivered through a spiral curriculum approach, where students revisit 
and build upon concepts as they progress. The focus is on exploration, building positive attitudes 
towards learning and work, and developing foundational skills that support all future pathways. 
See Appendix 2 for a breakdown of our careers programme across the different curriculum pathways. 
 

Gatsby Benchmarks 
The Gatsby Benchmarks are a framework that defines high-quality careers provision in schools. Our 
programme has been developed to work towards meeting the expectations outlined in this 
framework 

1. A stable careers programme 
2. Learning from career and labour market information 
3. Addressing the needs of each young person 
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 
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Our programme doesn't show bias towards any particular institution, education or career path, and 
promotes a full range of options for pupils appropriate to their individual abilities, needs and 
aspirations. This includes technical and academic routes, supported employment, volunteering 
opportunities, day care provision and residential care settings.  
 
Through our collaborative approach with students, families and professionals, we always consider 
the best interests of the pupil to whom the career guidance is given, ensuring that advice and support 
is personalised, ambitious and focused on enabling each young person to achieve a fulfilling adult 
life as a valued and valuable member of their community. 
 

6. Careers Programme Integration 
7.  

Through our careers-integrated curriculum, underpinned by the principles of Conductive Education 
and delivered through our personalised pathway approach, we aim to: 
 
Develop students' knowledge of their own personal strengths and interests We support students 
to discover and understand their unique abilities, preferences and talents, and how these could be 
beneficial to themselves and others now and in the future. Through our Conductive Education 
approach, we recognise that every student has potential, and we celebrate progress at every level 
across our formal, semi-formal and pre-formal pathways. 
 
Increase students' knowledge of different jobs, careers and roles within the 
community Students explore the world of work in ways that are meaningful and appropriate to their 
individual pathway. This ranges from understanding community helpers and visiting local businesses 
in our primary and pre-formal pathways, to developing specific employability skills and experiencing 
work placements on our formal pathway. 
 
Improve their self-esteem, mental health and quality of life Through the development and 
acquisition of work-related learning skills, we support students to participate in supported 
employment, supported volunteering and community engagement. Our Conductive Education 
approach focuses on building confidence, resilience and independence, enabling students to 
become good citizens and live as independently as possible. 
 
Prepare students for adulthood We make students and their families aware of different options 
available after Year 11 and Year 14. This preparation is tailored to each pathway, whether that 
involves progression to further education providers, supported employment, day care centres, or 
residential care settings. Our spiral curriculum approach ensures students revisit and build upon 
their understanding of future options throughout their time at Ingfield Manor School. 
 
Ensure students and their families have relevant support and guidance We work collaboratively 
with students and their families, so they feel fully informed about the opportunities and support 
available for their young person. Through our CEIAG programme and the EHCP annual review 
process, we maintain close partnerships with families, recognising that parents and carers are 
central to supporting their child's aspirations and future planning. 
 
Support students preparing for adulthood through developing their independence skills Across 
all pathways, we embed opportunities to develop independence skills throughout the curriculum. 
From making choices and expressing preferences on our pre-formal pathway, to managing personal 
care and using public transport on our semi-formal pathway, to creating CVs and attending mock 



   

 

 

IMS Careers Policy Page 10 of 19  Last Reviewed: April 2026 
Next Review: April 2027 

 

interviews on our formal pathway, every student is empowered and enabled to do things 
independently wherever possible. 
 
Equip students with the employability skills needed We aim to improve the possibility and 
probability of paid work for our students, which could include permanent paid full-time employment, 
supported employment, or volunteering opportunities. Through enterprise projects such as 
Enterprise Week, Ingfield Cafe and Skills Builder Projects, alongside work experience placements 
and community engagement, students develop essential employability skills including 
communication, teamwork, problem-solving, initiative and perseverance. 
 
Through this holistic, personalised approach rooted in Conductive Education principles, we ensure 
that every student at Ingfield Manor School, regardless of their starting point or pathway, receives the 
tailored support they need to progress towards independence, achieve their aspirations, and 
become valued and valuable members of their community. 
 
Our careers programme is interwoven into our personal development and PSHE curriculum and any 
linked curriculum areas, ensuring that careers education is not delivered in isolation but as an 
integral part of each student's holistic learning experience. 
 
Through our Conductive Education approach, we recognise that preparing for adulthood happens 
across all aspects of school life. Careers learning is embedded throughout the curriculum, with 
teachers linking subject knowledge and skills to real-world applications and future pathways. For 
example: 

• In PSHE lessons, students explore topics such as personal strengths, aspirations, healthy 
relationships, financial capability, and understanding the world of work 

• In English and communication, students develop essential workplace skills including 
listening, speaking, reading, writing and presenting - all vital for employment and independent 
living 

• In mathematics, students apply numeracy skills to real-life contexts such as managing 
money and budgeting 

• In science and technology, students explore careers in STEM fields and develop problem-
solving skills applicable to various vocations 

• In creative subjects, students discover pathways in the arts, develop entrepreneurial 
thinking through enterprise projects. 

• In Motor Learning, students develop physical skills, teamwork, resilience and an 
understanding of health and wellbeing. 

• Through life skills and independence, students practise everyday tasks that support 
independent living, such as food preparation, personal care, using technology, and navigating 
their community 
 

This integrated approach, underpinned by Conductive Education principles, ensures that every 
learning opportunity contributes to students' preparation for adulthood. It allows students to revisit, 
reinforce and apply knowledge and skills in different contexts through our spiral curriculum 
approach, resulting in mastery, confidence and a sense of accomplishment as they progress 
towards their individual goals and aspirations. 
 

Skills Builder Curriculum 
Ingfield Manor School uses the Skills Builder Framework to support the development of essential 
employability, independence and life skills across the curriculum. The framework focuses on eight 
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key skills: Listening, Speaking, Problem Solving, Creativity, Staying Positive, Aiming High, Leadership 
and Teamwork.  

 
 
These skills are embedded throughout classroom learning, enrichment activities, work-related 
learning, and Preparation for Adulthood programmes, enabling students to develop confidence, 
resilience and independence. 
 
Students are provided with regular opportunities to practise, apply and reflect on these skills in a 
range of meaningful contexts. This supports them to recognise their strengths, set personal goals 
and develop the knowledge, skills and behaviours needed for successful transitions into further 
education, training, employment, independent living and community participation.  
 
The Skills Builder Framework provides a consistent and progressive approach to skill development, 
helping students make meaningful connections between their learning, their aspirations and the 
world of work. 
 
The framework is adapted to meet individual learning needs, ensuring that all students can engage 
with, develop and celebrate progress in the essential skills required for adult life. By recognising and 
valuing small steps of achievement, the programme supports every student to work towards their 
personal aspirations and achieve the best possible outcomes for their future. 
 
 
Meeting the Gatsby Benchmarks 
This spiralling approach to a careers programme, together with our comprehensive work-related 
learning, supports our achievement of the Gatsby Benchmarks as a school. While the benchmarks 
are non-statutory, they provide a valuable structure for developing our careers programme in line 
with statutory requirements, and Ofsted take them into account when assessing our careers 
provision. 
 
Through our Conductive Education approach and personalised pathway system, we adapt the 
benchmarks to meet the unique needs of our students in a meaningful way: 
 
Benchmark 1: A stable careers programme - We maintain a stable careers programme with explicit 
backing from governors and senior leadership. Our programme is tailored to the needs of pupils, 
sequenced, underpinned by learning outcomes, linked to our school development plan and sets out 
how parents and carers will be engaged. 
 
Benchmark 2: Learning from career and labour market information - Students access careers and 
labour market information appropriate to their level of understanding. This ranges from learning 
about community helpers and local businesses in our primary and pre-formal pathways, to exploring 
specific career sectors and labour market trends on our formal pathway. 
 
Benchmark 3: Addressing the needs of each young person - We address the individual needs of 
each student through our collaborative approach to target setting and EHCP reviews. Our 
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programme actively seeks to challenge stereotypical thinking, showcase diverse role models and 
raise aspirations.  
 
Benchmark 4: Linking curriculum learning to careers - We link curriculum learning to careers and 
preparation for adulthood across all subjects and pathways. Every learning opportunity contributes 
to students' preparation for adulthood through our integrated approach to careers education within 
PSHE, personal development and across the wider curriculum. 
 
Benchmark 5: Encounters with employers and employees - We provide encounters with 
employers through enterprise projects such as Enterprise Week, Ingfield Cafe at school events and 
Skills Builder Projects/Challenge Days, alongside community visits and workshops. Students 
encounter employers of different sizes and specialisms appropriate to their pathway. 
 
Benchmark 6: Experience of workplaces - We offer meaningful workplace experiences tailored to 
each student's abilities and aspirations. From Key Stage 4, students on our formal pathway 
participate in work experience placements, whilst students on semi-formal and pre-formal pathways 
engage with workplaces through community visits and adapted enterprise activities. 
 
Benchmark 7: Encounters with further and higher education - Students are supported to 
experience a range of further education and care providers to support informed decision-making. 
This includes visits to colleges, day care centres, residential care settings and other provision 
appropriate to each student's pathway and future aspirations. 
 
Benchmark 8: Personal guidance - Students receive personalised guidance through our careers 
adviser and careers leader working collaboratively with students and families. Guidance is 
embedded into the EHCP annual review process and tailored to each student's unique needs, 
abilities and aspirations. 
 
By working towards these benchmarks in ways that are meaningful and achievable for our students, 
we ensure that careers education at Ingfield Manor School is ambitious, relevant and focused on 
preparing every young person for a fulfilling adult life. 
 
 
Careers Advice and Key Roles  
 
The Careers leader is Clare Mordue, she is responsible for: 
 

• overseeing the CEIAG programme at Ingfield Manor School and planning and arranging work 
experience and work-related learning.  

• liaising with external careers adviser/s to implement and maintain regular and effective 
careers guidance for all pupils of secondary age, including one-to-one sessions for pupils in 
Key Stage 4. 

• establishing, maintaining and developing links with colleges. 
• supporting teachers of careers education providing initial information and advice. 
• monitoring teaching and learning in careers education, and the access to and take up of 

career guidance. 
• advising senior leaders and governors on policy, strategy and resources for CEIAG which 

enable Governors to provide strategic oversight and support of the implementation of the 
careers programme at Ingfield Manor School 
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The staff named above can be contacted via the school office, on telephone number 01403 782294, 
in the first instance or via email: clare.mordue@ambitoeducation.co.uk 
 
Our careers team is supported by West Sussex and Brighton and Hove Careers Hub and our local 
Senior Enterprise Consultant for Employment and Skills. As part of this local hub, Ingfield Manor 
School receives support in order to provide the most up to date and effective Careers support. As our 
Careers Programme is approached in a holistic manner and central to our work as a school, a wide 
range of adults, in addition to the above careers team, are key to its successful implementation. This 
includes the student’s parents/carers, class teacher and teaching assistants, outside professional 
agencies such as transition social workers and health professionals. 
 
External CEIAG: 
 

• We provide statutory independent careers guidance to pupils from Year 7 onwards, tailored 
to meet the unique needs of our students through our Conductive Education approach and 
personalised pathway system.  

• Pupils have personalised careers interviews, with an experienced external level 6 careers 
advisor, when identified as beneficial as part of the annual review process as well as 
informally with school staff.  It is offered in a way that is appropriate to the needs of the 
individual students, and delivered in groups for Years 9, 10, 12 and 14. This ensures pupils are 
fully aware of all the options open to them, and allows for development of an action plan 
outlining their anticipated next steps 

• Pupils in Year 11 and Year 13 are offered one to one career guidance session with the 
experiences external independent Level 6 careers advisor, again in a way that is appropriate 
to the needs of the individual student. 

 
Independent Careers Advice and Guidance 
 
We provide statutory independent careers guidance to pupils from Year 7 onwards, tailored to meet 
the unique needs of our students through our Conductive Education approach and personalised 
pathway system 
 
This service is delivered by a qualified Level 6 Independent Careers Consultant (ICC). The ICC will be 
involved where it is identified as beneficial through the annual review process. Support may be 
provided through informal consultations with school staff, small-group sessions for Year 9 students, 
and individual 1:1 guidance session for students in Years 11 and 13. All advice is tailored to the needs 
of the individual student. 
 
Careers Calendar 
 
For a detailed overview of the careers-related events and activities that take place throughout the 
school year at Ingfield Manor School, please see Appendix 3, which provides examples of our annual 
careers programme in action across all pathways. 
 
Access to our careers programme information 
A summary of our school’s careers programme is published on our school website in the form of this 
policy, including details of how pupils, parents and carers, teachers and employers can access 
information about the careers programme.  
Pupils, parents and carers, teachers, and employers can request any additional information about 
the careers programme by contacting Clare Mordue (Ingfield Manor School – Head of School) 

mailto:clare.mordue@ambitoeducation.co.uk
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Access to pupil participation records 
We collect, maintain and use accurate data for each pupil on their aspirations, intended and 
immediate education, and training or employment destinations, to inform personalised support. We 
also keep records for each pupil of their participation in the careers programme, the individual advice 
given to them and subsequent agreed decisions. 
Pupils have access to these records to support them during transition points and in their career 
development. 
These records will be kept in line with our data protection policy, which can be found here Data 
Protection Policy 
 
Assessing the impact on pupils 
Our careers programme is designed so pupils and parents/carers can give feedback throughout the 
course of the programme. We measure and assess the impact of the programme’s initiatives by 
conducting student voice through surveys and reflections, parent voice and feedback through the 
annual review process and staff feedback through surveys/reflections. 
 
This evidence will feed into the overall development plans to make it easier to evaluate, improve 
and adapt our careers programme to ensure it meets the needs of all pupils. 

8. Links to other policies 
Links to other policies 
This policy links to the following policies 

 Provider access policy statement  
 Safeguarding policy 
 Curriculum and Learning policy 
 Data protection policy 
 Personal Development Policy 

 

9. Areas of Governance 
 
This policy has been written with expert contribution from appropriate stakeholders. The 
Information Governance Team will monitor, reflect on and gain organisational learning from the 
implementation of this policy. This policy will be reviewed and updated two years from 
implementation unless legal changes demand a timelier amendment.  
 
The application of this policy and its associated documents is mandatory for all services staff, 
volunteers, agency staff and all other Salutem representatives. Staff understanding of this policy 
and associated documents will be assured through training, assessment of competency and 
supervision. 
 
Staff understanding of this policy will be assured through training and the delivery of awareness 
raising workshops as deemed necessary by SLT. The people we support will be involved in the 
review to ensure it captures the important issues for them. 
 

10. Areas of Responsibility 
 
The governing board 
The governing board will: 

https://www.ingfieldmanorschool.co.uk/wp-content/uploads/2024/02/Salutem-Information-Governance-and-Data-Protection-Policy-2025.pdf
https://www.ingfieldmanorschool.co.uk/wp-content/uploads/2024/02/Salutem-Information-Governance-and-Data-Protection-Policy-2025.pdf
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• Actively engage in setting the direction for a whole-school approach to careers guidance with 
the principal, to make sure it is aligned with the school’s vision, priorities and development 
plans 

• Provide clear advice and guidance on which the school can base a strategic careers plan which 
meets legal and contractual requirements 

• Maintain strategic oversight of the school’s legal and contractual requirements for careers 
guidance and hold senior leaders to account for delivering against those requirements 

• Appoint a member of the governing board who will take a strategic interest in careers 
education and encourage employer engagement 

• Make sure that independent careers guidance is provided to all pupils throughout their 
secondary education (11 to 18 year-olds) and that the information is presented impartially, 
includes a range of educational or training options and promotes the best interests of pupils 

• Make sure that a range of education and training providers can access pupils in years 8 to 13 
to inform them of approved technical education qualifications and apprenticeships 

• Make sure that arrangements are in place for the school to meet the legal requirements of the 
provider access legislation, including that the school has published a provider access policy 
statement 

• Make sure that details of our school’s careers programme and the name of the careers leader 
are published on the school’s website 
 

Principal and Head of School 
The principal and head of school will: 

• Work with the governing board to set the direction for a whole-school approach to careers 
guidance, making sure it is aligned with the school’s vision, priorities and development plans 

• Support the careers team to deliver the school’s careers programme 
• Build careers into staff development for teachers and support staff, and make sure that the 

careers leader, careers adviser and senior leaders receive training and development to deliver 
high-quality careers provision 

• Make sure that personal guidance is provided to pupils by a qualified careers adviser 
• Network with employers, education and training providers, and other careers organisations 

 
Senior leadership team (SLT) 
The SLT will: 

• Support the careers programme 
• Support the careers leader in developing their strategic careers plan 
• Make sure the careers leader is allocated sufficient time and budget, and has the appropriate 

training, to perform their duties to a high standard 
• Support the careers adviser to deliver personal guidance to pupils, making sure it’s well-

resourced  
• Work closely with the careers leader and careers adviser in the overall development and 

evaluation of the careers programme 
• Network with employers, education and training providers, and other careers organisations 
 

3.4 Careers leader 
Our careers leader is Clare Mordue and they can be contacted by phoning 01403 782294 or emailing 
clare.mordue@ambitoeducation.co.uk 
Our careers leader will: 
• Take responsibility for planning and delivering the careers programme and work towards 

meeting the Gatsby Benchmarks in a meaningful way 

mailto:clare.mordue@ambitoeducation.co.uk
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• Coordinate and manage careers activities and the budget for these 
• Work with the SLT to make sure the careers programme is informed by a strategic careers plan 

aligned to the school’s priorities 
• Engage parents and carers throughout 
• Establish and develop key relationships to drive progress and continuously improve the careers 

programme 
• Establish and develop links with external employers, education and training providers, and 

careers organisations 
• Use and sequence labour market information (LMI) throughout the careers programme, tailoring 

it to individual circumstances  
• Support the careers adviser to work with relevant staff, including the SENCO, subject teachers 

and pastoral teams 
• Work closely with relevant staff, including our special educational needs co-ordinator (SENCO) 

and careers adviser, to identify the guidance needs of all of our pupils with special educational 
needs and/or disabilities (SEND) and put in place personalised support and transition plans 

• Work with our school's designated teacher for looked-after children (LAC) and previously LAC 
to:  

• Make sure they know which pupils are in care or are care leavers  
• Understand their additional support needs 
• Make sure that, for LAC, their personal education plan can help inform careers advice  
• Engage with the relevant virtual school head and ensure a joined-up approach to identifying and 

supporting pupils’ career ambitions 
• Evaluate and continuously improve the careers programme, drawing on feedback from all 

stakeholders and the destinations of pupils 
• Review our school's provider access policy statement at least annually, in agreement with our 

governing board 
 

External Careers adviser 
They will: 
• Meet students individually to discuss their interests, strengths, aspirations, and support needs.  

• Provide impartial advice about post-16 and post-19 options, including further education, 
supported internships, apprenticeships, training, volunteering, employment, and adult 
services.  

• Contribute to annual reviews and transition planning, helping to identify realistic and 
aspirational outcomes linked to EHCP Preparation for Adulthood targets.  

• Support decision-making post-school pathways.  

• Help students and families understand local opportunities and labour market information.  

• Provide guidance that is independent of the school, ensuring students receive unbiased 
information about all available pathways.  

• Work with school staff and parents/carers to ensure career goals are reflected in educational 
planning and transition arrangements.  

• Identify students who may need more intensive support, particularly those who may be 
vulnerable or at risk of becoming NEET (Not in Education, Employment or Training).  
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11. Learning and Development 
 
Salutem is committed to ensuring that all staff are aware of what is expected of them so that 
everyone is appropriately supported. Staff should speak to their line manager in relation to their 
learning needs using supervision and through the appraisal process. 
 

12. Version Control 
 
This is a controlled document. As a controlled document, any printed copies of this document, or 
saved onto local or network drives should be actively monitored to ensure the latest version is 
always available. 
 

Version Number Date Status Changes 
V1 [Date] Draft New policy 
V2    
    
    

 
 
 

 

Appendices  
 
 
Appendix 1: Provider Access Policy 
 
Provider Access Policy 
 
Appendix 2: Overview of Careers Programme 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

https://www.ingfieldmanorschool.co.uk/wp-content/uploads/2024/03/Provider-Access-2025.pdf
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Appendix 3: Career Events Calendar 
 

Ingfield Manor School Careers Calendar 

Skills Builder Student Enterprise National Events 

 

Autumn 1 

Date           Event Who 

September National Coding Week  

September Macmillan Coffee Morning Sixth Form 

September European Day of Languages  

September Skills Builder Challenge Day Whole School 

October  Black History Month  

October  World Space Week  

October Harevst Festival Maple 

October World Mental Health Day  

Autumn 2 

November  Green Careers Week  

November  National STEM Day  

November  Anti-Bullying Week  

November Skills Builder Challenge Day Whole School 

November International Volunteer Day  

November Children in Need Sixth Form 

November Roar Project – Billingshurst Lions Secondary and Sixth Form 

December Primary Christmas Play Refreshments Sixth Form 

December Secondary Celebrity Bake Off Secondary Department 

Spring 1 

January Skills Builder Challenge Day Whole School 

February National Apprenticeship Week  

Spring 2 

March National Careers Week  

March International Women’s Day  

https://www.twinkl.co.uk/event/national-coding-week-scot-2026
https://www.twinkl.co.uk/event/european-day-of-languages-2026
https://www.blackhistorymonth.org.uk/
https://www.worldspaceweek.org/
https://www.who.int/campaigns/world-mental-health-day
https://www.greencareershub.com/green-careers-week/
https://www.twinkl.co.uk/event/anti-bullying-week-2026#:~:text=What's%20more%2C%20you'll%20also,2026%20on%20Monday%2010th%20November.
https://www.un.org/en/observances/volunteer-day
https://naw.appawards.co.uk/
https://nationalcareersweek.com/
https://www.internationalwomensday.com/About-IWD
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March Conductive Education Week  

March Skills Builder Challenge Day Whole School 

March Comic Relief Sixth Form 

March British Science Week  

Summer 1 

May Skills Builder Challenge Day Whole School 

Summer 2 

June My Money Week – Young Enterprise Week  

July  Summer Disco Sixth Form 

July Skills Builder Challenge Day Whole School 

 

 
 
 

 
 
 

 
 

https://www.britishscienceweek.org/
https://www.young-enterprise.org.uk/what-we-do/programmes/my-money-week

