

NEWMAN UNIVERSITY COLLEGE

Code of Practice on Careers Education, Information, Advice and Guidance

1	College aims relating to Careers Education, Information, Advice and Guidance (CEIAG)

Newman University College aims to produce students who:
· Have the transferable skills, knowledge, experience and understanding appropriate to successfully seeking employment. 
· Are equipped with career management skills.

Realisation of these aims will be dependent, in part, on the provision of effective systems and resources for career education, information, advice and guidance.

2	Purpose and scope of the Code of Practice for CEIAG

The purpose of the Code of Practice for CEIAG is to establish the principles on which the provision of CEIAG is based and by which CEIAG systems, services and resources are managed, organised and prioritised.  

For the purpose of this code, the College accepts the Quality Assurance Agency’s definition of CEIAG as:

“An amalgam of processes, facilities and opportunities designed to enable individuals to prepare for, and make effective decisions about, their roles in present and future labour markets.  It encompasses personal transferable skills, development and articulation, self-assessment and personal review, labour market information, career goal setting and decision making, action planning and the communication and self-presentation skills necessary for career management”.

Accepting this definition, Newman University College sees the provision of CEIAG as the responsibility both of a centrally managed Careers Education, Information, Advice and Guidance Service (CEIAGS) and of the schools and subject areas.  

Given that career education, information and guidance concerns both the academic, professional and personal development of the student, the Code of Practice for CEIAG should be read in conjunction with the Student Support and Guidance Strategy 2010-2013, the Careers Statement of Service and Section 8 of the QAA Code of Practice with Newman University College’s response.  

The Code is intended to inform:
 
· Academic and support staff of the university college - by stating the range of, and responsibilities for, CEIAG provision.  
· Students - by clarifying entitlements to CEIAG support and services.
· Stakeholders - by establishing principles for communication, consultation and collaboration. 


3	Organisation and management of CEIAG

The College seeks to ensure that CEIAG across the university college is organised and managed effectively and coherently. The following processes should therefore be adhered to:

· The provision of CEIAG, both in terms of the centrally located Careers Information and Advisory services (CEIAGS) and of subject area provision should be planned in accordance with the university college’s cycle for strategic planning; and should include the identification of resource implications.
· The university college should have a clear, documented and accessible policy for CEIAG including statements of relevant university college objectives and of students’ entitlements and responsibilities.
· CEIAG provision should be subject to regular review by the university college’s quality assurance and quality enhancement processes.
 
4	Institutional context

The university college aims to develop employability and prepare students for the transition to employment or further study, and for effective management of their career.  This aim is supported centrally by the provision of careers education, information, advice and guidance services (CEIAGS) and, within the subject and programme areas, by the integration of opportunities to develop appropriate subject related skills and expertise.  Consequently:

The responsibilities of the centrally provided CEIAGS are to:

· Provide a generic information service appropriate to all students and graduates of the university college.
· Provide one-to-one careers and drop in advisory service open to all students of the college. 
· Provide a job shop to assist students to find part time work, voluntary work, paid placements, work placements and graduate opportunities. 
· Provide skills’ development workshops to support students in the acquisition of generic career management skills in conjunction with subject modules and additional sessions outside of academic subjects. 

The responsibilities of the schools/subject areas are to:

· Integrate into the curriculum opportunities for the development of transferable and employment related skills as identified in subject specific benchmarks.  
· Ensure that opportunities to develop the full range of ‘key skills’ are included in the curriculum. 
· Provide opportunities for students to identify and explore career options common to that subject area.
· Encourage the effective use of the work-placement to develop subject specific and transferable skills. 

The university college believes that effective provision of CEIAG requires promotion of the centrally provided CEIAGS and collaboration between the schools, subject areas, the CEIAGS and other internal departments responsible for providing student support and guidance. The following mechanisms are therefore intended to ensure a coherent approach to the provision of CEIAG across the range of departments:

· Explicit inclusion of objectives for CEIAG in the university college’s Learning and Teaching Strategy.
· Inclusion of a representative of the CEIAGS on appropriate committees within the university college’s academic committee structure.   
· Provision of appropriate opportunities within the university college’s staff development programme for the promotion of roles and responsibilities with regard to CEIAG. 
· Service Level Agreements drawn up agreed and reviewed between CEIAGS and individual schools. 

5	Students 

All students have an equal entitlement to the services, facilities and educational and work-based opportunities, which will assist them in developing their employability. Where appropriate, the university college will ensure that CEIAG is accessible to all students, irrespective of their mode of study or specific needs.  The university college will also ensure that students can obtain adequate information concerning the support and services available to them and the ways in which career development and career management skills are integrated to their programme of study.  Consequently the university college will:

· Use a range of information dissemination and communication methods to promote and provide access to CEIAGS. 
· Use information and communications technology to enhance access, both internally and externally, to relevant career’s information and opportunities. 
· Include reference to the development of career related skills in relevant subject and programme guides.
· Ensure that CEIAGS and curriculum-based activity is accessible to those students with specific needs or who may be disadvantaged in the labour market. 
· Provide accessible, impartial CEIAG, which is confidential, student-focused and consistent with Newman’s Equal Opportunities policy. 

Student Responsibilities

Career management is the responsibility of each individual. While Newman will endeavour to provide opportunities for students to develop their employability, it is the responsibility of each student to make their own career plans and put them into action.


6	External relations

The university college recognises the role of external organisations in the provision and development of effective CEIAG and would seek to develop appropriate and constructive partnerships with stakeholders and to access relevant expertise.  

In particular the university college aims to work closely with employers and stakeholders to ensure that students are equipped with relevant subject specific and generic skills. To this extent the College will, where appropriate:

· Seek to involve representatives of appropriate employment sectors, or relevant professional bodies, in curriculum design. 
· Provide programmes of study which respond to local, regional or national employment trends.
· Promote the value of work experience and work-placements.
· Provide opportunities for employers to publicise information about their organisations and their employment opportunities. 
· Encourage external agencies to come into university college and go out into the community when possible.

The university college will also seek to enhance the quality and range of careers information and advisory services in accordance with accepted professional standards through membership of at least one key UK-wide professional career body.  In this respect, university college services and facilities can be enhanced by increased access to:

· Expert professional advice across all academic fields and disciplines.
· Published information guides, including electronic and ‘virtual’ resources. 
· Programmes of continuing professional development for careers’ staff.

7	Staff

The university college recognises that members of staff involved in the provision of CEIAG, including academic staff, must have the skills, knowledge and understanding appropriate to the roles they are undertaking. The university college is therefore committed to ensuring that:

· The range of staff expertise available within the CEIAGS collectively includes advisory skills, information organisational and handling skills, communication, presentation and training skills.
· All staff involved in CEIAG, whether academic or administrative, will participate in the relevant Staff Development and Appraisal Scheme. 
· Opportunities for the continuing professional development, whether organised internally or externally are made available both for all staff involved in CEIAG.

8	Monitoring, feedback, evaluation and improvement

In order to ensure that CEIAG provision is appropriate to meet student and stakeholder needs, CEIAG will be subject to relevant quality standards such as the QAA standards, working towards Matrix and internal quality assurance processes.  The university college aims to maintain and enhance quality by:

· Gaining feedback from students and stakeholders through formal and informal consultation methods – including evaluations and focused questionnaires.
· Maintaining appropriate statistical records to indicate use of the CEIAGS 
· Collecting and maintaining accessible records of graduate ‘first destinations’. Career Development learning is informed by relevant labour market information including national and Newman First Destination Statistics.
· Producing an annual report for the College’s audit processes in which CEIAG activity is assessed against its objectives.
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