

A Statement of Service for:

Careers Education, Information, Advice and Guidance Service (CEIAG) 

Introduction:

This document will outline what is available to you within Newman University College’s CEIAG Service. We welcome comments and feedback on our Statement of Service.

As a service we aim to comply with the following:

· The Quality Assurance Agency for Higher Education (QAA). 
· ICG Code of Ethics. 
· The institutions and specific careers policies and procedures.
· Careers Education, Information, Advice and Guidance Policy – Newman University College.

If you wish to find out more about the above documents, please ask in the careers hub to see a copy. There are also links to specific policies on the careers website. 

The Structure of CEIAG: 

Pre-entry: 

Students applying to Newman University College have the entitlement to use the careers service if required. Pre-entry students can contact the careers service directly. The admissions unit or an academic/non academic member of staff that received the request will inform a member of the careers team by email/telephone/in person. If careers guidance is needed, it must be noted that the careers advisers are impartial and an appointment will be arranged at a convenient time for both the careers adviser and potential student. Pre-entry advice and guidance is also provided via the careers website. 

Current Students: 

Careers within the curriculum: 

Work placement module: 

Work placements are taken by combined and single honours students in the second year of their course with some having the option to do a second placement in their third year. The careers service can help students to identify possible work placements and prepare them for their placement. 

PL401 – Academic Development and Employability:

Academic Development and Employability is a compulsory module for first year combined and single honours students. Contribution and delivery of sessions is made up of the programme leader, academic staff and careers advisers on study skills, careers, employability and preparation for work placement.

Careers will focus on individual and group advice and guidance for on course and graduate students and subject areas will lead on the academic focus of careers, taught modules and the academic and professional code of practice. 




Careers sessions within certain academic programmes: 
						
Careers related sessions and modules are completed in specific subject areas. All modules studied have specific employability skills integrated into the course.  

Generic careers related session each term:
 
Specific careers related sessions, workshops and lectures are provided each term for all students. 

Careers Advice and Guidance:
		
There are three members of staff in the careers department:

 Melissa Maria Clarke – Senior Careers and Work Related Learning Officer, who manages 
the careers service and contributes to a wide variety of CEIAG activities.
 
Jacki Barnett – Employers  Liaison and Careers Assistant and Advice and Guidance Worker, 
who liaises with employers and organisations and contributes to a range of CEIAG 
activities.

Teresa Waring – Careers and Volunteering Adviser, who coordinates volunteering provision
and contributes to a wide variety of CEIAG activities.

Every student registered on a course at Newman University College is entitled to access the 
careers service.

Information and Additional Services: 

There are a number of additional services such as an information library, online vacancy 
database system, vacancy folders and boards and a careers website.

Graduates:

Graduates can access one-to-one careers discussions, drop in sessions, the information library, the vacancy database and boards and the careers website for three years after completing their course.  

The Services Currently Available:

To Students: 

Careers Information: 

This consists of information sections in the Careers Hub, specific notice boards, jobs file, online material, computer packages, careers website and a vacancy database system online.     

Generally, opening times are Monday to Friday between 10.00 am & 4.00 pm (No appointment needed). The area is closed to students during the Christmas and Easter break, Bank Holidays and when the careers advisers are way on training or holiday, or when the careers service has been open outside normal working hours. 

Careers Advice:   

This consists of a job shop drop-in service, volunteering drop in service, one-to-one in-depth careers discussions and specific workshops and sessions provided by qualified members of staff.

A job shop drop-in service for information and advice on part time work, voluntary opportunities, work placements, paid placements, international advice and guidance and graduate job search, is available every Tuesday, Wednesday and Thursday 12.30-14.30pm (no appointment needed) – 20 minute sessions, in the careers hub. Please note that there may be changes and this service is not available during the Christmas and Easter break, bank holidays and when the member of staff is on annual leave.

A volunteering job shop service for information, advice and guidance specifically on volunteering is available every Wednesday 11.30-1.30 and Thursday 12.30-2.30 (no appointment needed) – 20 minute sessions, in the careers hub. Please note that there may be changes and this service is not available during the Christmas and Easter break, bank holidays and when the member of staff is on annual leave.

Appointments for a one-to-one in-depth discussion with a careers adviser for things such as career options, graduate applications and interview techniques, can be made in person in person in the careers hub, by e-mail or by telephone. To book an appointment with an adviser, Jacki Barnett is the person who needs to be contacted. Careers discussions are usually 30 minutes or 45 minutes. On designated evenings and weekends, the careers service is open for students who cannot access the service during the day. Career call in sessions are advertised to students where on specific days and times, students can sign up for a quick careers discussion (20 minutes) on that day, without pre-booking an appointment. 

Duty times and opening hours may vary occasionally, please contact the careers centre direct for information ext.2416. 

Students can also drop in for quick enquiries when a careers adviser is free. Although the careers service has excellent online material and a regularly updated website, the careers service does not offer an online advice service, however brief enquiries will be answered and students will be referred to the service appropriate to advising them. The careers team will check only the first draft of a student’s application or personal statement online. 

Job Shop: 

The job shop at Newman University College aims to be impartial and accessible and assist all students and graduates of up to three years, secure part time work, voluntary positions, work placements, paid placements and graduate positions. The job shop consists of the job shop drop in session, the volunteering drop in and one-to-one careers discussions to help find work. There is a variety of ways students can access vacancies, these include vacancy boards in the hub, vacancy files in the careers hub and an online vacancy database system for students to access through the careers website. Additionally, the careers library holds information on work related topics. 

To Employers: 

Newman is keen to develop links with local, national and international employers and we offer a free service for advertising various vacancies and opportunities to come in and speak to students. Employers can contact a member of staff via email, telephone or in person. 

To Staff: 

The careers service is happy to work closely with academic staff to support and contribute to work on employability and helping students to secure successful outcomes on completion of their course. 

First destination statistics/DLHE:

FDS serves the needs of the University College and HESA; any requests for information regarding FDS should be directed to the First Destination Statistics Co-ordinator Tim Rhys Jones a member of the Registry Team. Every September however, the careers service produces DLHE reports on the destinations of leavers, which is distributed to each subject/programme leader to improve the employability of students. 

Charges:

Please note we do not charge for any of our careers services. 

Eligibility criteria for the above services: 

In relation to one-to-one careers discussions, priority of the service is given to:

· 1. Final Year and Newman University College Students who have graduated within three years.
· 2. All other Newman University College Students.
· 3. Mutual aid students (up to three years from graduation).
· 4. Other clients who have guidance needs in connection with Higher Education.

The Statement of Service will be reviewed every 6 months; therefore we reserve the right to amend eligibility criteria or range of services offered. 

Accessing the service:

You are able to access the service in the following way:

In person or in writing:

The Careers Hub, Newman University College, The Hub, Genners lane, Bartley Green, Birmingham, B32 3NT.

By Telephone: 0121 476 1181 ext. 2416 
By email: melissa.m.clarke@newman.ac.uk or J.Barnett@newman.ac.uk 
Website: 
www.newman.ac.uk/students/careers/

When services are not available directly, clients can contact us by post, via email, or by leaving a message on our telephone answer machine. We will acknowledge or respond to your enquiry within five working days. Information is available in alternative formats on request. 

The careers information service:

Below outlines the minimum entitlement within our Information Room:

Our Information Room should be able to retrieve, from our resources:

· Basic information about finance for study or training.
· Basic information about qualifications and accreditation.
· Information about national learning opportunities. 
· Careers and occupational information. 
· Materials related to choice and change.
· Information about job search strategies.
· Vacancy information.
· Student networked computers from which there is also access to Prospects Planner, Careers Europe, Adult Directions. 

This information may be held on paper or via an ICT system. Alternative formats are available. 

Formats and languages of information available: 

Language:

Our information is in English, however upon request the careers department will try and acquire the information you need in an alternative language format. 

Format:

In house information is available in alternative format (e.g. large print, via email attachments and on our web site). Other formats are also available on request (e.g. brail, audio). For information provided by external agencies, contact should be made directly with the provider.

Our information is offered via a mix of printed materials and includes the internet and Moodle.

What to expect from the service:

Expectations of the service and staff:

Clients can expect to find help in either moving forward within the decision making process or accessing information. Clients can expect a welcoming and supportive service. However, clients should be aware that the information requested might not always be available immediately, and we may refer when appropriate. We will ask for client’s permission if we need to refer their details to another organization. Whilst we endeavour to offer the services advertised, we reserve the right to cancel services in circumstances such as sickness/staff holidays or staff training.

Our policy in relation to delayed or cancelled guidance interviews is that wherever possible we try to keep the appointment. If it is known in advance that the adviser is not available for the appointment we will try to contact the client to arrange an alternative as appropriate.

It is not the careers services policy to conduct a one-to-one discussion via email, but information can be requested by email. 

Expectation of clients:

Clients should have realistic expectations on how the service can provide support and should clarify their expectations to the member of staff involved wherever possible. This can avoid any misunderstanding and therefore help the ‘moving forward process’. Clients will be asked for their co-operation in evaluation processes; this will enable the service to ensure that we are meeting with out clients needs. Clients are expected to inform the service if they are going to be delayed or if they are cancelling the appointment.


Equal Opportunities: 

Newman University College offers its services on an equal basis to all its users regardless of gender, ethnicity, disability, race, sexuality, age, religion or culture and all efforts are made to ensure every individuals needs are met.

Quality of service: 

Competence of the staff: 

Careers staff are appropriately qualified for their role, or working towards the appropriate qualification or are at a graduate level. If you require more information on the qualification and training of staff then please refer to the Student Support Manager.


Evaluation/Feedback:

Evaluation questionnaires are sent out to students via email who have accessed the service for a careers discussion, jobs shop drop in session, volunteering drop in session and after attendance at a workshop or session. There is also a comments and suggestions book in the careers hub for students to make comments. 

Our Statement of Service will be reviewed once every 6 months. Our Statement of Service is always dated at the end of the document. 

October 2011

image1.png
b
ga Newman

University College
Birmingham




