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AN INTRODUCATION TO CAREERS EDUCATION, INFORMATION, 
ADVICE and GUIDANCE (CEIAG) 

 
Young people leaving school, college or university are faced with challenges 
and choices that are, in many ways, very different from those faced by 
previous generations.  More than ever, students need to be fully equipped 
with the skills, understanding, confidence and creativity needed for their 
working lives.  Flexibility, information-handling skills, knowing where work is 
available and a commitment to lifelong learning are now essential 
requirements for all entering the world of work in the 21st century. 
 
CEIAG makes a major contribution to preparing students for the 
opportunities, responsibilities and experiences of life.  Effective provision will 
motivate students to make informed, appropriate and realistic decisions 
about their education, training and employment options and provide them 
with opportunities and experiences to develop essential employability skills 
in order to become active and effective employees, and as such make a real 
contribution to economic development. 
 
A high-quality programme will enhance effectiveness and raise achievement 
by maximising an individual’s potential, promoting positive attitudes to 
learning, raising aspirations, increasing motivation and linking learning to the 
world of work.  Effective provision optimises learner retention rates by 
reducing drop out from, and of course switching in, education and training.  
High quality CEIAG will also increase participation in post-16/18 learning and 
encourages continued participation in learning and training. 
 
CEIAG is the composite term that refers to the total range of discrete and 
integrated activities to enable students to develop the necessary career 
management and employability skills which will allow them to make informed 
choices and decisions affecting their future education, training and 
employment.  The overall objective of effective CEIAG provision is to enable 
the student to manage his own career development successfully, confidently 
and with due respect and care for his own needs, those of others and of the 
wider community. 
 
The purpose of this document is to clarify the Careers Programme of St. 
Louis Grammar for the academic year of 2019-20.  It is intended for the use 
of staff, SMT, Board of Governors, the school Careers Advisors, Investors in 
Careers assessors and DENI Inspectorate if requested. 
 
The Careers programme is structured to help pupils acquire the skills, 
attitudes and abilities to make informed decisions at Key Stage 3, Key Stage 
4 and key Stage 5 prior to embarking on further or higher education, training 
or employment.  It is intended that the use of pupil-centred exercises, the 
implementation of personal career planning, and the support of objective and 
impartial guidance will prepare the pupils for their chosen career pathways. 
 
The support of outside agencies, including the designated Careers Advisors 
from the Department of Employment and Learning, Mrs Brenda Breen, 
alongside Claire Hutton and our internal Careers advisor, Anne Kearney is 
crucial to the successful delivery of the programme. 
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RATIONALE behind CEIAG  

 
Work patterns and employment trends are changing.  A key driver of this 
change has been the rapidity of technological development which demands 
increasing levels of skills and knowledge from employees and has 
accelerated the sector shift from manufacturing to services.  The typical 
employee of the industrial era was required to learn a relatively stable set of 
skills.  The knowledge-based employee is experiencing a blurring of the 
boundaries between work and learning.  Those unable to update their 
knowledge fast enough both on the job and in their own time and are 
increasingly at risk of being marginalized. 
 
Allied to this is the need to create an entrepreneurial culture in Northern 
Ireland.  For too many people their career horizons are narrow.   The idea of 
self-employment even in the longer term is frequently disregarded as an 
option.  In our local economy there are approximately 84,620 businesses 
within which 99% employ less than 50 people and 93% employ less than 
ten.  There are 53,065 (63%) of sole traders / partnerships with zero 
employees. 
 
The purpose of Careers within St. Louis Grammar as one of the essential 
elements of our curriculum, is to help enable each young person to shape 
and direct the course of his/her life. 
 
The programme is not about job selection only, but aims to help pupils to 
acquire the skills, attitudes and abilities to make informed decisions about 
the choices available to them at each transition stage. 
 
The programme compliments Education for Employability, which is delivered 
separately as part of the Learning for Life and Work programme through four 
key dimensions: 

 Work in the Local and Global Economy 

 Career Management 

 Enterprise and Entrepreneurship 

 Skills and Qualities for Work 
 
The integration of self-knowledge and development, acquisition of relevant 
skills and knowledge of career opportunities should provide our young 
people with a basis for career decision making now and in the longer term. 
 
 
Careers in year 10, 11, 12, 13 and 14 and employability in years 8 and 9 
provides a solid foundation in preparing students for their roles and 
responsibilities in the modern workplace.  Students are encouraged to:- 

 

 learn how to learn and think for themselves and to view learning as a 
lifelong endeavour 

 be creative, innovative and empathetic thinkers in their response to 
problems and utilise the full potential of information and technologies. 

 apply what they are learning to life and work-related situations  
 
People at all levels of society need to develop personal and career 
management skills, including the ability to plan their own career 
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development, if they are to stand any chance of success in an ever-
competitive labour market.  These skills include:- 
 
Self-assessment – to evaluate oneself realistically, to identify transferable 
skills, to use feedback from others, to define personal aspirations and to 
present these to others 
 
Research and Investigation – to identify and use information sources to find 
out about labour market trends, opportunities and pathways of progression 
 
Action Planning – to set goals which are realistic, to devise effective 
strategies for achieving them and to review progress 
 
Key Skills – including communication, numeracy, information technology, 
teamwork, planning and problem solving 
 
Vocational Skills – those that are needed to undertake particular work 
opportunities 
 
Flexibility – to adapt goals in the light of new information and changing 
contexts 
 
Confidence – to feel secure in oneself and to define and implement a career 
development plan 
 
Initiative and Perseverance – to accept responsibility and be prepared to 
take action, as well as demonstrating patience in the pursuit of a goal  
 
 
It is our job in St. Louis Grammar School, to help our students to acquire 
these skills and attitudes by having clear guidelines for individual support, 
access to impartial guidance and information, supported by the curriculum 
and work-based opportunities. 
 
Careers is of vital importance as it helps students to make connections 
between the skills developed through the curriculum and skills needed for 
their own life choices.  They are helped to see how what is learned in the 
school curriculum can be applied to work and to their future life roles.  In this 
way students are helped to apply these skills to their own career 
development. 
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AIMS OF CAREERS EDUCATION  

 
A career is a pathway through learning and working life.  This process is 
supported by the inclusion of the following overall aims: 
Aims:- 

 To seek to prepare students for adult life by developing respect for 
others and the environment 

 To develop in students an awareness of:- 
  - the available range of educational, vocational, leisure,  
  training and re-training opportunities 
  the impact of technological and economic changes on work  
            and occupational patterns in a fast-changing world and how  
            this might affect future employment 

 To develop in students the ability to:- 
Manage transitions and change within and between education, 
training and occupations.  To this end students should 
appreciate and understand the differences between school and 
work and the potential problems of starting work 

 Challenge those traditional attitudes which encourage stereotyping 
and prevent the promotion of equal opportunities 

 To appreciate and understand where, how and from whom careers 
information can be obtained, and the range of services offered by the 
various support agencies 

 To develop in students and parents an awareness of the requirements 
and routes, both academic and experiential, for certain careers and 
further education.  This can lead to students setting targets and 
developing a purpose to their studies. 

 All students will have the opportunity to participate in a Work 
Experience Programme. All Year 13’s have one week placement in 
June and by request thereafter into year 14. Work experiences are 
also set up for those pupils who are considering leaving in year 12 as 
part of our year 12 leaver support policy 

 To develop both the quality and quantity of dialogue and links 
between the school and local businesses and the general community 

 To contribute to the overall Learning for Life and Work programme 
within the school, by developing resources concerned with:- 
 Money matters, i.e. salaries, savings and benefits 
 Using spare / leisure time effectively 
 Citizen’s rights and responsibilities 

 To seek to facilitate a greater dialogue and links with businesses and 
the community, through involvement in the Ballymena Business 
Education Partnership should it ever operate again 

 To contribute to the advice and guidance given to local businesses 
with respect to changes that occur within both the national and the 
school Curriculum 
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ROLES AND RESPONSIBILITIES 

 
The Board of Governors will:- 

 Ensure that sufficient resources are allocated to the Careers 
department 

 Make sure that the effectiveness of careers advice is evaluated, and 
the outcomes reflected in future plans  

 
The Principal will:- 

 Ensure that the policy is integrated and implemented into the school 
Curriculum 

 Agree and sign off the Partnership Agreement with Careers Service 
 

The Head of Department will:- 

 Organise and co-ordinate the Careers provision for each year group 

 Deliver relevant INSET training to other staff 

 Liaise with outside bodies concerned with Careers Education 

 Liaise with the Careers Service NI through the schools Careers 
Advisor 

 Ensure the provision of suitable up-to-date resource materials 

 Develop school-based materials for students and parents 

 Evaluate and update Careers Programme 
 
All staff will:- 

 Deliver aspects of the Careers Programme as required 

 Be as familiar with the details of the Careers programme as they need 
to be to advise all students especially in their roles as class teachers 
and as year teachers 

 Include careers related elements in their schemes where appropriate 

 Facilitate Careers based activities either related to their particular 
department or to whole school 
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 LEARNING and TEACHING POLICY 
 
Learning and Teaching are at the heart of a school.  The effectiveness of 
learning is directly related to the quality of teaching.  Pupils and staff are 
supported in their learning and teaching by efficient and effective 
management arrangements under the control of the Principal and in 
collaboration with the Board of Governors.  Each pupil and staff member is 
valued, with harmonious relationships and good morale across the school. 
 
Quality Indicators 
 
1.  Leadership and Management of CEIAG 
 
How effective are the leadership and management in providing high quality 
CEIAG and in supporting learners? 
 
Quality Indicators 

 Strategic leadership 

 Action to promote improvement 

 Staffing 

 Physical resources 

 Links and external partnerships 

 Equal opportunity 

 Value for money 
 
2.  Learner Impact and Outcomes 
 
How effective are learners in making appropriate career decisions? 
 
Quality Indicators 

 Self-awareness and development 

 Career Exploration 

 Career management 
 
 

3.  Quality of Provision of CEIAG 
 

How effective are the CEIAG teaching and learning, advice and guidance, 
and assessment? 
 
 
Quality Indicators 

 Teaching and learning 

 Advice and guidance 

 Assessment 
 

How well do the CEIAG related learning programmes, experiences and 
activities meet the needs of learners and the wider community? 

 
Quality Indicators 

 Curriculum provision 
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 Learning experiences 

 Careers education 

 Careers Information 

 Careers Advice and Guidance 

 Work-related learning 

 Employability skills 
 
How well are learners cared for and supported? 
 
Quality Indicators 

 Diversity and inclusion 

 Child protection and vulnerable adults 
 
(more information - ETI document “Evaluating the Quality of Careers 
Education, Information, Advice and Guidance provided by School, Colleges 
and Training Organisations” 2009) 
*See quality indicators evaluation document for how St. Louis is trying to 
meet all of the quality indicators. 

 
 
The Teacher’s Role:      

 Be secure in their knowledge of the curriculum and of the different 
learning processes. 

 Provide lessons which are well planned to match the differing needs 
and learning styles of the pupils. 

 Provide a caring, safe and positive environment in which our pupils 
can learn. 

 Create positive, caring relationships based on mutual respect where 
each pupil feels valued and supported. 

 Be consistent 

 Provide opportunities for independent learning. 

 Provide activities appropriate to ability. 

 Provide well planned lessons and stimulating resources. 

 Promote self-esteem and encourage pupils to achieve their full 
potential. 

 Create an attractive, stimulating, environment which includes displays 
of pupils’ work. 

 Set targets for both the pupils and their own professional 
development. 

 Provide positive feedback to pupils, colleagues and parents. 

 Work collaboratively with colleagues. 

 Display sound time management. 

 Outline clear learning objectives and outcomes. 

 Outline clear assessment criteria. 

 Celebrate success when objectives are achieved. 

 Provide relevant feedback to inform target setting. 

 Promote mutual respect. 

 Hold realistic expectations of pupils. 

 Embrace opportunities for personal staff development. 

 Show pastoral concern. 

 Assess pupil learning. 

 Motivate and engage pupils. 
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 Monitor and evaluate pupils’ work. 

 Provide opportunities for pupils to review. 

 Monitor and review teaching strategies. 
 
 
Teaching and Learning Policy rationale: 
 
The aim of this policy is to; 

 Ensure all children Careers and Learning for Life and Work 

department are provided with learning experiences that are of a 

sufficient standard to ensure that they can fully reach their potential 

on a consistent basis. 

 Act as a guide to teachers regarding how time is managed, how 

classes are organised, and to outline the role and responsibilities of 

various individuals. 

 

 Outlines how Careers and Learning for Life and Work department 

ensures that an efficient and well – managed learning environment 

exists in which the individual needs of each child can be met.  

 

 Provide a common template of understanding as to what constitutes 

outstanding teaching within a personalised learning framework. 

 

 To provide a support for classroom practitioners as they go about 

their day to day teaching. 

 

 To ensure that learning is personalised to meet the needs of all 

children including Gifted and Talented and children with SENs.  
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Responsibilities for Teaching & Learning 
 
Classroom Teachers 
Classroom teachers Careers and Learning for Life and Work department are 
responsible for the progress of pupils in their classes and for self-evaluating 
their own professional development. 
 
This is achieved by: 
 

 self-evaluation of their subject knowledge and understanding of 
educational initiatives; 

 Self-evaluation of the quality and effectiveness of their own teaching 
and their classroom management; 

 Monitoring pupil progress to ensure they achieve well against prior 
achievement and their personalised targets.  

 Self-evaluation of their contribution to the policies and aspirations of 
the school. 

 Contribute to the formation and implementation of various school 
policies. 

 Employ a range of relevant and effective teaching strategies that fit 
the individual needs of pupils.  

 Act as a link between pupils HOD/SLT 

 Take part in whole school events such as Parent teachers meeting 
etc.  

 
 
 
Heads of Departments 
The head of the Careers and Learning for Life and Work department is 
responsible for the effective teaching of Careers and Learning for Life and 
Work within the school, evaluating the quality of teaching and standards of 
pupils' achievements and setting targets for improvement. 
 
This is achieved by: 

 evaluating the teaching of their subject, and the planning of lessons 
and using this analysis to identify and share effective practice and to 
lead action for improvement; 

 ensuring curriculum coverage, continuity and progress for all pupils; 

 establishing and implementing clear policies and practices for 
assessing, recording and reporting on pupil progress and setting 
targets for further improvement in line with whole school policies; 

 analysing and interpreting data on pupils' performance against school 
expectations and other comparative data; setting expectations and 
targets and implementing actions for the achievement of individual 
pupils and key groups (e.g. G&T  pupils, gender groups and SEN); 

 monitoring pupils' work through work scrutiny: regular sampling of 
homework, class work, pupils' responses and attitudes in order to 
make a comparative evaluation of pupils' work against other classes 
and year groups to ensure quality, consistency and to implement 
strategies for improvement; 
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 Observing teachers and giving constructive feedback. This will also 
inform Performance Management of teachers;  

 Evaluating progress of teaching and learning targets in departmental 
development plans, in line with School targets. 
 

Curriculum Manager 
The Curriculum Manager is responsible (in conjunction with the school 
pastoral team) for the monitoring and evaluation of the overall experience of 
teaching and learning within St Louis Grammar.  
This is achieved by: 

 monitoring the progress and potential of the year group, and using 
pupil data to identify and set targets for specific pupils according to 
their needs, e.g. underachievement, able pupils; 

 maintaining an overview of the experience of pupils in their year group 
by e.g. monitoring the number of detentions,  cross-curricular 
activities; 

 monitoring the work of form teachers, e.g. checking of planners; 

 Monitoring attitudes to learning through e.g. attendance and 
homework; and reporting back to the School Leadership Team and to 
staff as requested. 

 
School Leadership Team 
The Senior Leadership Team sets priorities and targets for improvement at 
whole school level based on evidence gained from monitoring procedures. 
They track targets set on the School development Plan. Monitoring and 
evaluation principally takes place through department reviews and 
classroom observations of teaching and learning (PRSD). 

 
 

Teaching and Learning: Procedures and Processes 
Teaching, Planning and Preparation 
Teachers should plan lessons: 

 which allow pupils to progress in their learning; 

 where the learning that is required to take place in each part of the 
lesson is clear and checkable; 

 which uses a clear four part structure, where relevant to do so: 

 Introduction (Connect phase) 

 Set Task/Challenge (Activation phase) 

 Do Task (Demonstration phase) 

 Plenary (Consolidation phase) 

 which use plenaries and stock taking to summarise learning, and help 
pupils to understand how to improve; 

 which allow pupils to develop and practice higher order thinking skills 
such as creativity, 

 analysis, problem solving, decision making and application; 

 which are differentiated for varying needs by task, resources, 
outcomes and/or method ( see differentiation); 

 which use stimulating resources including use of ICT and e-learning, 
which are differentiated as appropriate to the pupils; 

 which provide pace and challenge for all pupils; 

 which use effective questioning and AFL techniques to direct and 
challenge pupils; 
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 which incorporate the school's Literacy, Numeracy and ICT Policies; 

 which meet external requirements; 

 which are informed, when appropriate, by prior learning and 

 Which are enjoyable and interesting. 
 
Teaching styles 
Teachers should use teaching strategies which: 

 allow pupils to learn in different styles i.e. visual, auditory or 
kinaesthetic; 

 allow pupils to work both independently and collaboratively, and which 
contribute to one another’s learning 

 Use positive behaviour management and encouragement for pupils to 
achieve, including praise and rewards according to school policy; 

 use topics which are relevant and within pupils' experience; 

 Use others to deliver the lessons (e.g. other pupils, auxiliaries, outside 
agencies) when deemed appropriate. 

 
Assessment, Recording and Reporting (See Policy) 
Teachers should: 

 assess pupils' work regularly according to the departmental 
assessment policy; 

 use analysis of assessments to inform their teaching and support 
pupils' progress; 

 use data to ensure pupils are working at their full potential and set 
targets to achieve this; and 

 
Learning Support 
Teachers should: 

 be aware of the specific learning needs of their pupils e.g. literacy, 
dyslexia, gifted and talented; 

 consult with SENCO about the needs of individual pupils when 
appropriate; 

 work with Teaching Assistants and other adults to ensure pupils are 
best supported in their learning; and 

 Use lEPs/ Student profile Information as working documents in their 
planning to differentiate work for individual pupils. 

 
 
Continuous Professional Development 
Teachers should: 

 continuously update their subject knowledge and teaching practice in 
line with current developments and initiatives; 

 discuss teaching and learning at subject meetings in order to share 
good practice; and 

 Plan their own CPD programme in conjunction with their SLT and 
Department Head as a result of the Performance Management 
process. 

 
Reviewing/Monitoring of Teaching and Learning 
 
The aim is to: 

 identify and share good practice; 
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 evaluate the quality of teaching in line with DE criteria and set targets 
for improvement; 

 track progress on teaching and learning issues identified in the School 
Improvement Plan; 

 identify key aspects of teaching for development by departments and 
for the whole school; 
 

 
Questions to ask about your lessons 
 
Planning 

 What were the learning objectives for the lesson and for (named 
individual/group)? 

 How were the learning objectives differentiated to meet the needs of 
(named individual/group)? 

 How do the learning objectives for the lesson develop from previous 
work? 

 What are the next steps in pupils’ learning in this issue/ area? 
 

Differentiation 
 

 What did the high/medium/low ability pupils achieve in this lesson? 

 What else might you do to ensure that named individual/group 
achieves well? 

 What support was offered to pupils with SEN/EAL/G&T? 

 How did named individual/group access the tasks and content in the 
lesson? 

 How does the lesson link to previous learning/the next lesson for 
named individual/group? 

 What might you do to ensure that named individual/group needs are 
met? 

 What were the objectives for the teaching assistant/ HLTA in this 
lesson? 

 How did the teaching assistant/other adult support meet named 
individual/group needs? 
 

Pupil behaviour/attitude 
 

 How did named individual/group apply themselves to the task/learning 
required? 

 What was the impact of the behaviour of named individual/group on 
their own learning/learning of others? 

 How would you summarise the attitude of named individual/group in 
the lesson? 

 What might you do to improve the attitude of/behaviour of named 
individual/group? 

 How was the teaching assistant used to support work application and 
behaviour 

 Expectations? 

 How successful was the teaching assistant in doing this? 

 What could you do to help him/her become more successful in 
managing the behaviour of named individual/group? 
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Learning objectives/achievement/progress 
 

 What were the learning objectives for the lesson and for (named 
individual/group)? 

 Did named individual/group achieve the learning objectives set? 

 What is the evidence for this? 

 Was the level of challenge appropriate for named individual/group? 
What is the evidence you used to reach this judgement? 

 How much progress did named individual/group make in this lesson? 
What is the evidence you used to reach this judgement? 

 How easy/difficult did named individual/group find the objectives of 
the lesson? 

 What else could named individual/group have achieved in this 
lesson? How might you help them achieve this? 

 
 
 
SEN/G&T/Inclusion 
 

 What individual needs does named individual/group have that are 
relevant to this lesson? 

 How were the tasks/lesson content/your expectations adapted for 
named individual/group needs? 

 What further provision could be made for named individual/group? 

 How do the objectives of the lesson for named individual/group link to 
their IEP? 

 What else could named individual/group have achieved in this 
lesson? How might you help them achieve this? 

 
ICT 
 

 What were the objectives for the use of ICT in this lesson? 

 What impact on learning did the use of ICT make in the lesson? 

 How did the use of ICT extend pupils’ learning in the lesson? 

 How might ICT have made greater impact on learning in the lesson? 

 In what ways did the use of ICT extend the learning in the lesson? 

 How did your teaching cater for the different learning styles of pupils 
in the class? 

 Which pupil or groups need specific emphasis or approaches to 
support the effectiveness of their learning? 

 How were these pupils/groups supported in this lesson? 

 How might you develop your teaching/the resources used to support 
named individual/group further? 
 

 
Assessment  
 

 What opportunities for assessment were built into the lesson? 

 What assessment information did you derive from the lesson? 

 What does the assessment information tell you about the pupils’ 
learning and future needs? 
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 How does the evaluation of the lesson contribute to your overall 
assessment of the pupils’ achievement? 

 
 
 
 
Resources and the learning environment 
 

 How effective were pupils in accessing the necessary resources and 
equipment in the lesson? 

 How might this have been further improved? 

 What support for the lesson’s learning objectives could pupils gain 
from the classroom displays and resources? 

 What further resources might have extended this support for pupils? 
 
 

Pupil Independence and ownership of learning 
 

 What was the balance between teacher directed learning and 
independent pupil learning in the lesson? 

 How effective was this balance in relation to the learning objectives of 
the lesson? 

 How might any shift in this balance be achieved? 

 How much independence did named individual/group take in their 
learning in the lesson? 

 How might this be extended? 
 

 
Guide lines regarding Assessment for Learning– a helpful guide 

 
Assessment strategies which promote learning are: 

 

 Clear learning objectives/learning 
outcomes 

 Rich questioning. 

 Effective feedback and marking.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 Peer and self-assessment. 

 Regulating learning. 

 Success criteria clearly shared with pupils.  
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STRATEGY 
EVIDENCE 

 
Sharing learning 
objectives and 
expected 
learning 
outcomes: 
 
 
 
 
 

 
 

 The context of the lesson is explained briefly – previous learning how 
the lesson fits into the ‘big picture’. 

 Learning objectives and outcomes are shared with pupils (in age 
appropriate language) 

 Children are involved in deciding what the success criteria will be  
 Learning objectives and success criteria are visible 
 If asked during a lesson, pupils can explain what they are trying to 

learn and why. 
 Pupils can demonstrate an understanding of the success criteria (what 

they need to do to demonstrate success). 
 Learning outcomes form the basis of feedback to, and discussions 

with pupils 
 

 
 
Rich 
questioning: 

 
 Hands down; teacher selects pupil(s) to answer. 
 Wait time; all pupils have the opportunity to think before answering. 
 Pupils encouraged to consult in their group/with a partner in order to 

formulate an answer. 
 Teacher involves a number of pupils in the answer to a single question 

creating the opportunity for discussion e.g. “What do you think?” “Do 
you agree with that answer?” 

 Use of wrong answers to develop understanding. 
 

 Appropriateness of questions; fitness for purpose. 
 
 Quality of questions i.e. good question stems e.g. “Why does…..?”; 

“What if…..?”;  “How would you…..?”; “Could you explain…..?”. 
 

 Opportunities for pupils to formulate questions. 
 

 
 
Effective 
feedback and 
marking: 

 
 
 Feedback focuses on learning objective(s) and criteria of the task. 
 Evaluative comments which indicate how to improve. 
 Opportunities for/evidence of, follow up.  
 
Note: 
 Written comments in book. 
 Oral feedback when returning books, individually or collectively. 
 Oral feedback in plenary sessions, individually or collectively. 
 Oral feedback while pupils engage in a task  
 



St. Louis Grammar School, Ballymena 

 

 
Peer and self 
assessment: 
 

 
 Opportunities for pupils to reflect against the success criteria. 
 Pupils requested to read through/mark their own work. 
 Teachers making mark schemes/assessment criteria explicit to pupils. 
 Pupils using mark schemes/assessment criteria to evaluate their own 

work. 
 Pupils’ use of traffic lights. 
 Response partners. 
 Groups marking work e.g. homework. 
 Whole class review of work e.g. in plenary. 
 Small group work; evaluation and support. Note appropriate 

composition of groups. 
 

 
 

Assessment for Learning 
 

Assessment for Learning (AfL) is at the core of Teaching and Learning in St 
Louis Grammar School.  All lessons will reflect all the key elements of AfL: 

 Learning Intentions 

 Success Criteria 

 Effective Questioning 

 Formative Feedback 

 Peer and Self Assessment 

 Self-evaluation 
 

Lesson Structure: Based upon the TEEP model. 
 

The following is a suggested format for lessons: 

 Teachers will have a formal method to bring the class to order to 
signal the beginning of the lesson e.g. a prayer, taking the roll, 
countdown to silence. 

 Learning intentions are displayed and explained/discussed with the 
class. 

 Success criteria for the learning that will take place during the lesson 
are displayed and discussed or negotiated.  (Success criteria can be 
used at any point in the lesson if this is more appropriate to the 
learning intention and the learning activity). 

 The class engage in the learning activity for the lesson. 

 Effective questioning (this can be scaffolded by moving from closed 
questions to open questions) is used to evaluate what learning has 
occurred and to provide verbal formative feedback to the class.  This 
could be during the plenary session towards the end of the lesson. 

 Peer/self assessment or self evaluation should occur in the lesson.  
This could occur as part of the learning activity and/or through 
effective questioning and/or as part of a formal homework.  

 There will be a plenary session at the end of the lesson to reinforce 
the learning intention and to enable the teacher to evaluate if learning 
has occurred.  (Success criteria must be used to aid this evaluation 
and effective questioning could be the method by which the 
evaluation takes place).   

 Teachers should ensure that there is sufficient time for all pupils to 
record homework in their planners. 



St. Louis Grammar School, Ballymena 

 

 At the end of the lesson, the teacher will have a formal method of 
dismissing the class in an orderly way e.g. lining up before dismissal, 
standing behind chairs before dismissal, saying good 
morning/afternoon before dismissal. 
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ASSESSMENT and REPORTING POLICY 

 
Rationale 
 
Assessment is a process that provides information of an individual pupil’s 
experiences and achievements.  It identifies what the pupil knows, 
understands and can do and provides information that can be used to plan 
further learning experiences. 
 
Recording is the selection and retention of significant and relevant 
information about an individual pupil’s experiences and achievements, which 
indicates what the pupil knows, understands and can do. 
 
Reporting is the communication of significant and relevant information on the 
individual pupil’s experiences and achievements. 
 
Aims 
 

 To be manageable and useful 

 To support pupils in their learning 

 To help pupils become aware of their strengths and the progress 
they are making 

 To help teachers match their work in the classroom to the pupils’ 
capabilities 

 To consider to what extent the learning and teaching objectives 
have been met 

 To provide useful and understandable information for a range of 
interested parties 

 To help evaluate the success of teaching strategies providing an 
indication of what works and what doesn’t.  

 To adjust teaching approaches accordingly 
 
Objectives 
 
Assessment should focus on the needs of the pupils, of teachers and of the 
school.  Pupils will need to: 
 

 Know what is expected of them 

 Have short term achievable targets 

 Be offered strategies to help them learn effectively 

 Have regular opportunities to review their learning 
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Common assessments in Careers Education (Year 10-14) 
 
Year 10: 

- Term 1: “School Subjects” 
- Term 2: “Kudos results” 
- Term 3: “My GCSE Choices” 

 
 Year 11: 

- Term 1: Curriculum Vitae 
- Term 2: Application forms 
- Term 3: Further Education or Higher Education? 

 
Year 12:  

- Term 1: Revised Curriculum Vitae 
- Term 2: Careers Action Plan 
- Term 3: PCP 

 
Year 13: 

- Term 1: CV 
- Term 2: Personal Statements 
 
 

Year 14:  
- Term 1: Interview skills 
- Term 2: UCAS Application forms 
 

 
Five Strands of Assessment for Learning in Key stage three: 

1. Sharing Learning Intentions 

Agreed learning intentions gives students a deeper understanding and 
ownership of their own learning process. This brings increased motivation 
and the desire to stay on task for a longer period of time.  

2. Sharing and Negotiating Success Criteria 

Created by pupils or in conjunction with teachers, clear success criteria aid 

self-assessment and helps identify the steps needed to complete a task.  

3. Feedback 

This is essential for effective learning and teaching. Strategies such as ‘2 
stars and a wish’, comment-only marking or providing prompts for 
improvement, can help plan the next steps in learning. 

4. Effective Questioning 

Using more open-ended questions, giving more thinking time, using pair 
share and so on can help pupils feel more confident to put forward new 
ideas, think out loud, explain their reasons and explore their understanding.  
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5. How Pupils Reflect on their Learning 

(Peer and Self-Assessment and Self-Evaluation)  

Allows pupils to reflect on what they have learnt and how they have learnt it. 
Using strategies such as traffic lights, thumbs up or useful thinking prompts 

can encourage pupil self-evaluation.  

 
Teachers will need to: 
 

 Identify clear learning objectives and targets 

 Identify the criteria for the assessment 

 Employ a wide range of assessment techniques 

 Emphasise positive achievement 

 Provide information for other teachers 

 Use assessment information to evaluate teaching and learning within 
the classroom 

 
 

 
The school should use the assessment information to: 
 

 Set targets for individual and school achievement 

 Ensure that reports are made to parents in line with DENI guidelines 

 Inform receiving schools 

 Provide accurate information for Governors, DENI, and other 
appropriate bodies 

 
Marking  
 
Marking of pupils’ work should encompass: 
 

 Marking of pupils’ work by their teacher on a regular basis 
 Accurate self-marking and/or peer group assessment where 

applicable 
 Identification of strengths/weaknesses of pupils with respect to the 

Learning Objectives 
 Relating outcomes/meaning of marking back to pupils using 

appropriate comments/grades 
 Clear annotation of work with respect to learning objectives and future 

requirements 
 Communication of outcomes of marking to interested parties as 

appropriate 
 
It is expected that the main emphasis when marking will be to convey to the 
pupils an understanding of their progress within the Programme of Study. 
 
Feedback to pupils should emphasise attainment with respect to learning 
objective in the form of useful comments and annotation of work wherever 
possible, giving guidance to support future progress. 
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Recording   
 
Recording provides the means from which teachers can base their reporting 
to others and is a mechanism for evaluating teaching and learning. 
 
Recording should be selective and should focus on key learning aims. It 
should be carefully managed and be appropriate to the activity. 
 
 
Subject teachers will: 
 

 Keep records which are manageable and in line with  
Departmental/School policy, ensuring that they are meaningful for the 
individual teacher 

 Use professional judgement in deciding what should be recorded 
informally or formally to enable next steps in learning 

 Ensure that records are clear and easy to interpret, providing clear 
information about pupils’ progress linked to Curriculum objectives, for 
future planning by any member of staff 

 Encourage pupils to review their own work to understand their 
strengths and weaknesses and how they can improve 

 Keep evidence and records for a clearly defined and useful purpose 
eg; statementing/bi-annual reporting. 

 
 

TYPES OF ASSESSMENT  
• SUMMATIVE is Assessment OF Learning. It is used mainly to measure 

performance and clearly identifies a standard of pupil attainment. It is 
carried out at the end of a period of learning.  

 
Examples  
• External Examinations  
• Internal School Examinations  
• End of Topic/Unit Tests  
• Standardised Tests  

For example: Types of assessment highlighted for each year group above. 
 

• FORMATIVE is Assessment FOR Learning. It is ongoing and provides 
evidence of and for progression in learning. It supports learning through 
identifying difficulties, providing feedback and diagnosing future learning 
priorities.  

 
Examples  
• Class work  
• Home work  
• Questioning  
• Oral Discussion  
• Presentation  
• Short Recall Test  
• Practical Project  
• Research  
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 DIAGNOSTIC  identifies a learner’s strengths and weaknesses which 
prompts appropriate guidance and support 

For example: Pathfinder exercises. 
 

•  SELF ASSESSMENT encourages pupils to take responsibility for their 
own learning by:  

 Evaluating their own achievement against shared learning outcomes  

 Identifying their own strengths and areas for improvement  

 Encouraging individual learning goals and action plans for future 
progression  

 Fostering a self reflective learning culture  

 Encouraging independence in learning  
 

For examples Pupil Personal Statement. 
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BEHAVIOUR MANAGEMENT POLICY 

 
Personalised learning is valued by the Careers Department.  It focuses on 
individuals, fosters their unique competencies and makes them feel that they 
matter.  It provides education and training tailored to individual needs, 
interests, abilities and aspirations.  It adds value to learning journeys by 
focusing learning on young people their parents and carers and it boosts 
motivation by building on young people’s interests and prior experience 
helping them to develop their personal learning and thinking skills 
encouraging high expectations of and successful outcomes for all young 
people whatever their background circumstances and ability, linking 
education and training with, and preparing young people for, lifelong 
learning.  Personalised learning is the agenda from “Every Child Matters” in 
action.  Much national advice and guidance concentrates on the school 
sector, but personalised learning is an issue for all education providers.  In 
St. Louis we are striving towards a more personalised learning approach in 
the Careers Department.   
 
The days of jobs and qualifications that last a lifetime are fast disappearing.  
So too is the need for a one-off next steps careers programme based on 
matching young people to specific opportunities in learning and work.  
Today’s careers programmes must prepare young people for complex 
decisions about education and training and for a working life that involves 
continued learning and continuous career choices and changes.  They must 
help young people to develop and use their self-knowledge and build their 
self-help skills so that they can grasp opportunities, manage change and 
deal with success, disappointment and unexpected events.  Personalised 
learning helps to ensure that this can happen. 
 
The major principle behind choosing teaching techniques is fit for purpose.  
The department recognises that there is not usually just one best way to 
teach a topic but that there is a range of possibilities depending on various 
factors ie pupil characteristics, curriculum time, resources, accommodation 
and teacher skills 
 
Teachers of the careers curriculum should enhance the delivery of the 
subject by using abroad range of appropriate techniques:- 

 Promoting and supporting inclusion and equality of opportunity 

 Challenging stereotyping and traditional thinking, broadening horizons 
and raising aspirations 

 Encouraging young people to think about their longer term futures 
rather than concentrating only on their next steps 

 Giving individuals some control over and responsibility for what they 
do 

 Developing a commitment to lifelong learning in young people and 
helping them to understand the value of investing in learning 

 Helping individuals to discover and explore all the options and 
pathways open to them 

 Promoting and supporting individual progression in learning and 
career development, including providing help with progression 
planning 
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SUGGESTED CAREERS EDUCATION METHODS 
 
St. Louis believes in developing Careers lessons which engage young 
people in didactic methods alongside:- 

 Recording 

 Planning 

 Reflecting 

 Telling 

 Being active and participative 

 Being experimental 
 
A combination of the above methods can provide the maximum learning 
opportunity and pupils who are taught using these methods will have a wider 
opportunity to learn.  
 
The Careers Department adheres to the schools discipline policy. 
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HOME WORK POLICY 

 
 
The Careers Department will set home works where and when required. 
 
These may take the form of:- 
 

 Independent research on internet 

 Discussion with family members 

 Bringing in newspaper articles 

 Finishing off class work 

 Redrafting material  
 
Each Home work may be recorded in the teacher’s planners 
 
Usual school policy applies if uncompleted home works are a problem 

 Extra work 

 Departmental detention 

 After school detention 

 Phone call home (at any stage)  
 

CURRICULUM  POLICY 

 
Year 8 and 9 

 
Careers Education is taught in Education for Employability, is delivered 
through four key dimensions:- 
 

 Work in the Local and Global Economy 

 Career Management 

 Enterprise and Entrepreneurship 

 Skills and Qualities for Work 
 
The aim of the year 8 and 9 Careers Programme is to ensure that all young 
people develop the personal qualities, skills, knowledge, understanding and 
attitudes that will give them a strong foundation for lifelong learning and 
work.  These skills are equally important for all young people regardless of 
whether they want to stay on in education and education or go straight into 
the world of work. 
 
Careers Education also ensures that pupils:- 
 

 Develop knowledge about the different career options available to 
them 

 Discover what their skills and personal capabilities are 

 Recognise the importance of choosing a fulfilling career 

 Recognise the importance of enjoying work 

 Can make informed career decisions based on knowledge of the 
world of work 
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Careers Topics 
 
 

Year 8 
 

Introduction to Employability 
Introduction to Career Management 

Working in the Local and Global Economy 
 

 
Year 9 

 
Career Management 

Enterprise and Entrepreneurship 
 
 

Year 10 
 

SECTION 1 : PREPARING FOR GCSE CHOICES 

Powerpoint introduction / Website Usernames & 
Passwords 

PCP Resources / Completing the Online Tasks / Mark 
Scheme 

Decision Making 

Audit 1 : School Subjects 

Audit 2 : Extracurricular / Using Pathfinder 

Pathfinder Results 

Job Analysis 1 

Job Analysis 2 

Job Analysis 3 

My GCSE Choices 

SECTION 2 : EMPLOYABILITY SKILLS, QUALITIES & 
VALUES 

 Review Learning Intentions  

 Homework Marking Criteria 

 What Are Employability Skills, Qualities & Values ? 

The Skill of Communication 

The Skill of Teamwork 

The Skill of Problem Solving 

 
 
 
Key Stage 4 
 
Careers Education in Years 11,12, 13 and 14 continues to supplement 
Education for Employability and centres around preparing pupils for their 
future career pathways beyond St. Louis to manage their own career 
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development successfully, confidently and with due respect and care for 
their own needs, those of others and of the wider community. 
 
Self-Awareness and Development 
Identifying, assessing and developing the skills and qualities necessary to 
choose and implement an appropriate career plan 
 
Career Exploration 
Acquiring and evaluating information and reviewing experiences to identify 
and investigate appropriate career pathways and learning opportunities in 
education, training and employment, locally, nationally and globally 
 
Career Management 
Developing skills in career planning and employing effective career decision-
making strategies to manage transition and make suitable career 
development choices, with the appropriate support, advice and guidance 
 

Year 11 
 

Review of year 10 Careers 
Job Hunting 

Qualification Framework 
CV’s/Covering Letters/Application Forms 

Interviews 
Introduction to Options 

Course Research 
University Life 

 
Year 12  Careers 

 
Review of year 11/year 12 Overview 

Post 16 Options 
Personal Career Planning 

Research Task 
LMI 

Target setting 
Qualification Framework review 

Apprenticeships 
Preparing for the Career Convention 

Interview Update 
Study Skills 

 
Year 13 Careers 

 
Where am I now? 
Online Resources 

An Overview of Higher Education 
Choosing Universities and Courses 

Tariffs 
UCAS Procedures 

Work Placement- An introduction 
Health and Safety and Child Protection 

Personal Statements 
CAO 
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Year 14 
 

Personal Statements 
University Applications 

Starting University 
Results Day 

University Accommodation 
Gap Year 

Student Finance 
Surviving University 

 
 

*See schemes of work/curriculum mapping and student booklets for more 
details. 
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Core Components 

 
1. Careers Education 
 
St. Louis has a comprehensive careers education programme, which 
develops the learner’s self-awareness and his career exploration and career 
management skills has been developed for all students at both Key Stage 3 
and Key Stage 4.   
 
This programme is rolled out in the 2019/2020 school year as :- 
 
1 period every two weeks of Careers for every class in year 10, 11, 12, 13 
and 14. 
 
A wide range of resources are used effectively and teaching and learning 
strategies challenge students appropriately. 
 
 
St. Louis recognises the value of the Progress File as a valuable tool to 
support the expected learning outcomes of a CEIAG programme.  This year, 
the school hopes to use the Progress File at all levels to provide a focus and 
sense of purpose for career activities, to help the students prepare for 
transition and supporting them in taking ownership of their own career 
development.  Suitable elements of the Progress File have been integrated 
within the Careers programme.           
 
 
2. Development for Employability Skills 
 
This is the opportunity for students, through meaningful active learning 
opportunities, to develop their employability skills.  Employability skills are 
the wide range of skills that will allow a student to be employable, and to 
become a life-long learner capable of realising his potential in the world of 
work. 
 
All departments in the school have the opportunity to make a valuable 
contribution to the development of a student’s employability skills.  The 
school, through active teaching and learning strategies and opportunities, 
hopes to engage students as active participants in activities that replicate the 
work environment. 
 
The school recognises the importance of enterprise and entrepreneurship 
and sees it as more than a series of “one-off” activities.  Enterprise and 
entrepreneurial skills are integrated into all year groups through their 
Education for Employability programme. 
 
 
3.    Careers Advice and Guidance 
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This is the provision of planned opportunities for high quality impartial, 
learner-centred careers advice and guidance, to assist students make the 
appropriate careers decision and choices. 
 
St. Louis provides a well-resourced and accessible impartial advice and 
guidance service, which meets the needs, potential and aspirations of all 
students.  The Head of Department has identified appropriate advice and 
guidance opportunities and the school provides access to student-centred 
interviews, and every student is aware of the advice and guidance service 
available to them. 
 
The schools Employability staff have the required specialist knowledge and 
understanding to meet the needs of our students.  They have the opportunity 
to undertake regular and appropriate professional development to maintain 
their effectiveness.  We work in collaboration with key stakeholders, 
including the Department of Education and Learning (DEL) to provide a 
coherent advice and guidance service which meets the needs of our 
students and supports effective career planning. 
 
Students in Year 12 will complete the new Application for Careers Guidance 
with the schools Careers Advisors, which will lead to individual guidance 
interviews and focus groups. In year 13 pupils will have an interview with 
their study supervisor and any students causing concern will be referred to 
the head of Careers. In year 14, all students receive a Careers interview 
from their UCAS reference writer. All year 10’s will be interviewed prior to 
making their option choices. 
 
 
The Careers Advisor will have access to records of previous interviews, 
where applicable, and any other information deemed relevant.  Records of 
these guidance interviews will be kept and copies made available to the 
school. 
 
Interviews requested by students will be facilitated through consultation and 
agreement between student and member of Careers staff. 
 
In November the Careers Advisor will be in attendance at the Consultation 
Evening for parents of Year 10, 12, 13 and 14. 
 
The Careers Advisor will meet with Year 10 students prior to choosing 
subjects for study at Key Stage 4, and will also attend the Year 10 Options 
Evening in March.  
 
Not only are all students interviewed in year 10, they are interviewed in year 
10 by senior staff and the CEIAG department. Mrs Kearney currently assists 
with Careers guidance in sixth form.  
 
4. Careers Information 
 
A broad range of relevant and up-to-date careers information which is of a 
high quality is available to students to inform their career planning and 
management. 
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St. Louis offers its students access to a wide range of materials aimed at 
guiding and helping them decide which options to pursue, which qualification 
will be required and how to map out the career pathway of their choice.  The 
comprehensive, reliable and up-to-date information allows students to fully 
engage in the career planning process and make informed choices and 
decisions. 
 
All information is clearly classified and is sorted in the careers library, which 
is at the back of room 9.  The library is accessible during timetabled careers 
classes and at other suitable times – e.g. lunchtime and after school, 
according to demand. Senior pupils will be encouraged to undertake some 
responsibilities in the management of the careers library. The library is not 
used as much due to online resources and the fact that distributors do not 
send out hard copies anymore.  
 
There is a range of information which includes prospectuses from further and 
higher education establishments; newsletters and magazines; pamphlets 
and flyers; job description and relevant qualifications; posters and videos. 
The careers’ resources are catalogued in the main library so that the 
students can access these through the school librarian. 
 
Careers software is networked on all computers/laptops/tablet when a 
student is signed in with their C2k email  
 
Students are taught the skills of selecting, using and evaluating a range of 
information relevant to their career needs, and the need to be selective in 
their printing habits! 
 
 
5.    Work-related Learning Experiences 
 
These are the opportunities for planned and appropriate experiences of the 
world of work to increase students’ motivation, develop their employability 
skills and give relevance to their learning programme. 
 
Work-related learning (WRL) covers a wide range of provision.  For some 
students in Year 12, 13 and 14 it is an integral part of their applied courses.  
For others it is provided through a Work Experience programme in Year 13.  
WRL also includes work-based research, industry visits, mock interviews, 
focus days and enterprise activities. See Map of Visits into Industry. 
 
WRL is effectively co-ordinated by the Head of Department and Careers 
Assistant to ensure appropriate experiences of work that fit within a coherent 
overall framework of learning.  It ensures an adequate time for preparation 
and liaison with employers.  As a result of these opportunities, the student 
can discuss any potential change in career choice with staff and can use the 
experience to inform his / her personal career plan. 
 
WRL can enhance the students’ self-awareness, develop career exploration 
and career planning skills, and help him / her to make informed decisions 
about his future education, training or employment pathway.  WRL activities 
increase the students’ motivation to learn across the curriculum, and give 
relevance to the employability programme, along with increasing knowledge 
and understanding of the requirements of working life. 
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EXTERNAL LINKS WHICH  PROVIDE  EXPERIENCES  OF  WORK 

 

 The Department has a wide network of both local and national 
organisations which provide many learning opportunities for St. Louis 
pupils to experience the world of work, both in school and beyond.  

See extracurricular activities in the departmental handbook. 

Ballymena BEP 

The school actively supported and was involved in Ballymena BEP which 
encouraged links between education and business. We participated in and 

benefited from the partnership. The partnership has currently folded.  

Future funding for the province wide network of BEPS is unclear as to how 
and if the groups will continue to function.  There is a strong momentum for 
the Ballymena BEP to continue in some form, and St. Louis fully and actively 

supports the continuation of local business education partnerships.  

EXTERNAL  SPEAKERS 

External speakers and visitors representing a wide range of occupations and 
organizations are invited into school on a regular basis to enhance pupils 
access to information on the world of work and develop interests in career 

opportunities. See audit of external speakers. 

 
6.  Work Experience * 

 
All students in Year 13 will be expected to undertake a period of Work 
Experience in the community in June of the academic year.  This is for a 
period of one week.  
 
Work Experience will be co-ordinated by H.O.D and Careers Assistant. All 
staff involved will be made aware of the importance of correct procedures 
and paperwork. 
 
Students will be visited by a staff member where possible. In some cases 
other members of staff may visit those students who are placed further from 
the community. Students who experience difficulty may require a second 
visit or a follow-up telephone call.  Year teachers are also at liberty to visit 
their charges throughout the placement period. 
 
Preparation and follow-up exercises will be included in careers classes. 
Students are expected to complete their Work Experience Logbook 
throughout their placement.  An employer’s evaluation form will also be 
included in the student’ Progress File.  Student evaluations will be completed 
in the September debrief. 
 
*See separate Work Experience Policy document. 
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WORK EXPERIENCE SCHEME 
 
 

1 STATUTORY AUTHORITY 
 

The North Eastern  Education and Library Board in exercise of the powers 
conferred on it by Article 63 (2) of the Education and Libraries (NI) Order 
1986 as amended by Article 82 of the Education (NI) Order 1998 makes 
the following Scheme for the regulation of work experience by pupils who 
are in attendance at schools in the Board’s area. 

Work experience is defined in paragraph 63(3) of the Education and 
Libraries (NI) Order 1986. 

 
2 EDUCATIONAL REQUIREMENT 

 
All Work Experience Schemes should be closely related to the 
school’s educational aims and preparation for and follow up of the 
period spent in work experience should be integrated with the school 
curriculum. 

3 AGE QUALIFIACTION 
 

Article 82 of the Education (NI) Order 1988 permits pupils to participate in 
work experience only 

 in the school year in which he/she ceases to be of compulsory school 
age; and 

 in the school year immediately proceeding that year. 

This Scheme therefore does not apply to pupils over compulsory school 
age. 

 
4 LENGTH OF WORK EXPERIENCE 
 

Indemnity will be provided in respect of Key Stage 4 pupils for up to 60 
days work experience within the two years defined in number 3 above and 
which must include a continuous block of five days work experience. 

All pupils must have access to the Northern Ireland Curriculum and any 
work experience arrangements must not restrict this statutory right. 

 
5 ORGANISATIONAL ARRANGEMENTS 

 
Work Experience Schemes organised on a block release basis should 
not exceed ten days. 
There must be a period of at least ten days between each block period 
when work experience is not offered.  This will allow for proper 
preparation and follow up procedures. 
 
Pupils must not work more than 40 hours per week during block release 
schemes. 
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6 THE TIMING OF WORK EXPERIENCE 

The appropriate timing of work experience in the school calendar is 
crucial to the success of the Scheme and relies on sound management 
by the school. 

 Work experience must not be undertaken during Easter, 
Summer and Christmas vacations since schools are not 
available to monitor the placements.  Schools should not send 
pupils on work experience on a block release basis during the 
5 days prior to or after the summer vacation. 

 Similarly, pupils should not undertake work experience during 
their school holidays, eg mid-term breaks, as no 
indemnification in respect of pupils will be provided during 
these periods. 

 No indemnification in respect of pupils will be provided for 
overtime or Saturday/Sunday work. 

 
7 PREPARATION, APPROVAL AND SUPERVISION OF SCHEMES 

 

If Work Experience Schemes are to be successful they need to be 
devised from the beginning with the fullest co-operation between all 
interested parties i.e. the school, pupils, parents, employers.  At an early 
stage in the consultation it should be established that no payment for work 
experience should be made to the pupil, the school or the Board.  Such 
payment implies employment and renders the indemnity provided in 
respect of the pupil null and void. 

School will maintain contact with the pupils and the employers during the 
period of work experience.  A member of the teaching staff should be 
allocated to pupil supervision during the Scheme.  Employers will be 
responsible for ensuring that the pupils are closely supervised in the work 
situation in accordance with the requirements in the Form of Indemnity 
(copy attached). 

 

8 THE SCHOOL’S RESPONSIBILITY 
 

Before Placement 

The Board recognises that the organisation of Work Experience Schemes 
places administrative pressure on teachers.  However, it is essential that if 
such Schemes are to be of maximum benefit and potential hazards are to be 
avoided, teachers should ensure that:- 
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(a) pupils engage in extensive preparation for work experience 
and are aware of the hours to be worked, appropriate 
standards of behaviour, health and safety at work issues and 
what to do in the event of an emergency; 

 

(b) parental consent in writing must be received before the pupil is 
permitted to participate in a Work Experience Scheme.  Letters 
to parents/guardians should contain the following information –  

 

(c) parents should also be told that pupils cannot be paid for work 
experience; 

 

(d) an employer who agrees to participate in Work Experience 
Scheme should be made aware in writing of the purpose of the 
Scheme and his responsibilities and insurance requirements; 
 

(e) Indemnity forms and Employer’s Consent Forms have been 
completed in respect of all pupils before work placement 
commences; 

 

(f) the placement is suitable for the pupil, has confirmed that it is a 
safe working environment and any special needs have been 
considered for those who are pregnant, or who have special 
medical conditions like asthma, epilepsy, anaphylactic shock 
syndrome, etc (advice is available from the appropriate Board 
officers for Careers and Health and Safety); 

 

(g) pupils should not have work experience in work situations with 
which they are already familiar, for example, within their part-
time employment or within the family business; 

 

(h) no pupil undertakes work experience where the work 
concerned is subject to a statutory age limit.  This means, for 
example, that if there is a specified quoted lower employment 
age limit of 16 years, then a pupil of 15 cannot have work 
experience in that role or in some cases that location.  The 
same applies to all employment limits. 

 

(i) no pupil undertakes work on ships.  Safety on ships is 
regulated by a special government body which will confirm that 
no one may go to work at sea under 16.  The Merchant 
Shipping Act 1995, paragraph 55, forbids any person under 
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school leaving age to be employed on a ship.  This includes 
when the ship is in dock. 

 

(j) no pupil undertakes work experience which involves working at 
height, for example, at window cleaning or on scaffolding or 
other confined spaces, for example, in storage tanks (advice 
on other restrictions is available from the appropriate Board 
Officers for Careers and Health and Safety); and 

 

(k) employers must have been advised by the school of any pupils 
with statements of Special Educational Needs and any special 
considerations they might require and that they are also 
advised of any medical conditions which the pupil might have. 

 

During Placement 

Schools should ensure that:- 

(a) there is a clear line of contact between employers and the 
school in case of any emergency; 

 

(b) pupils have been appraised of the firm’s health and safety 
regulations, including fire evacuation procedures; 

 

(c) each pupil is visited regularly by a teacher, eg once very four 
weeks, during the day release Schemes and at least once per 
week during the block release Schemes.  Pupils should not be 
placed in firms so far from school as to make regular visits 
impractical and/or prohibitive; and  

 

(d) teachers when visiting pupils on placements should:- 

 check pupil attendance and progress; 

 discuss any potential problems with employers; 

 assess and be aware of the conditions under which the 
pupil is working; and 

 show employers that school attaches great importance to 
their participation in the Scheme and the benefits to the 
pupils. 

 

(e) parents and pupils are informed that in the case of a planned 
unavoidable absence from the work placement it is the pupil’s 
and parent’s responsibility to inform both school and employer 
of the absence as soon as possible. 
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After Placement 

Debriefing after work experience is invaluable.  It enables pupils to 
consolidate or change their career plans and make an input to their Progress 
File and Personal Career Plan. 

It also gives teachers the opportunity to update cumulative careers records 
and provide effective careers information and guidance.  Schools should 
ensure that:- 

 

(a) pupils make a record of their work experience for their 
Progress File; 

 

(b) teachers update pupils’ cumulative career records with details 
of work experience placements; 

 

(c) pupils by means of skilfully led discussions, project work and 
role play, are helped to:- 

 reflect on their experiences; 

 interpret these and look for any patterns; 

 develop concepts and theories about the world of work; 

 recognise attitudes and value systems; 

 have an increased awareness of health and safety at work 
issues; 

 consolidate what they have learned; and 

 be able to relate their learning in the classroom to the world 
of work. 
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St. Louis Grammar 
School 
Cullybackey Road 
Ballymena 
BT43 5DW 
 

 
 
 
 

 

In consideration of Messrs.            
(herewith referred to as the employer) agreeing to participate in the Work 
Experience Scheme and to provide facilities (including the provision of 
protective equipment or clothing which may be necessary) and supervision, 
the Board of Governors of ST. LOUIS GRAMMAR SCHOOL, BALLYMENA 
will indemnity the Employers against : 

 

1. Legal Liability of the Employer to pay damages including Claimant's 
costs and expenses in respect of Death, Bodily Injury or Disease 
suffered by a Pupil and caused by an event occurring whilst the Pupil 
was attending for work experience. 

 

2. Legal Liability of the Employer to pay damages including Claimant's 
costs and expenses in respect of Death or Bodily Injury of any person 
if such Death or Bodily Injury is caused by a Pupil whilst attending for 
work experience. 

 

3. Legal Liability of the Employer to pay damages including Claimant's 
costs and expenses in respect of Loss / Damages Property. 

 

4. Any claims or expenses arising out of Death, Injury or Damage to 
Property where such claims costs or expenses result from the 
negligence of a Teacher or Employee of : 

 

ST. LOUIS GRAMMAR SCHOOL, BALLYMENA 

 

SIGNED 
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FOR  

 
SCHEDULE 

 

(To be attached to the Work Experience Indemnity Form) 

 

1 Name of Pupil  ____________  

   ____________  

 

2 Date of Commencement  ____________  

 

3 Date of Termination  ____________  

 

4 Time of Attendance From   ___________  

 

  To       ___________  

 

  On       ___________  

 

Signed   

Date   _________________________________  

 

Signed   ________________________________  ( _____________ ) 

 

Date   _________________________________  

 

 

(day) 

For Employer 

 

FORM WE 2 
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EMPLOYERS’  INFORMATION 

 

When you open your company to young people who could well be its future 
workplace talent, it’s important to get it right from the beginning. 

 

PLANNING PLACEMENT 

 

1.    Have one person in the company responsible for the overall delivery of 
the period of work experience.  This person is known as the contact person, 
and will liaise with the school and communicate internally 

 

2.    Complete all relevant documentation from the school and return as soon 
as possible 

 

4. Consider health and safety early on.  Risk assess the period of work 
experience and brief staff who will be in contact with the young people 

 

5. Manage expectations.  Be very clear to the students what you can 
offer and what you expect of them.  If possible make contact before 
the placement to discuss dress code, hours etc 

 

 

DURING PLACEMENT 

 

1. Always start placements with a mini-induction course so that students 
know who is who, what to expect, any health and safety advice.  They 
should also have the chance to ask questions. 

 

2. Make the experience as hands-on and as meaningful as possible.  If 
they can’t do something for real, how close can they get?  Can they 
listen in to phone calls at a call centre?  Can they help serve a customer 
in a shop?  Or pick out the relevant tools for a job, even if they can’t 
use them? 

  
 

3. Offer as wide an experience as possible – if you are having young 
people on your site, take them around several departments, introduce 
them to lots of people, with varying skills and at different levels of 
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seniority.  Try to give them a clear idea of what your organisation does 
and how it fits into the wider economy. 

 

4. Meet with the visiting teacher and raise any concerns, either with the 
schools organisation of placements in general or with the particular 
pupil.  The teacher will deliver the pupil’s Evaluation Form. 

 

5. Always fill in and return the Pupil Evaluation Form.  This is the only 
official record of their placement and forms part of their Progress File 
when they leave.  Pupils also have their own Log Books which must be 
completed over the course of the placement 

 

FOLLOW-UP 

 

1.    Ask for feedback from the student and offer similar in return, suggesting 
areas of development 

             

2.    Evaluate the experience internally.  Did it meet expectations?  What 
could be done better next time? 

 

           3.     Have the evaluation forms been returned to the school? 

 

DON’T 

 

           1.     Be too ambitious 

 

2. Forget the age of the students and how little they know.  Give lots of 
encouragement and feedback as you go along 

 

3.  Be put off by one bad experience.  There are plenty of good 
youngsters out there who deserve the excellent opportunity your 
company can offer them. 
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PERSONAL  CAREER  PLANNING  PROVISION 

 

Action planning and individual action plans describes the process and 
product of target setting within education and increasingly the workplace.  
There are three strands of action planning :- 

 Educational action planning covers school issues such as homework, 
coursework, learning and  behavior targets 

 Personal and social action planning focuses on attendance, 
punctuality, attitude, behavior, as well as hobbies, interests and extra 
curricular activities 

 Vocational action planning involves collecting information on career 
opportunities and clarifying choices at periods of transition 

Action planning is an educative process that enables pupils to take control of 
their own learning, achieve a better understanding of their experiences and 
decide their future actions.  It develops self-awareness, self-reflection, self-
confidence and self-esteem.  It develops decision making skills by providing 
a supportive, systematic framework in which a pupil appraises themselves 
and evaluates their future actions.  The earlier this process is introduced the 
more time for students to practice these skills before they have to make 

important decisions. 

CCEA in their document “Planning for the Future” describes personal career 
planning as a process which enables young people to make informed 
decisions and choices in relation to career development, and to act on these 
decisions.  Careers programmes should be planned and implemented so 
that students develop the skills necessary to manage this strategy for 

decision-making. 

Personal Career Planning can help pupils to:- 

 Evaluate their interests, skills and qualities 

 Develop skills for making realistic decisions for themselves 

 Focus on vocational goals 

 Develop skills in planning, target setting, negotiating and reviewing 

 Assess progress and areas for improvement 
 

ALL TEACHERS have a role in action planning and careers work. 
 
This student-centred process can be linked with the questions such as:- 
 

 Where am I now? 

 Where do I want to go? 

 What steps will help me to achieve this goal? 

 What action do I need to take in the short, medium and long-term? 
 
The process needs to be reviewed and evaluated so that process can be 
assessed and short-term targets redefined.  The outcome of the process are 
reviewed and built upon in succeeding years 
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CONTENTS  of  Personal Career Plans 

 
Year 10  Year 9 Report Review 
   Review of Skills and Qualities 
   Option Choices Information 
   Examples of Job Research 
   KS3 Careers Learning Outcomes Sheet 
    
 
Year 11 +  Report Reviews 
Year 12  Analysis of Skills and Qualities 
   Evidence of Key Stage 3 Results 
   Job Research 
   Post 16 Options Review 
   Record of IGI with Careers Officer 
   C.V. 
    
 
Year 13+14             Work Experience Employers Report 
   Work Experience Pupil Account 
   Personal Statement 

CV 
Review of year 12 
Interviews with study supervisor and UCAS reference 
writers 

 
 
The information gathered during Years 11 and 12 could also form part of the 
Progress File Presenter 

 

 

 

 

 

 

 

 

 

 

 

 



St. Louis Grammar School, Ballymena 

 

 

Careers as a Cross-Curricular Theme 

 
Careers as a cross-curricular theme helps to deliver a whole school 
approach to the work of careers.  It should still be viewed as an important 
part of the school’s curriculum after it was recognised as the only one of the 
original cross-curricular themes to be mentioned in Dearing’s Review of the 
National Curriculum to be included in the future curriculum.  The ETI note it 
as one of the core elements for an effective delivery of careers in school. 
 
Careers Education as a CCT is the continuing educational process which is 
concerned with helping young people to acquire the skills, attitudes and 
abilities they will need to chart their path through life with confidence and to 
be effective in a variety of adult roles and spheres of life.  If helps to identify 
the transferable employability skills delivered by the school and provides a 
valuable link between the academic study of the pupils and their future 
employment skills. 
 
PERSONAL KNOWLEDGE and DEVELOPMENT 
 
Self-Awareness - Pupils should develop a concept of themselves, be aware 
of how others see them, recognise the possibilities for self-development and 
be able to use their developing self-knowledge in relation to choices at 14 
and 16 that will affect their future careers. 
 
Lifestyles – pupils should know about and understand how a range of 
personal and social needs may be met through participation in major social 
institutions and how the extent of such participation constitutes a lifestyle 
which may range over time and be affected by choice made at an earlier 
stage. 
 
KNOWLEDGE OF OPPORTUNITIES 
 
Equality of Opportunities – pupils should know about and understand the 
concept of equality of opportunity and appreciate that occupational 
stereotyping and discrimination can apply in respect of such factors as 
gender, race, religion, age, disability and marital status. 
 
Lifestyles – pupils should have a broad understanding relating to young 
people entering the workplace. 
 
Contacts with the world of work – Pupils should have opportunities to 
experience direct contact with workplaces and with adults from the world of 
work. 
 
Occupational Awareness – pupils should know about and understand the 
broad structure of occupational studies at local, provincial and national levels 
and should be able to relate different types and levels of employment to their 
own abilities, aptitudes and interests.  They should be able to identify the 
different paths and strategies for entering the world of work. 
 
Links to 16+ provision – pupils should know about links between the subjects 
they are studying and access to further education, training and employment. 
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Structure of Industry and Commerce – pupils should have a general 
knowledge and understanding of the structure of industry and commerce, the 
organisational structure of a typical firm and the issues and problems 
associated with running a small business.   
 
Employer/Employee relationships – pupils should have a broad knowledge 
and understanding of the history, organisation, structure and present roles of 
trade unions and professional organisations and should understand the 
respective rights and responsibilities of employers and employees. 
 
SKILLS and PERSONAL QUALITIES in RELATION to CAREER 
DEVELOPMENT 
 
Decision Making - pupils should have some knowledge, understanding and 
experience of the processes involved in making informed decisions and an 
awareness of external factors which may influence them.  Pupils should be 
able to make informed decisions relating to career choices and recognise the 
need to take responsibilities for personal decisions. 
 
Using sources of careers information - pupils should be able to use a wide 
range of sources of careers information, and should understand the role of 
and be able to use the facilities offered by the Careers Service. 
 
Job Seeking - pupils should have a knowledge of sources of information on 
job vacancies, should be conversant with the job application and interview 
process. 
 
 
Methods of remuneration - pupils should understand the different methods of 
remuneration for employment and be able to interpret a payslip. 
 
Financial support for education and training - pupils should understand the 
different types of financial support available for education and training post-
16 and 18 and be able to identify the range of grants and allowances 
relevant to their chose path.  
 
The Inspectorate recommend subject departments "identify when the 
careers dimension occurs in their schemes of work and how each 
component is implemented.  They recommend that "the components should 
not be contrived and hopefully will flow naturally and realistically from the 
content and methodology of each subject".  It is hoped pupils will appreciate 
the coherence of their total curriculum if these links are made explicit to 
them. 
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Opportunities  for CAREERS as a 
Cross-Curricular Theme 

 

LEARNING  AREA CAREERS CONTRIBUTION 

The Arts Preparing for independent living as 
a student, worker or trainee 
Designing posters and displays 

English Developing skills such as letter 
writing and composing personal 
statements 

Environment and Society Considering the impact of 
technology on finance and business 
New industries based on renewable 
energy and recycling 

Maths Using statistical data to investigate 
labour market information and 
opportunities for school leavers 

Modern Languages Investigating changes in 
employment locally, nationally and 
internationally 

PE Considering lifestyle values 
regarding the balance between 
leisure, work and learning 

Science and Technology Studying the impact of scientific 
research on the economy 

RE Reviewing personal, family and 
community values about the 
balance between work, leisure and 
family 

LLW Careers management 
Enterprise 
Personal Career Planning 
Work-Related Learning 
Advice and Guidance 

 
 
 
* A full map of cross curricular links to Careers has been mapped.  
* A full map of extracurricular career links across subjects have been 
mapped. 
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SPECIAL NEEDS POLICY 

 
The Careers Department adheres to the schools Special Needs Policy.  
Careers work is important for all young people, including those with special 
educational needs.  We aim in the Careers Department to ensure that all of 
our programmes are accessible to every child’s needs. 
 
Careers in St. Louis:- 

 Supports learning-centred planning, preparation for transition and the 
transition process itself 

 Has a strong focus on self-awareness and decision-making with 
regular opportunities for experiences involving the world of work and 
enterprise 

 Ensures that learning is fun, actively involves young people and uses 
a variety of resources and partners to support the activities on offer 

 Makes use of specialist software and ICT facilities 

 Uses a mix of commercial and home-grown resources tailored to 
young people’s specific needs 

 Develops and uses a variety of texts appropriate to the reading age of 
the pupils 

 Develops and uses a range of resources which stretch the gifted and 
talented pupils and are appropriate to individual pupil progression rate 

 
Differentiation is essential to ensure that a programme meets individual 
needs.  Some of the pupils in St. Louis have complex needs and therefore 
our programmes must have a strong focus on self-awareness and making 
choices, with regular opportunities for experiences involving the world of 
work and enterprise 
 
The Careers Advisor is available to attend transition meetings with SENCO 
to help with option choices for those pupils on a statement 
 
Information on the Work Experience of statemented pupils is also given to 
NEELB Transition Officers. 
 
The Careers Department adheres to the schools Special Needs Policy. 
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LITERACY POLICY 

 
Literacy Departmental Policy 
 
Introduction 

At St. Louis we are committed to ensuring that every student achieves his or 
her full potential.  Literacy is central to learning and therefore central to 
achievement. Literacy underpins the school curriculum by developing 
students’ abilities to speak, listen, read and write for a wide range of purposes, 
using language to learn and communicate, to think, explore and organise.  
Helping students to express themselves clearly orally and in writing enhances 
and enriches learning and teaching in all subjects.  All departments and all 
teachers have a crucial role to play in supporting students’ literacy 
development. Competency in English will be assessed through the cross 
curricular skill of Communication. 
 
Objectives 

The CEIAG and LLW Department has an important role to play in ensuring 
that all students are effective communicators who have developed a 
confidence in literacy which will allow them to achieve in all areas of the 
curriculum and also to meet the demands of further education, employment 
and adult life. 
 
Links with other policies 
The Literacy policy is supported by the following school policies: Learning and 
Teaching, Curriculum, Monitoring and Evaluating, SEN, Gifted and Talented, 
Inclusion, Health and Safety and Equal Opportunities. 
 
Management 

The Senior Leadership Team is responsible for leading and giving a high 
profile to Literacy; providing opportunities for staff development on Literacy; 
and monitoring departments’ implementation of the Literacy Policy. The 
Literacy co-ordinator is responsible for supporting departments in the 
implementation of the school’s Literacy Policy and of Literacy strategies. The 
Head of the CEAIG and LLW Department will ensure that subject-specific 
Literacy/Communication is clearly identified in schemes of work; and monitor 
the work of the department with regard to whole-school and departmental 
Literacy/Communication strategies and tasks.  
 
Staffing 
 
All staff within the CEIAG and LLW Department are expected to contribute to 
the Literacy programme. This ranges from using teaching strategies to 
improve the literacy skills of pupils; helping to identify and monitor pupils with 
literacy pupils. 
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Delivery 
 
The CEIAG and LLW Department will endeavour to provide pupils with 
opportunities to develop their literacy skills.  
 
 
Talking and Listening 
 Highlighted in our Schemes of Work and on Curriculum Mapping are the 
following strategies: 
 
Activities that allow students to: 

- Listen to others and respond appropriately. 
- Listen for a specific purpose. 

- Communicate, explain and justify ideas, opinions and information. 
- Use oral work as a precursor to written work. 
- Participate in paired and group work: particularly Think, Pair and 

Share activities. 

- Use role play. 
  
 
Reading 
Highlighted in our Schemes of Work and on Curriculum Mapping are the 
following strategies: 
 

Activities that allow students to: 
- Read to explore meaning and to develop understanding. 

- Develop their ability to use information texts to locate, extract and use 
relevant information. 

 
Writing 
Highlighted in our Schemes of Work and on Curriculum Mapping are the 
following strategies: 
 
Activities that allow students to: 

- Write for a range of purposes and audiences. 

- Make notes in a variety of formats e.g. thought shower and bullet 
points. 

- Complete writing tasks which have a clear purpose and audience. 
- Ask for frameworks and differentiation if required.  

- Write in a particular form e.g. reports, argumentative writing.  
- Address the keywords on the literacy board. 
- Address subject specific vocabulary and spelling, using spelling 

strategies.  

- Use VCOP. 
 
 
Environment and Resources 
 
Teachers within the CEIAG and LLW Department will use a range of literacy 
strategies in the classroom (resources can be accessed in the Literacy folder 
in Staff Documents). Classroom displays will include subject specific key 
words/ VCOP etc. Teachers will make use of the KS3 dictionary, where 
appropriate, to support pupils’ learning. The CEIAG and LLW Department 
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will also make use of the school library, where relevant, to supply pupils with 
reading material to support/ extend their knowledge of a certain topic.  
 
Staff Development 

 
The CEIAG and LLW Department is committed to staff development. Good 
practice will be shared within the department regarding the use of literacy 
strategies. Staff will also be supported when they undertake training in the 
assessment. 
 
Monitoring, Review and Evaluation 
 

Progression and continuity of whole school literacy work will be monitored by 
teachers within the CEIAG and LLW Department. Evidence used to monitor 
and evaluate will include schemes of work, lesson plans, CM Tasks, book 
scoops, use of the literacy marking code, literacy displays. Any changes 
required as a result of evaluation will inform departmental planning and will be 
evidenced in schemes of work. The full monitoring and evaluation policy is 
available separate to this document.  
 
Inclusion 

 
At St Louis we recognise a child’s right to a broad, balanced, relevant and 
challenging curriculum which is appropriate to their individual abilities, talents 
and personal qualities. Each child is valued as an individual and the school 
believes that every pupil has an entitlement to receive the very best education 
possible; improving pupils’ literacy is a key component of this. 

 
It is important that this inclusion is not seen solely as being just for the 
benefit of those children with Special Educational Needs and physical 
disabilities; it also reflects the provision that we make for girls and 
boys, minority ethnic and faith groups, travellers’ children, asylum 
seekers and refugees, EAL pupils, gifted and talented pupils, ‘looked 
after’ children, disaffected pupils, sick children, young carers and 
children from families under stress. 
 
St Louis Grammar School is committed to inclusion and its importance in 
helping children to develop relationships and prepare them for adult life in 
the community. This is reflected in: 

  The ethos of the school 

  The school’s systems and structures 

  A broad and balanced curriculum for all pupils 

  Systems for early identification of barriers to learning eg. the literacy 
referral form. 

  High expectations and suitable targets for all pupils 

  Appropriate modifications to the buildings and grounds 

  The deployment of support staff 

  The professional development of both the teaching and support 
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NUMERACY POLICY 

 
Numeracy Departmental Policy 
 
Introduction 
 

At St. Louis we are committed to ensuring that every student achieves his or 
her full potential. Numeracy is central to learning and therefore central to 
achievement. Pupils arrive at St Louis with very different mathematical 
experiences, capabilities and skills. It is important, therefore, that we build 
upon the child’s experience in order to develop and improve their 
capabilities. All departments and all teachers have a crucial role to play in 
supporting students’ numeracy development. It is essential that all teachers 
highlight mathematics as it occurs within their subject and promote a positive 
approach to the handling of such issues. The full numeracy policy and where 
Careers and LLW cover numeracy within lessons and in schemes of work is 
available separately from this document.  
 
 
Objectives 

We in the CEIAG and LLW Department acknowledge that the need for 
numeracy skills in the work place are greater than ever and that everyone 
needs to be numerate to maximise their life opportunities and to make a 
positive contribution to society.  We recognise that numeracy is a life skill 
and that being numerate goes beyond simply ‘doing sums’. We believe that 
our department has an important role to play in ensuring that all students are 
numerate and that they will develop the confidence and competence to use 
numbers and think mathematically in everyday life. 
 
Links with other policies 

The Numeracy policy is supported by the following school policies: Learning 
and Teaching, Curriculum, Monitoring and Evaluating, SEN, Gifted and 
Talented, Health and Safety and Equal Opportunities. 
 
Management 
The Senior Leadership Team is responsible for leading and giving a high 
profile to Numeracy, providing opportunities for staff development on 
Numeracy, and monitoring departments’ implementation of the Numeracy 
Policy. The Numeracy co-ordinator is responsible for supporting departments 
in the implementation of the school’s Numeracy Policy and of Numeracy 
strategies. 
The Head of the CEIAG and LLW Department will ensure that topic -specific 
Numeracy is clearly identified in schemes of work and monitor the work of 
the department with regard to whole-school and departmental Numeracy 
strategies and tasks. They will provide information to the Mathematics 
Department on the stage at which specific numeracy skills will be required 
for particular year groups. The Head of Department will also attend training, 
where appropriate, on creating and assessing Understanding Mathematics 
tasks, as well as participate in internal standardisation and collate 
departmental evidence of these tasks. 
Teachers in the department will ensure that they are familiar with correct 
mathematical language and notation and encourage students to use these 



St. Louis Grammar School, Ballymena 

 

correctly. They will be aware of appropriate expectations and difficulties that 
students may experience in different year groups with numeracy skills. 
 
Staffing 

 
All staff within the CEIAG and LLW Department are expected to deliver the 
Numeracy topics within the various schemes of work efficiently. This may 
require using teaching strategies to improve various numeracy skills when 
difficulties arise. There may be a need in certain cases to identify pupils with 
specific numeracy problems through the completion of the Numeracy 
concern form and to liaise with the Numeracy coordinator.  It will also be 
important to contribute to the assessment of and report on Understanding 
Mathematics (where relevant). 
 
Delivery 
The CEIAG and LLW Department will endeavour to provide pupils with 
opportunities to develop their numeracy skills. 
 
PLEASE SEE THE FULL LIST OF NUMERACY RELATED TASKS ON 
CURRICULUM MAPPING: 
 

Year 8 Personal 
Development (revised)  

Using 
Mathematics 

Lesson 4: Health matters- Venn 
Diagram Lesson 1: Managing 
Change- Line graph 

 

Year 8 
Education for 
Employability 

Using 
Mathematics 

Using Mathematics is a skill that is looked at 
in the first lesson- one that employers value. 
Pupils have to work and calculate 
percentages in their peer assessments. 
Pupils are asked to complete a sodoku puzzle 
as part of the "keep going" lesson. Pupils look 
at statistics and have to interpret them when 
looking at employment in the NHS and public 
sector. Pupils look at statistics and have to 
interpret them when looking at LMI for the 
Agri-food sector and the Media sector. 
 

Year 9 Personal 
Development 
(Revised) 

Using 
Mathematics 

Lesson 4: Creation of graph. Lesson 5: Venn 
Diagram Lesson 6: Peer assessment Lesson 
8: Interpretation of Divorce graph. 

 
 

Year 10 Local and Global 
Citizenship 

Using 
Mathematics 

Lesson 4: Numeracy 
task. 

 

Year 10 
Employability 

Using 
Mathematics 

Lesson 3: The New Employment Sector Lesson 
4: Keeping up with the Trends For both of the 
above lessons, pupils have to analyis and 
interpret graphs. They are also asked to create 
their own pie chart as part of lesson 3. They are 
asked to work out averages for lesson 4.  

 

http://planner.wholeschool.ie/stlouisballymena/Planning/Subject/Plans/View/80fadce0-6bc2-4694-8b30-fc0c6197212a
http://planner.wholeschool.ie/stlouisballymena/Planning/Subject/Plans/View/80fadce0-6bc2-4694-8b30-fc0c6197212a
http://planner.wholeschool.ie/stlouisballymena/Planning/Subject/Plans/View/b9e357ec-616a-4930-b068-8c3d55ff4324
http://planner.wholeschool.ie/stlouisballymena/Planning/Subject/Plans/View/b9e357ec-616a-4930-b068-8c3d55ff4324
http://planner.wholeschool.ie/stlouisballymena/Planning/Subject/Plans/View/b9e357ec-616a-4930-b068-8c3d55ff4324
http://planner.wholeschool.ie/stlouisballymena/Planning/Subject/Plans/View/8dce3d2e-7773-4d64-8c8d-9f09f0248bab
http://planner.wholeschool.ie/stlouisballymena/Planning/Subject/Plans/View/8dce3d2e-7773-4d64-8c8d-9f09f0248bab
http://planner.wholeschool.ie/stlouisballymena/Planning/Subject/Plans/View/8dce3d2e-7773-4d64-8c8d-9f09f0248bab
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Personal 
Development 
(Yr 12) 

Using 
Mathematics 

Young Parents: Pupils are asked to calculate 
the expense of a new born baby. Discerning 
Customers: Pupils learn key terminology 
relating to financial capability- for example 
APR. Budgeting: Pupils are asked to calculate 
a personal budget. They are also given a 
mental maths activity to carry out. Consumer 
Choices: Pupils are asked to calculate 
depreciation as part of "new vs second hand". 
Buy versus Rent: Pupils are asked to use a 
mortgage calculator and compare mortgage 
calculations with rental payments. Debt: Pupils 
look at interest and how people can get 
themselves in and out of debt. Pupils look at 
the concept of interest. 
 

Education for 
Employability 
(Yr 12) 

Using 
Mathematics 

Inner City Renewal: Money invested in 
Laganside. Social Awareness of Businesses: 
Climate change and the affect on insurance 
premiums. Self employment: Financing a 
business. Assessment: Looking at price and 
calculating percentage of promotions  

 

Education for 
Employability 
(Yr 12) 

Using 
Mathematics 

Inner City Renewal: Money invested in 
Laganside. Social Awareness of Businesses: 
Climate change and the affect on insurance 
premiums. Self employment: Financing a 
business. Assessment: Looking at price and 
calculating percentage of promotions 
 

 

Personal 
Development 
(Yr 12) 

Using 
Mathematics 

Young Parents: Pupils are asked to calculate 
the expense of a new born baby. Discerning 
Customers: Pupils learn key terminology 
relating to financial capability- for example 
APR. Budgeting: Pupils are asked to calculate 
a personal budget. They are also given a 
mental maths activity to carry out. Consumer 
Choices: Pupils are asked to calculate 
depreciation as part of "new vs second hand". 
Buy versus Rent: Pupils are asked to use a 
mortgage calculator and compare mortgage 
calculations with rental payments. Debt: Pupils 
look at interest and how people can get 
themselves in and out of debt. Pupils look at 
the concept of interest.  

Where there is a whole school agreed approach, the CEIAG and LLW 
Department will endeavour to conform to this. 
 
Environment and Resources 

 
Teachers within the CEIAG LLW Department will use a range of numeracy 
strategies in the classroom. Classroom displays will include subject specific 

http://planner.wholeschool.ie/stlouisballymena/Planning/Subject/Plans/View/2b203dfb-9b59-4f98-9a97-dc2549269d09
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http://planner.wholeschool.ie/stlouisballymena/Planning/Subject/Plans/View/acbfe88d-340f-46c9-b785-356189caa7dd
http://planner.wholeschool.ie/stlouisballymena/Planning/Subject/Plans/View/acbfe88d-340f-46c9-b785-356189caa7dd
http://planner.wholeschool.ie/stlouisballymena/Planning/Subject/Plans/View/acbfe88d-340f-46c9-b785-356189caa7dd
http://planner.wholeschool.ie/stlouisballymena/Planning/Subject/Plans/View/acbfe88d-340f-46c9-b785-356189caa7dd
http://planner.wholeschool.ie/stlouisballymena/Planning/Subject/Plans/View/acbfe88d-340f-46c9-b785-356189caa7dd
http://planner.wholeschool.ie/stlouisballymena/Planning/Subject/Plans/View/2b203dfb-9b59-4f98-9a97-dc2549269d09
http://planner.wholeschool.ie/stlouisballymena/Planning/Subject/Plans/View/2b203dfb-9b59-4f98-9a97-dc2549269d09
http://planner.wholeschool.ie/stlouisballymena/Planning/Subject/Plans/View/2b203dfb-9b59-4f98-9a97-dc2549269d09
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key words. The CEIAG LLW Department will make best use of all available 
ICT resources to include computer room, Surface RT’s etc. to support pupils’ 
learning.  
 
Staff Development 
 
The CEIAG and LLW Department is committed to staff development. Good 
practice will be shared within the department regarding the use of numeracy 
strategies. Staff will also be supported when they undertake training in the 
assessment, recording and reporting on Understanding Mathematics (where 
relevant). 
 
Monitoring, Review and Evaluation 
 

Progression and continuity of whole school numeracy work will be monitored 
by teachers within the CEIAG and LLW Department. Evidence used to monitor 
and evaluate will include schemes of work, lesson plans, CM Tasks, book 
scoops, numeracy tasks (where relevant), and displays. Any changes required 
as a result of evaluation will inform departmental planning and will be 
evidenced in schemes of work. 
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ICT POLICY 

 
ICT Departmental Policy 
 
Introduction 
 

At St. Louis we are committed to ensuring that every student achieves his or 
her full potential. ICT is central to learning and therefore central to 
achievement. Young people will use Information and Communications 
Technology skills throughout their lives – in commerce and industry, in 
science and research, in entertainment and leisure pursuits – and it’s a 
rapidly changing spectrum. 
In school, ICT forms a vital part of every pupil’s developing knowledge, 
understanding and experience. Pupils need a broad range of experiences 
that reflect real – world uses of technology. Therefore, they need support to 
acquire and develop the skills necessary to become informed and 
responsible users of ICT. 
Is it the belief of St Louis Grammar School, that every pupil should have the 
opportunity to benefit from and develop their individual ICT skills and 
competence during their time at school. 
The CEIAG and LLW department is committed to delivering ICT as part of a 
broad and balanced curriculum.  
 
Objectives 

The CEIAG and LLW department facilitates the delivery of ICT and 
understands that using ICT provides powerful tools and contexts to support 
meaningful learning. Pupils should be encouraged to research, handle and 
communicate information using ICT to engage in purposeful tasks. They 
should be encouraged to present and exchange ideas using various ICT 
media and show an awareness of audience and purpose.  
 
Implementation 

Staff within the CEIAG and LLW department will ensure they are familiar with 
the ICT Policy. Each department member is expected to contribute to the 
delivery of ICT within the department. Mrs McAllister (HoD) should take 
responsibility for the annual review of ICT within their department and 
communicating with the ICT Coordinator with reference to ICT assessment, 
reporting and monitoring. 
 
Management 

The Senior Leadership Team is responsible for ensuring the delivery of ICT 
at a whole school level. They should regularly consider the school’s ICT 
provision in order to allow the effective use of ICT across all departments. 
The ICT Coordinator is responsible for liaising with departments to ensure 
the ICT Policy is implemented and staff are trained appropriately. M 
McAllister (HoD) should ensure that ICT strategies are put in place in 
Schemes of Work. Department staff will attend training where appropriate 
with reference to ICT assessment, reporting and UICT tasks, where 
appropriate.  
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Delivery 

The CEIAG and LLW department will endeavour to deliver lessons using 
various ICT strategies. Teachers within the department will encourage 
students to access the school VLE. The following points should be 
considered when incorporating ICT in Schemes of Work at KS3. Across the 
curriculum, at a level appropriate to their ability, pupils should be enabled to 
develop skills to: 
Explore 
Pupils should be enabled to: 

 access and manage data and information;  

 research, select, process and interpret information;  

 investigate, make predictions and solve problems through interaction 

with electronic tools;  

 understand how to keep safe and display acceptable online 

behaviour.  

Express 
Pupils should be enabled to: 

 create, develop, present and publish ideas and information using a 

range of digital media;  

 manipulate information and multimedia products using a range of 

assets.  

Exchange 
Pupils should be enabled to: 

 communicate using a range of contemporary methods and tools;  

 share, collaborate, exchange and develop ideas digitally.  

Evaluate 
Pupils should be enabled to: 

 talk about, review and make improvements to work, reflecting on the 

process and outcome;  

 consider the sources and resources used;  

Exhibit 
Pupils should be enabled to: 

 manage and present their stored work;  

 showcase their learning across the curriculum 

Environment & resources 
The CEIAG and LLW department will avail of a range of ICT provision made 
available to them. Hardware such as ICT Suites, RT Surfaces, Ipads, IMacs 
and any other technology appropriate to the subject area can be used. 
Software packages such as Microsoft Office, Garageband, Solidworks, 
Logic, or any alternative software suited to this particular subject area. The 
CEIAG and LLW department will make use of the school VLE or an 
alternative virtual learning platform, such as My Maths. 
 
Inclusion 
The Board of Governors and Staff of St Louis Grammar School believe that 
every pupil has the right to reach his or her full potential. Each child is valued 
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as an individual and the school believes that every pupil has an entitlement 
to receive the very best education possible. Within St Louis educational 
experiences are provided which develop pupils’ achievements and recognise 
their individuality. The CEIAG and LLW department recognise a child’s right 
to a broad, balanced, relevant and challenging curriculum which is 
appropriate to their individual abilities, talents and personal qualities. 
Diversity is valued as a rich resource which supports the learning of all. Each 
child will be offered all the opportunities that the school has to offer, 
academically socially, and, where necessary additional support will be 
provided. 
 
It is important that this inclusion is not seen solely as being just for the 
benefit of those children with Special Educational Needs and physical 
disabilities; it also reflects the provision that we make for girls and 
boys, minority ethnic and faith groups, travellers’ children, asylum 
seekers and refugees, EAL pupils, gifted and talented pupils, ‘looked 
after’ children, disaffected pupils, sick children, young carers and 
children from families under stress. 

 
St Louis Grammar School is committed to inclusion and its importance in 
helping children to develop relationships and prepare them for adult life in 
the community. This is reflected in: 

o The ethos of the school 
o The school’s systems and structures 
o A broad and balanced curriculum for all pupils 
o Systems for early identification of barriers to learning 
o High expectations and suitable targets for all pupils 
o Appropriate modifications to the buildings and grounds 
o The deployment of support staff 
o The professional development of both the teaching and support 

The contents of this policy is further evidence of our commitment to see 
pupils remove barriers to learning and reach their true potential. 
 
Staff Development 

The CEIAG and LLW department will endeavour to share best practice 
within the department. M McAllister (HoD) will ensure dissemination of 
information regarding any ICT training or relevant CPD to the department 
members. The ICT coordinator will support staff in the assessment, 
recording and reporting of ICT, where appropriate. 
 
 
Monitoring, Review & Evaluation 

M McAllister (HoD) will be responsible for monitoring ICT within the 
Schemes of Work. ICT should be present in CM Tasks where appropriate. 
UICT tasks will be used where relevant. The CEIAG and LLW department 
will report on ICT when requested.  
 
 
 
 
 
 
 



St. Louis Grammar School, Ballymena 

 

 
 
 

THINKING SKILLS and PERSONAL CAPABILITIES POLICY 

 
To be employable you need to develop a range of employability skills.  
Employability skills include both the necessary skills and capabilities and key 
attributes and dispositions.  The skills and capabilities necessary for 
sustained employment include communication, ICT, using maths and 
thinking skills and capabilities to include managing information, being 
creative, self-management, working with others, thinking and problem 
solving and decision making.  The key aptitudes and dispositions include 
personal responsibility, curiosity, concern for others, community spirit, self-
belief, flexibility, tolerance, commitment, open to new ideas, respect and 
integrity. 
 
Careers can make a positive and relevant contribution to the development of 
employability skills.  Careers can help learners develop their employability 
skills by enabling them to make connections across a range of contexts eg 
between different subjects of the curriculum, between experiences at school 
and college, or in the community and at work 
 
Examples of Employability Skills 
 
Communication aims to develop the ability to apply skills of oral, written and 
reading communication in ways that are effective and appropriate to purpose 
and context  eg 

 Self-Awareness and Development 
Contribute to discussions about how they have managed transitions 

 Career Exploration 
Select and read relevant materials, and summarise information on career 
opportunities 
 
Numeracy aims to develop the ability to interpret and present numerical and 
graphical information and carry out calculations to meet the purpose of an 
activity eg 

 Career Exploration 
Interpret numerical data on labour market patterns, presented in charts or 
graphs 
ICT aims to develop the ability to use IT resources to find, explore, develop 
and present information to meet a purpose 

 Career Exploration 
Carry out effective searches and explore information on the internet etc to 
help them think about career options 
 
Problem Solving aims to develop the ability to tackle problems 
systematically, for the purpose of working towards their solution and learning 
from this process e.g. 

 Career Management 
In considering a transition, identify suitable ways of improving their chances, 
plan and think through options, changing their plan when needed, and being 
able to explain their approach 
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Working with Others aims to develop the ability to organise and carry out 
tasks, with minimum supervision, and work cooperatively with others to meet 
individual responsibilities and achieve shared objectives eg 

 Career management 
Work cooperatively with others, organising own tasks to meet their 
responsibilities, exchange information on progress and agree ways of 
improving work with others to help achieve their shared objectives 
 
Self-Management  e.g. 

 Self-Awareness and Development 
Review progress to identify what they have learned about themselves from 
making a transition from KS3 to KS4 or KS4 to KS5 

 Career Management 
Provide accurate information to help set targets that reflect their needs and 
priorities, take responsibility for their own learning by using a career plan and 
seeking support from others to help meet targets, review progress. 
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HEALTH & SAFETY POLICY 

 
Health and Safety legislation affects every single worker and pupil in every 
school – all users of school premises are covered by the Health and Safety 
at Work (NI) Orders 1978 
 
All Careers staff should familiarize themselves with the schools Health and 
Safety policy 
 
It is essential that all accidents are reported and investigated so that hazards 
may be eliminated in future. 
 
All Careers teachers should follow the schools First Aid Procedures. 
 
All Careers teachers are responsible for the upkeep of their teaching 
environment to ensure pupils can learn safely 
 
Pupils who are going out on Work Experience undergo an extensive range of 
lessons on Health and Safety before placements. 
 
In addition the Careers Department adheres to the schools Health and 
Safety Policy and the schools policy on Educational Visits. 
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CHILD PROTECTION POLICY 

 
In addition to adhering to the schools Child Protection Policy there are a 
number of guidelines concerning the Careers Department. 
 
MOCK INTERVIEWS 
When employers are asked to conduct mock interviews in the school setting 
it is advisable that they request another adult to be present, either a member 
of staff of the school or another employee 
 
VISITING SPEAKERS 
Employers who are working with young people in the school setting, for 
example, giving a Careers talk or acting as a facilitator on a project, should 
insist that a member of the teaching staff is present at all times 
 
WORK EXPERIENCE 
There are two documents available to employers taking part in our Work 
Experience programme 
 

The Promotion of Safety and Welfare of Young People 
(from NEELB) 

 
The education system in NI needs to place major emphasis on the world of 
work and on skills that increase the employability of students and prepare 
them for the transition to work 
Strategy 2010 
 
Employers, from the sole trader to the multi-national organisation have, over 
the years been a crucial resource for schools.  Students of all ages gain from 
positive interaction with personnel from the world of business.  The following 
points of guidance for employers when working with young people either in 
the workplace or in the school setting will serve only to confirm what has 
always been the common good practice with employers exercising their 
professional judgements in all circumstances 
 

1. It is appropriate where possible to conduct interviews and meeting in 
a room with visual access, or with the door open 

2. It is useful to let another adult know that the interview or meeting is 
taking place.  It may be necessary to use a sign indicating that the 
room is in use, but is not advisable to use signs prohibiting entry to 
the room 

3. When possible another member of staff, preferably of the same 
gender as the young person, could be present or nearby during the 
interview or meeting 

4. It is advisable that a female member of staff is nominated to act as a 
contact person/mentor for young females while they are on placement 

5. Employers who have to administer first aid to a pupil should ensure 
wherever possible that this is done in the presence of another adult.  
However, no member of staff should hesitate to provide first aid in an 
emergency simply because another person is not present 

6. Any physical contact which would be likely to be misinterpreted by a 
young person, parent or other casual observer should be avoided 
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7. Employers are advised, to adopt a similar practice to that of school 
staff, when travelling with young people i.e. two adults are present, 
with the adult, other than the driver, being the last person to remain in 
the car or bus.  This may be applicable in many work experience 
situations where the young person has to be taken to a job or left 
home in the evenings 

8. Following any incident where an employee feels that his/her actions 
have been, or may have been misconstrued, a written report of the 
incident should be submitted immediately to his/her line manager.  
The line manager should contact the school Principal 

9. All personnel, when they are interacting with young people in the 
workplace should ensure that their relationships with the pupils are 
appropriate to the age, maturity and sex of the pupils, taking care that 
their conduct does not give rise to comment or speculation.  Attitudes, 
demeanour and language all require care and thought, particularly 
when dealing with adolescent boys and girls 

 
 

Child Protection for Work Experience Providers 
(from CHARTER Work Experience Programme) 

 
For adults working with young people, particularly those still of compulsory 
school age, it is important to be aware of potentially difficult situations.  By 
following the simple guidance outlined below it should be possible to ensure 
that the placement is a secure and productive environment for both the 
provider and the student 
 
TOUCH 
There may be occasions when you need to touch a young person eg when 
you are guiding them in carrying out a technical operation.  These should be 
kept to a minimum.  Always discuss this beforehand, explaining what you are 
going to do and why 
 
BEHAVIOUR 
Whilst it is important to reassure a young person who may be nervous in a 
new placement and reliant on your guidance, you should avoid being over-
familiar.  Never permit “horseplay” which may cause embarrassment of fear, 
or suggestions of a sexual nature 
 
ENVIRONMENT 
Where possible avoid being on your own in an isolated or closed 
environment with a young person.  If unavoidable ensure others know where 
you are and why. 
 
TRAVEL 
Ensure that there is a known destination and check-in times with a third part 
in situations where a young person will be travelling alone with an adult 
during the placement.  It is a good idea to make available a mobile phone in 
such situations 
 
CONTACT PERSON 
Those placed directly in charge of young people should be competent in 
their work-role, mature in their attitudes and yet, at the same time, be at 
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ease with them.  Mentors should have clear guidance asa to their 
responsibilities and boundaries 
 
DISCLOSURE 
Occasionally young people may disclose confidential information to a work 
colleague that gives rise to concern for their environment and safety.  In 
such situations you should speak to your line manager and share your 
concern with the school 
 
 
DISQUALIFICATION 
In order to best protect pupils, all employees whose role will involve their 
being responsible for, or having unsupervised contact with young people, 
must declare whether they have ever been disqualified from working with 
children 
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STAFF DEVELOPMENT POLICY 

 
Staff development is the process of staff learning which aims to increase the 
effectiveness of all staff as individuals and as team members.  It enables 
staff to contribute to the school’s overall vision and goals and to fulfil its 
mission statement.  The process should ensure mutual benefit for staff and 
pupils. 
 
The staff development process will:- 

 Contribute to improving and developing the overall effectiveness of 
the school, raising pupil achievement and meeting the needs of 
pupils, parents and the wider community 

 Ensure job satisfaction, personal achievement, individual and team 
effort, therefore providing for personal advancement within the school 
or outside it 

 Improve and develop teaching, management and other job related 
skills in the context of changing educational needs 

 Build co-operation between staff of all departments of the school 

 Ensure that all staff are valued and recognised as the School’s most 
important asset. 

 
The Head of Careers has a responsibility to secure appropriate development 
for her team members.  She will keep a record of all staff development within 
the department. 
 
Staff development is provided through a range of activities including internal 
and external courses.  Staffs are encouraged to share expertise in order to 
develop others and also to enhance their own skills.  If one member of staff 
attends a course it would be expected that the knowledge and skills gained 
would be passed on to appropriate colleagues. 
 
Beginning/EPD Teachers 

 Beginning teachers will be given access to an Induction Programme, 
under the leadership of Mr G Whiteford (teacher tutor).  This will 
commence on appointment and continue until the successful 
completion of EPD.  This will include:- 

 Regular meetings with the teacher tutor to discuss key issues such as 
school policies, classroom management, differentiation, assessment, 
recording and reporting, effective and appropriate communication with 
pupils, students, colleagues and staff 

 Encouraging the teacher to reflect critically on their teaching and on 
the quality of the pupils’ learning 

 Supporting the teacher to identify their professional development 
needs in the school and ensuring that these are addressed effectively 

 Opportunities to observe good practice 

 Support and guidance from other staff 

 Assisting the teacher to select an appropriate focus for folios, drawing 
together all sources of evidence and completing reflective statements 

 Supporting attendance at relevant INSET courses 
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Current initiatives 
 
BLT Careers Sub-group currently working together on:- 
 
STEM Education 
Collaborative courses 
Quality Indicators 
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CAREERS GUIDANCE  PROVISION 

 
We aim to use the guidance interviews with the schools Careers Officers 
Brenda Breen/Claire Hutton to help pupils develop, modify and update 
their Personal Career Plan and in doing so prepare them for the transition 
between education, training and the world of work.  Anne Kearney works 
two days a week predominately with sixth form.  
 
Parental support and active co-operation is greatly valued within Careers.  
We wish to include as many parents as possible in the formal careers 
guidance offered.  Parents are invited to attend their child’s guidance 
interview, but the uptake on this is very limited.  Information is sent home 
extending an invitation to make an appointment at the Job Centre and 
some uptake takes place especially after Easter of Year 12. 
 
A close working relationship is maintained with the Careers Advisors form 
the Careers Service in Ballymena and Anne Kearney. At the beginning of 
the year a Service Level Agreement is drawn up between the Careers 
Service and the school, which is reviewed at regular intervals and 
provides opportunities for future planning and improvement of the system  

 
DEL’s Careers Service is an impartial provider of Careers Information, 
Advice and Guidance services to young people (14-19-year olds).  It aims to 
bring a number of things to a school’s careers education programme:- 

 Professional guidance skills 

 Impartiality 

 Labour market intelligence 

 A post-16 relationship 
 
Information means the provision of information on learning and work, 
including appropriate labour market information in an accessible format, 
without any discussion about the relative merits of the options through: 

 Printed materials such as leaflets 

 Audio-visual materials such as videos 

 Computer software sor via the Internet 

 Verbal information to the student on a face-to-face basis or through 
local or national help-line services such as “learn direct” 

 
 
 
The provision of advice requires more interaction with the client, usually on a 
one-to-one basis.  It may require explanation of some of the information 
provided, how to access and use information, and a recognition of when 
more in-depth services may be required by the user.  Core advice services 
should include the following, as appropriate to the individual: 

 Interpreting any information and taking into account personal 
circumstances 

 An individualised service tailored to users’ needs 

 Personalised information including possible referral to in-depth 
services 

 Helping users to use decision-making tools 
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The provision of guidance has two goals.  Firstly to help clients make 
realistic decisions and secondly to help clients become aware of the 
decision-making process – helping the client not only to have a good career 
plan, but also to become a good career planner.  Guidance will include all 
the elements of information and advice and will include, in addition: 

 Helping students to identify complex and multiple needs 

 Exploring a range of options 

 Relating information to client’s needs and circumstances 

 Assessing skills, abilities, interests and values 

 Helping clients make decisions about their career and progression 

 Providing psychometric and other forms of assessment 

 Making appropriate referrals to other specialists 
 
These services are provided to young people in school and beyond, and also 
to those students who are disengaged e.g. on an EOTAS programme.  The 
work of the Careers Advisor in schools is outlined in a Service Level 
Agreement, signed, as appropriate, by the school principal, Head of Careers 
and Careers Service Manager.  Each school will highlight different areas of 
need which will be reflected in the SLA. 
 
Careers Service website – www.careerssedrviceni.com 
 
Guidance interviews also take place internally with 10’s, 13’s and 14’s. 
 

 

PARENTAL INVOLVEMENT IN CAREERS 

 
Parental input is valued and made very welcome within the Careers 
Department.  Parents are actively encouraged to become involved in their 
child’s career plans. 
 
The Head of Careers and the schools Careers Officers will be present at 
Year 10, 12, 13 and 14 Parents Evenings and Information Evenings. This is 
to update parents on pertinent information which will be of use to them and 
their child in the transition period which is ahead of them 
 
Parents are encouraged to take part in their child’s career plans.  They are 
informed about arrangement for the Work Experience Programme in Year 13 
and encouraged to talk over the value and importance of the placement with 
their child.  They are invited to attend the Careers Fair attended by Year 12 
students run jointly by Ballymena and Antrim BEP’s.  They are kept up to 
date with vital dates for Year 12s eg NRC Open Day dates, 6th Form Open 
Nights, University Open Nights and have the opportunity to attend and 
participate in their child’s interview with Brenda/Claire in Year 12. Parents 
are also invited to take part in the year 10 internal interviews which take 
place in February. 
 
Parents participate frequently in the year 14 mock interview evening.  

 
 
 
 

http://www.careerssedrviceni.com/
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TARGET SETTING 

 
The Careers Department is rather unique in school as it has no examinations 
to use as a measurement of success. 
 
The information provided by the YELLIS system is a little vague.  Many 
terms used would be unfamiliar to our pupils at the stage when the survey 
was carried out eg vocational, A levels, training, professional, non-manual 
 
Other measures of success may be:- 

 The uptake of Careers advice on Parent Evenings eg November – 
Year 12, March – Year 10 Options Night 

 Phone calls from parents seeking information 

 Leaver’s destination statistics 

 Collaboration with Careers Service  

 Pupil, parent and staff evaluations. 
 

 

 

 
GIFTED AND TALENTED POLICY 

 
Introduction  
 
St. Louis recognises that all students are unique individuals at varying stages 
of readiness and ability and that each student has their own individual potential 
across a wide range of human endeavour.  When educational provision is the 
same for all students, it is inevitable that the learning needs of certain students 
will not be met, and that some students will be hindered in achieving their full 
potential.  While provision may vary, and qualitative differentiation may occur, 
the aim of equal access remains an over-riding one.  Part of our role as 
teachers is to look for hidden talents amongst our students and to seek ways 
of maximising general access to high individual achievement by building on 
identified strengths which can be shared across groups of students. 
 
The Careers and LLW department is committed to meeting the needs of all 
gifted and talented students in St Louis.   
 
 
Policy Implementation and Review  
 

All teachers within the Careers and LLW department will ensure that they are 
familiar with the Gifted and Talented policy.   The Careers and LLW 
department will review this policy annually in consultation with department 
members, the senior leadership team, the Board of Governors and external 
partners.     
 
Links with other policies  
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The Gifted and Talented policy is supported by the school’s policies for 
learning and teaching, curriculum, equal opportunities, health and safety, 
CEIAG and SEN.  
 
Objectives  
 

Providing for gifted and talented students in the Careers and LLW department 
is a question of equity - as with all other students, they have a right to an 
education that is suited to their particular needs and abilities. They need to be 
presented with work that challenges, stretches and excites them on a daily 
basis, in an environment that celebrates excellence and is supportive of those 
who may, in years to come, break the boundaries of what we know and 
understand today.  
 
Management  
 

The G&T co-ordinators are responsible for managing the Gifted and Talented 
programme.  Michaella McAllister will communicate with the G&T co-
ordinators regarding identification and monitoring of G&T pupils’ progress.  
Any opportunities for G&T students should be communicated to the G&T co-
ordinators.   
 
Staffing  
 
All staff within the Careers and LLW department are expected to contribute to 
the Gifted and Talented programme through their roles as both class and form 
teachers.   
Staff within the Careers department are listed below: 

 Dr O’Rielly 

 Mrs Ruddy 

 Mrs McAllister 
 
Delivery  
 

Information will be communicated with pupils through the G&T noticeboard 
and the school website.  In addition, the Careers and LLW department will 
endeavour to allow pupils access to opportunities/activities which will address 
their needs and stretch their potential. 
 
 
Identification criteria and strategies for G&T students within the Careers 
and LLW department   
 
 
Learning for Life and Work 
 
Suggested criteria for identifying G&T students 
 

 Research independently, select relevant information, evaluate the 
range of sources used and communicate it so that it fulfils a given task. 

 

 Understand and explain that events may have many different causes 
and consequences, and the complex relationships between them.   
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 Accumulates research independently, expanding knowledge and 
understanding of the subject. 

 

 Argue and sustain a complex viewpoint orally as well as in writing. 
 

 Possesses advanced language skills which leads to good expression 
of thoughts, including the use of specific terminology and the ability to 
sustain complex arguments. 

 

 Think beyond what has been given by the teacher, able to pre-empt the 
teacher and take an argument or train of ideas further. 

 

 Work independently through a variety of media. 
 

 Shows an awareness that different peoples’ ideas and attitudes were 
often related to their circumstances and were not necessarily the same 
as those of the groups or societies to which they belong.  Therefore, 
has ability to detach themselves from the present with its assumptions 
and contexts. 
 

 
 
Strategies proposed for Learning for Life and Work  

 

 Extended writing activities 

 Research tasks 

 Opportunities to extend in class with oral work – debates trails, hot-

seating 

 Provide information on TV programmes and exhibitions of 

relevance. 

 Develop and encourage independent study skills 

 Intranet – encourage pupils to write up comments/reports for 

Intranet 

 Differentiate by task/outcome 

 Encourage display work 

 
Staff Development  
The Careers and LLW department is committed to the development of staff 
and will encourage all staff to participate and attend G&T staff training.  
 
Monitoring, Review and Evaluation  
All G&T activities will be evaluated using pupil opinions.  The results will be 

shared with the G&T co-ordinators and used to inform future planning.  
Schemes of work are evaluated and reviewed annually.  The results of 

departmental evaluations are used to inform future planning.    
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St. Louis Grammar School: Provider Access Policy  
 
Introduction  
This policy statement sets out the school’s arrangements for managing the 
access of providers to pupils at the school for the purpose of giving them 
information about the provider’s education or training offer. This complies 
with the school’s legal obligations under Section 42B of the Education Act 
1997 (England).  
 
Pupil entitlement  

All pupils in years 8-13 are entitled:  

 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;  

 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.  

Management of provider access requests  

 
Procedure  

A provider wishing to request access should contact Michaella McAllister, 
CEIAG Coordinator. 
 
Email: mmcallister439@c2kni.net 
 
Opportunities for access  

A number of events, integrated into the school careers programme, will offer 
providers an opportunity to come into school to speak to pupils and/or their 
parents/carers. A full list of events are available on request. 
Please speak to our Careers Leader to identify the most suitable opportunity 
for you.  
Premises and facilities  

The school will make the main hall, classrooms or private meeting rooms 
available for discussions between the provider and students, as appropriate 
to the activity. The school will also make available AV and other specialist 
equipment to support provider presentations. This will all be discussed and 
agreed in advance of the visit with the Careers Leader or a member of their 
team.  
Providers are welcome to leave a copy of their prospectus or other relevant 
course literature at the Careers Resource Centre, which is managed by M 
McAllister. The Resource Centre is available to all students at lunch and 
break times.  

 

 

 

 

mailto:mmcallister439@c2kni.net


St. Louis Grammar School, Ballymena 

 

 

 

 

 

 

Approval and review 

 

Approved: 27.01.2020 by Governors at the Board of Governors meeting: Term 2.  

 

Next review: Jan 2021 

 

Invested signatures: 

 

Careers Leader: __________________________________ (Michaella McAllister) 

 

Principal: _______________________________________ (Sean Rafferty) 

 

Governor in Charge of Careers: _____________________ (Vincent O’Connell) 

 

Chair of Governors: _______________________________ (John Stuart) 
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