
Sutton Grammar School 
 

3M Work Related Learning Education Policy 
 
This policy complements and should read in conjunction with 
Citizenship, SEND and equality policies.  It also reflects the whole-
school approach to teaching and Learning for Work and the 
principles of Every Child Matters.  
 
Commitment  
 
The Trust of Sutton Grammar School have a commitment to maintain 
high quality work related learning and Careers Education, 
Information, Advice & Guidance (CEIAG) provision. We will do this 
through:  
 

 Providing students with a planned programme, which will equip 
them to progress successfully through KS3, KS4, KS5 and 
after 

 Working with external bodies such as Prospects, SEBP, 
Further & Higher Educational Colleges, Sixth Forms and 
Universities, and engaging with employers 

 Involving young people and their parents/carers in activities, 
which include Year 9 and Y11 Options Evening, Year 10 Work 
Experience, Y10 and Y11 enterprise days, Year 12 & Y13 
Student Finance evenings. Parents are invited to attend 
information evenings and parents & students have the 
opportunity to meet our Careers adviser to discuss their further 
and higher education choices and apprenticeship opportunities 

 Careers opportunities are shared directly with student groups 
and individuals through monthly email bulletins, careers 
lessons, the school website, a Prospects careers adviser or as 
part of the schools Personal Development provision 

 Higher Education events for sixth form students 

 A biennial Careers fair at the school 
 
Rationale  
 
Activities should contribute to the acquisition of the skills needed for 
future career success and flexibility and in doing so will also 
contribute towards the reinforcement and the development of the 
following core skills:  
   

 Good problem solving and reasoning skills to make informed 
decisions and opinions.  

 Functional literacy skills necessary to read adverts and 
information, complete application forms, and to send letters.  

 Functional numeracy skills necessary to understand the world 
of finance with reference to bank accounts, wage slips, building 
societies and finance houses, rates and taxes.  



 Good interpersonal and communication skills to facilitate good 
interview techniques in later life.  This is achieved by 
encouraging constructive discussion, of all types, in the 
classroom and through lesson interviews and interview 
technique and mock interviews. 

 Information retrieval skills through a variety of Media and a 
range of ICT media. 

 The ability to take decisions, make choices, be adaptable and 
apply appropriate strategies in relation to opportunities 
available locally, nationally and elsewhere.  

 
Entitlement  
 
Sutton Grammar School is committed to adhering to Quality 
Standards for Work Related Learning, Enterprise and Young 
People’s Information, Advice & Guidance (IAG). 
 
Aims and objectives 
 
1. To provide Careers Education, Information, Advice & Guidance 
(CEIAG) that is impartial and confidential.  
 
2.  To reinforce and develop positive attitudes and values in the 
students and thereby enhance their personal and social 
development, e.g.  
 

 To recognise and appreciate individual values, priorities, 
strengths and weaknesses, interests and abilities in oneself 
and others.  

 To raise awareness and understanding of ethnic and cultural 
differences.  

 To appreciate the need for adequate safety precautions.  

 To develop self-awareness, self-confidence a can do attitude 
and the ability to work with others.  

 
Management structure 
 
The Deputy Head has responsibility for Work Related Learning, 
Personal Development, Citizenship, and Parental information 
evenings. 
 
The Head Teacher and Head of Careers have responsibility for 
Careers, Enterprise, and Economic Awareness 
 
Staffing 
 
WRL is delivered at Key Stage 3 by allocated Citizenship teachers 
and Form tutors. 
 
WRL is delivered at Key Stage 4 by careers teachers. 



 
WRL interviews are provided by Careers adviser. One day per week 
student Interviews, option evenings and relevant parent’s evenings. 
 
How learning will be assessed:  
 

 Through an e portfolio and Work experience debrief 
presentations 

 Quality of UCAS applications, personal statement  

 Number of apprenticeship application successes 

 CV  

 Research projects  

 Mock Interviews 

 Peer Assessment 
 
Monitoring, Review and Evaluation 
 
The Head of the Pastoral Board and the Head of WRL will meet on a 
termly basis to monitor the provision of WRL 
 
The Pastoral Board annually will review those aspects of the CEIAG 
provision that are provided through the Personal Development 
Programme. 
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Appendix 1 
 
Definitions contained in the policy 
 
Work Related Learning (WRL) is defined as: "planned activity that 
uses the context of work to develop knowledge, skills and 
understanding useful in work…” (QCA) 
 
Careers Guidance 
Careers guidance refers to services and activities intended to assist 
individuals of any age and at any point throughout their lives to make 
education, training and occupational choices and to manage their 
careers. The activities may take place on an individual or group basis 
and may be face-to-face or at a distance (including help lines and 
web-based services). They include careers information provision, 
assessment and self-assessment tools, counselling interviews, 
careers education programmes, taster programmes, work search 
programmes and transition services. 
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Careers education had been part of personal, social, health and 
economic education (PSHE) since 2007. In 2010, it was removed 
from the non-statutory guidance for PSHE when schools were given 
greater flexibility to design their own PSHE curriculum for their 
students.  

 
Appendix 2 
 
Careers Resources 
 

 Information for students and parents is on the signposting 
section and careers section of the school website. The school 
website has a careers section.  

 

 The Prospects Careers Adviser has a dedicated office for 
confidential interviews with students to take place.  

 

 The library is fully equipped with computers and a printer for 
students to use for producing their CVs, covering letters; 
applications to employers and colleges and to use visit careers 
websites.  

 

 There is a telephone for the students to use in room 59 to 
telephone prospective employers for work experience.   There 
is a wide range of up to date College & University 
prospectuses, Careers literature, DVD’s and computer 
software.   

 

 There are many display boards featuring leaflets and posters of 
WRL opportunities, courses, and College & University visits.  

 

 The Library is bright and students are able to use the area 
before and after school and at break and lunch time.  The 
Careers Co-ordinator is always on hand to guide and advise 
students.  

 
Partnerships  
 
The school has very strong links with Sutton Education Business 
Partnership (SEBP) who provide support for our WRL programme 
e.g. the Science and Engineering Challenge for Y10 students and the 
Disaster Relief Challenge for Y9 students. 
 
 The Prospects careers adviser organises the students Careers 
interviews at the school, providing Action Plans, and these remain on 
the students file in the careers interview office.    



 
Each year our students in both, Key Stage 4 & 5 attend taster days at 
various universities including Oxford and Cambridge, LSE and 
Warwick Universities. 
 
Our Careers Co-ordinator attends monthly Work related Learning 
Coordinators meeting chaired by SEBP to ensure that he is up to 
date with the latest information and to ensure that the students are 
well provided for.  
 
Careers Information  
 
Students are kept up to date with a variety of information on Work 
Experience, College Transfer, University, Career/Job opportunities, 
Apprenticeships which are displayed on Careers notice boards 
around the school and through the monthly email bulletin of careers 
opportunities. 
 
Parents are kept informed with a whole range of information through 
our signposting section of the school website, the monthly bulletin 
and parental Information evenings. 
 
Careers Interviews  
 
All students in year 11 attend a careers interview with the Careers 
Officer who is attached to the school.  The school works very closely 
with year 11 students during their options process.  An annual 
partnership agreement is negotiated between the school and 
Prospects, identifying the contributions to the programme that each 
will make.  
 
Transfer at 16+ (See Year 11 Transfer Procedure) 
 
The majority of students in year 11 transfer to the school sixth form or 
to local colleges. Details of local college open days and requirements 
are detailed on the school’s website and emailed out to the students. 
 
Careers Fairs  
 
Students are informed of all Careers events they are able to attend. 
The London Borough of Sutton has a careers fair in March and there 
is the Skills show in London on an annual basis. 
 
The schools hosts its own biennial careers fair inviting around 65 
employers and Universities to discuss opportunities with the 
students. 
 
A higher education event is held on an annual basis in July to inform 
Y12 and Y13 students of the range of opportunities. 
 



The London Borough of Sutton is planning an annual apprenticeship 
event. 
 
Work Experience  
 
The school recognises that all students are entitled to experience the 
world of work at first hand.  
 
Work Experience De-brief   
 
In order to ensure that the students gain the maximum benefit from 
their work experience the school, in careers lessons arranges for 
them to take participate in a de-briefing.  This involves students 
presenting back to each other they’re opportunities and experiences 
of the world of work. This enables students to discuss their 
experiences with each other and has proved to be an enriching 
experience for all concerned.   
 
Staff Development  
 
The Head of Careers and other staff delivering Citizenship, receive 
INSET and to keep up to date with current practice. 
 
The head of Citizenship coordinates the staff development for all 
Citizenship teachers is and regular tutor meetings and support 
materials are produced for delivery of CEIAG. 
 
The Head of Years attend area meetings, which include updates on 
careers. 
 
The Careers Co-ordinator attends WRL network meetings to ensure 
that he is up to date with the latest changes to WRL. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
 
 
 
 
 
 
 
 
 
 
 


