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Introduction

Different Approaches to CEIAG

How to use these CEIAG Standards

As a result of technological change and the rise of the
global society individuals have more choices in learning
and work; yet also face more competition to secure
a suitable opportunity and progress in their career.
Depending on an individual’s age, they may need to
make a transition from full-time learning into work, upskill to remain competitive in their chosen occupation
or sector, or re-skill as they move into new occupational
sectors.

CEIAG is not a ‘one size fits all’ approach. It can be
delivered through a range of methods including:

These Standards provide a consistent understanding of the
role of CEIAG for users, providers and contractors. They:

• Formal careers education lessons

• Express an ambition for high quality independent and

The aim of independent and impartial Careers
Education, Information, Advice and Guidance (CEIAG) is
to help an individual recognise their potential through
an holistic approach to advice and guidance. All aspects
of an individual’s circumstances should be taken into
account in formulating a plan for their future career
success. It should allow individuals to understand the
full range of possibilities open to them and develop the
skills necessary to successfully navigate a path through
their career.
An outcome of good CEIAG is individuals inspired
and motivated to make rational decisions about their
learning and work. Good CEIAG should put individuals
more in control of their future, so that they are able and
willing to respond to changing labour market demands;
with the skills to respond effectively to those changes.
CEIAG can benefit individuals making educational
choices, those who are unemployed, those seeking to
get back into the workplace and those in work wanting
to progress in their career. Ultimately the aim of CEIAG
is to enable individuals to be self-marketable and
empower them to seek and secure a rewarding and
satisfying career.

• Work experience

impartial CEIAG for all users that is person-centric

• Describe the CEIAG offer provided to users

• Talks from employers

• Help providers measure their CEIAG provision

• Enterprise education

• Support the improvement of CEIAG provision by setting

• Face-to-face personalised advice and guidance
• Small group-work activities
• Mentoring
• Online information, advice and guidance services
• Informal advice and information from peers, family
and friends.
CEIAG works best when delivered through a partnership
between education and employers. Current and
future employer needs can inform, inspire and engage
individuals in their career development; helping them
to understand where to invest their time, money and
energy to best effect. Employers gain through a wider
pool of individuals ready to enter the workplace.
The important point is to understand the individuals’
readiness to make career decisions and the complexity
of the situation in which they find themselves. From this
the right level of support can be provided to improve
the likelihood of successful career progression.

CSW Group have worked in collaboration with
the HotSW LEP to produce these standards.
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a benchmark.
They can be used in a number of different settings; including
schools and colleges, careers services, training providers,
jobcentres, and in employment. They can also be used for
different levels of service; self-support services, information and
advice provision, and full career guidance and development
activities. The Heart of the South West LEP will expect any
organisation delivering a contract, which includes CEIAG, to
demonstrate that they meet these standards.
There are 10 standards for CEIAG in the organisation and in its
service delivery. Each standard has 3 indicators providing:
1. An overview of the organisations’ requirements.
2. Guidance to advise how these requirements should be fulfilled.
3. An organisation checklist, giving examples of where and
how the evidence could be identified to show what is
working well and what could be done to improve.
There is a Red Amber Green (RAG) rating to help an organisation
self-assess using the following descriptions as guidance. We
recommend consulting with a number of stakeholders to
ensure you have full view of your provision.

• Red – provides little or no evidence.
• Amber – provides show partial evidence.
• Green – provides full evidence and represents best practice.
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Minimum expectations an
organisation should demonstrate

Standard 2: Sufficient and appropriately trained
staff are available to provide independent and
impartial CEIAG.

Standard 5: CEIAG outcomes are measured,
evaluated and reported on; and influence service
delivery.

Some organisations will be able to show they meet
the majority of each standard requirement. However,
smaller organisations may find this a challenge. Where
this is the case, there are minimum expectations that
should be met by all organisations, which are detailed
below for each standard.

• All organisations should show that the 1-1 information,

• There should be a clear plan in place that

Ultimately The Heart of the South West LEP will require
an organisation to show that they deliver impartial
CEIAG. This must be unquestionably independent
of the organisation, not showing any bias towards
particular options or establishments. The best interests
of the individual will also be at the heart of the
information, advice and guidance.

Standard 1: Organisation has policies and
processes that support the delivery of
independent CEIAG

• There should be at least one policy easily available
and visible in the organisation which states the
entitlement of CEIAG for all individuals. This should
be clearly accessible to stakeholders, contractors
and the organisation’s employees; and will show
where impartial CEIAG is available and what
individuals can expect in terms of outcomes from
the process. It should show clearly that it champions
the development of individuals, irrespective of their
background. An organisation should also show an
equality and diversity policy for all.

• Where an organisation holds a quality award based
on CEIAG this will be seen as best practice.

advice and guidance sessions given to individuals either
in house or through a referral process to external careers
professionals, is delivered by impartial and qualified
staff. The organisation should show that this advice and
guidance shows no bias or favouritism towards any
particular option. It should be available in an accessible
and confidential location appropriate to the type of
service provided.

demonstrates how the service will be evaluated and
regularly monitored. There should also be reports
produced to show outcomes and how the service will
be improved based on feedback. Evaluation should
focus on extrinsic outcomes such as qualifications
achieved and employment gained. Intrinsic outcomes
should focus on increased motivation and aspirations
of individuals.

Standard 3: CEIAG is supported by accurate careers
and labour market information from reliable and
valid sources.

Standard 6: Service delivery is differentiated to
meet the needs of CEIAG individuals.

• An organisation should be able to show where and how

providers should ensure that the resources, training
and support available are fit for purpose with a
rationale. Where organisations are not set up to
directly provide resources, training and support,
there are clear and efficient signposting or referral
arrangements in place. There should be systems in
place to identify those at risk of disengaging from
learning or work.

they gather, store, access, keep up-to-date, and use careers
and labour market information to advise individuals. The
information should show no bias towards any specific
option or route and any incident where this might be in
question should be explained to individuals. Information
should also be differentiated to meet the needs of all
individuals and displayed in an easy to use format.
Standard 4: The organisation has established
growing links with other services, individuals,
employers and organisations who can support an
individual’s progression into work and help remove
barriers into learning.

• There should be evidence of good formal and informal
alliances / partnerships with employers, training,
individuals, volunteer services, and education and
training providers. This will ensure a broad range of
impartial information and advice and referral channels
and signposting for further support.
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• When planning services for different user groups;

Standard 7: Individuals are fully involved in codesigning their outcome from the CEIAG provision.

• When careers information, advice and guidance is
provided directly by the organisations, there should be
clear evidence that this is person centric and feedback
is sought to improve processes and approaches.
Where this is sourced outside of the organisation, this
should be delivered by qualified career professionals
and there should be a formal partnership agreement
in place showing joint working and clear outcomes for
the individual.
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Minimum expectations an
organisation should demonstrate
Standard 8: All CEIAG assessments undertaken
with the individual are fair, agreed and accurate.

• The organisation should ensure that they show the
reasons behind using certain assessments to support
CEIAG. They should ensure that before the start of
an assessment, an individual should know; why the
assessment tool is being used, consent to its use,
and how it will help them in their career journey.
An organisation should also show where it obtains
previous assessment results and how this helps in the
process of designing CEIAG provision internally or
externally for that individual.
Standard 9: Opportunities in learning and / or
work are increased for individuals as a result of
the CEIAG interventions.

• As a result of the CEIAG offered an individual should
know clearly what actions they need to take and
have the confidence to achieve those actions.
An organisation should ensure they show how
they remove barriers to learning and develop key
employability skills for all.
Standard 10: Individuals are supported on their
career journey.

• An organisation should show how they support,
enable and broker support for individuals. They
should provide a clear plan with agreed timescales
for action and post-interventions should be agreed.
Organisations should know the outcomes of all their
leavers.
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The Standards

S TANDARDS F OR SERV ICE O RG ANI S ATI ON

S TAN DARD S F O R S ERVICE DELIVERY

1 Organisation has policies and processes that support the delivery of
independent CEIAG

6 Service delivery is differentiated to meet the needs of CEIAG individuals

7 Individuals are fully involved in co-designing their outcome from the
CEIAG provision

2 Sufficient and appropriately trained staff are available to provide
independent and impartial CEIAG

8 All CEIAG assessments undertaken with the individual are fair, agreed
and accurate

3 CEIAG is supported by accurate careers and labour market information from
reliable and valid sources

9 Opportunities in learning and / or work are increased for individuals as a
result of the CEIAG interventions

4 The organisation has established growing links with other services, individuals,
employers and organisations who can support an individual’s progression into
work and help remove barriers into learning

10 Individuals are supported on their career journey
5 CEIAG outcomes are measured, evaluated and reported on; and influence
service delivery
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Indicators, guidance and organisation checklist for the CEIAG Standards
1 Organisation has policies and processes that support the delivery of independent CEIAG
Indicators
1.1 Roles and responsibilities are clearly defined within the CEIAG policy.
1.2 The CEIAG entitlement (and any limits) is clearly explained and made available to individuals.
1.3 The organisation holds quality awards which highlight CEIAG provision and has an equality and diversity policy which champions career development.
Guidance
The organisation should have a policy for delivering high quality CEIAG or be able to show commitment to providing independent and impartial CEIAG through other visible
documents. They should also have policies in place to ensure equality and diversity is exercised for all individuals.
Policies should include:
S TA N D A R D S F O R S E R V I C E O R G A N I S AT I O N

• The aims and objectives of CEIAG
• How provision complies with any relevant national frameworks
• Targets that have been set for the CEIAG service
• Resources made available to achieve those targets
• When and how the policy will be reviewed.
The policy will be underpinned with clearly defined processes that are annually audited to ensure they are fit for purpose. In an educational organisation the policy will reflect the
statutory guidance for ‘Careers guidance and inspiration in schools’1. It will also be an area that Ofsted will inspect as part of an implemented strategy to ensure that all pupils in years
8 to 13 receive effective careers guidance (Ofsted - School inspection handbook2).
Organisations may also hold related quality awards where they can demonstrate their commitment to maximising the career development of all customers. They should also have
policies in place to ensure equality and diversity is exercised for all individuals.
A summary of the CEIAG entitlement should be made available to all individuals accessing CEIAG as well as parents / carers, partners, stakeholders, employers and the professional community.
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1 Organisation has policies and processes that support the delivery of independent CEIAG (cont)
Organisation checklist

How and where is this evidenced?

• Does your organisation have a designated CEIAG
policy in place?

• Is this policy clearly visible to users, parents /
carers and the professional community
accessing or working with the service e.g. on the
organisation’s website?

• If there isn’t a designated policy for CEIAG, is
S TA N D A R D S F O R S E R V I C E O R G A N I S AT I O N

this recorded in other visible documents such
as the school / college improvement plan or
organisation CPD / training and development
plan?

• Is there an equality and diversity policy available?

• Where there is a special educational needs
disability (SEND) strategy in place, how does this
contribute to ensuring individuals continue to
progress?
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1 Organisation has policies and processes that support the delivery of independent CEIAG (cont)
Organisation checklist

How and where is this evidenced?

• How does your policy contribute to removing
barriers to learning?

• Do you have a designated lead person at senior
management level responsible for CEIAG in your
organisation?

• Is the CEIAG vision of your organisation actively
S TA N D A R D S F O R S E R V I C E O R G A N I S AT I O N

shared to stakeholders, partners, the professional
community and service users through a range of
media?

• Does the organisation hold other relevant quality
awards which have underpinning elements
to support CEIAG, e.g. Investor in Careers, IIP
Award, Matrix Standard for IAG, CIPD People
Management Awards, ISO 9001?

8

R

A

G

Action

2 Sufficient and appropriately trained staff are available to provide independent and impartial CEIAG
Indicators
2.1 Staff have, or are actively working towards, nationally recognised qualifications for their CEIAG role.
2.2 Staff delivering CEIAG have an annual continuing professional development (CPD) plan in line with relevant professional or organisation standards.
2.3 The settings for CEIAG delivery are safe, accessible and appropriate for the type of service being provided.
Guidance
The organisation may have staff that can provide impartial CEIAG to individuals and where national qualifications exist for the role, e.g. the level 3 Diploma in Career Information and
Advice and the level 6 Diploma in Career Guidance and Development. It is expected that individuals will hold these or be working towards them. If the organisation doesn’t have
staff available in-house, external practitioners delivering independent CEIAG should hold nationally recognised qualifications and should be members of the UK Register of Career
Development Professionals.
All staff delivering CEIAG provision should receive training for their role to ensure individuals receive the best level of support possible. Where CEIAG is the principal part of a member
of staff’s role they should complete the relevant number of CPD hours.
S TA N D A R D S F O R S E R V I C E O R G A N I S AT I O N

Individuals should feel confident and comfortable in settings used for CEIAG. Venues should be appropriate for the type of provision being delivered. In the case of an individual 1-1
guidance and development activity this is likely to be a confidential space that allows users to fully explore their options.

Organisation checklist

How and where is this evidenced?

• Do you have designated careers guidance
practitioners available in your organisation?

• Is there an allocated budget for CEIAG provision
and delivery? If so, how much does this equate
to per head?
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2 Sufficient and appropriately trained staff are available to provide independent and impartial CEIAG (cont)
Organisation checklist

How and where is this evidenced?

• Do you have access to independent external
CEIAG practitioners, e.g. National Careers Service?

• How does your organisation ensure that the
1-1 information, advice and guidance given to
individuals is independent, unbiased towards any
particular option and impartial?

• Do you access external training courses for staff
S TA N D A R D S F O R S E R V I C E O R G A N I S AT I O N

relevant to CEIAG?

• Is there access to a designated, confidential space
for interviewing users?

• Is there an open policy for individuals to ask for
help and advice on pathways and choices in your
organisation?
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2 Sufficient and appropriately trained staff are available to provide independent and impartial CEIAG (cont)
Organisation checklist

How and where is this evidenced?

• How do HR departments in the organisation
support the training and CPD of staff involved in
CEIAG?

S TA N D A R D S F O R S E R V I C E O R G A N I S AT I O N
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3 CEIAG is supported by accurate careers and labour market information
Indicators
3.1 Information collected and stored is up-to-date, accurate and supports an individual’s career decision making.
3.2 Independent CEIAG takes account of local labour market information, Heart of the South West LEP priorities, local, national and international trends data.
3.3 Careers and labour market information is delivered impartially and covers all options / pathways / projects open to the individual and is progressive.
Guidance
Accurate career and labour market information underpins CEIAG provision and supports social mobility. It should inspire and motivate individuals to take responsibility for their career
development. The provider needs to have a systematic approach to gathering, storing, accessing and using appropriate careers information.
Out-of-date information is worse than having no information as it has the potential to mislead individuals. As such, the provider should have a system in place to ensure information is
kept up-to-date which includes links to reliable sources of information and a network of organisations and professionals.
The origin of careers and labour market information should be considered and any bias towards a specific option is explained to individuals.
S TA N D A R D S F O R S E R V I C E O R G A N I S AT I O N

Information held should be differentiated to meet the needs of all CEIAG users. It should be of sufficient depth to help move individuals on.

Organisation checklist

How and where is this evidenced?

• Does the organisation hold the Matrix Quality
Standard for information, advice and guidance?

• Is there a planned, organised, and differentiated
programme of careers and work related
education available for all individuals to access?
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3 CEIAG is supported by accurate careers and labour market information (cont)
Organisation checklist

How and where is this evidenced?

• How does this programme reflect the Gatsby3
recommendations in supporting social mobility
for all?

• How does the programme reflect the Lord
Young ‘Enterprise for All Report’4 in ensuring that
enterprise and an enterprising attitude is woven
into the curriculum through a range of learning
and activities?

• Can the organisation show where key labour
S TA N D A R D S F O R S E R V I C E O R G A N I S AT I O N

market data is available to users and is this
interpreted sufficiently for all users to help with
decision making options?

• Does the organisation use valid and reliable
sources to collect labour market data, e.g. HotSW,
LEP*, UKCES*, CBI*, ONS*, NGRF*, Sector Skills
Council*?

• Do career programmes challenge stereotypes
and encourage non-traditional routes?

* see websites on page 34
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3 CEIAG is supported by accurate careers and labour market information (cont)
Organisation checklist

How and where is this evidenced?

• Can the organisation show that they promote
all pathways (vocational and academic) open to
individuals with the same balance, showing no
favouritism to one option over another?

• Where and how does the organisation
promote careers in STEM (Science, Technology,
Engineering and Mathematics)?

• Are users encouraged to record their key skills
S TA N D A R D S F O R S E R V I C E O R G A N I S AT I O N

and achievements, e.g. through social media,
such as LinkedIn?

• Is this programme mapped against a national
CEIAG framework such as the ACEG Framework5
for careers and work related education?

• How does the organisation show that they
develop personal, social and employability skills
in individuals?
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3 CEIAG is supported by accurate careers and labour market information (cont)
Organisation checklist

How and where is this evidenced?

• Does the organisation champion traineeships,
advanced and higher level apprenticeships?

• How does the organisation ensure that their own
interests don’t hinder the impartial CEIAG they
provide?

• Is there a range of external online IAG sources
S TA N D A R D S F O R S E R V I C E O R G A N I S AT I O N

accessible for individuals, e.g. reliable websites
and specific IAG programmes?

• Does the organisation have access to
programmes targeting the long term
unemployed?

• Are there enterprise activities, endorsed
by employers available either through the
curriculum, drop-down days or through a mentor
programme?
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3 CEIAG is supported by accurate careers and labour market information (cont)
Organisation checklist

How and where is this evidenced?

• Does the organisation promote entrepreneurship
activities?

• Does the organisation include and promote
careers information and advice on starting your
own business and becoming an entrepreneur?

• Is the organisation a member of any professional
S TA N D A R D S F O R S E R V I C E O R G A N I S AT I O N

bodies related to CEIAG, e.g. The CDI*, Careers
England* and AGCAS*?

• Are the pathways for accessing higher education
explained to those adults wanting to study parttime or through distant learning?

* see websites on page 34
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4 The organisation has established growing links with other services, individuals, employers and organisations who can support an
individual’s progression into work and help remove barriers into learning
Indicators
4.1 The provider has clear communication channels with all service providers who support progression into learning.
4.2 Links are made with employers / employer groups to provide labour market intelligence, work experience and / or direct conversations with CEIAG individuals.
4.3 Individuals are referred to other services, professionals or organisations where they are better placed to support individual’s career progression.
Guidance
The provider should be able to demonstrate who they have formal and informal partnerships with. Formal partnerships should list the relevant expertise of each of the partners and
any accreditation and qualifications they hold.
It is unlikely that an organisation has all the answers for all their individuals. As such CEIAG providers should have clear processes for signposting and referral mechanisms in place for
others who may be better placed to support an individual.

S TA N D A R D S F O R S E R V I C E O R G A N I S AT I O N

Young people can particularly benefit from direct links with employers. This could be through work experience, enterprise education, talks delivered in school from STEM Ambassadors
or employers and 1-1 mentoring schemes. In return for their involvement, employers benefit from access to a better prepared workforce.
Unemployed individuals may also benefit from access to the workplace and CEIAG providers should consider how best to arrange this.

Organisation checklist

How and where is this evidenced?

• Does the organisation have formal written
partnership agreements in place with
independent CEIAG providers?

• Are there other formal partnership agreements
in place with other education providers
or organisations who deliver CEIAG in the
organisation, e.g. EBP-SW*?

* see websites on page 34
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4 The organisation has established growing links with other services, individuals, employers and organisations who can support an
individual’s progression into work and help remove barriers into learning (cont)
Organisation checklist

How and where is this evidenced?

• Does the organisation have alliances or informal
partnerships with employers, training providers,
colleges and universities?

• Are there established links with Employment and
Skills Boards, National Careers Service, Chambers
of Commerce, Federation of Small Businesses and
LEPs to facilitate networks of employers?

S TA N D A R D S F O R S E R V I C E O R G A N I S AT I O N

• Are there opportunities for apprentices and
trainees to provide talks or mentor individuals?

• Are there work experience opportunities available
for all individuals?

• Are there opportunities for individuals to visit
further and higher education institutions?
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4 The organisation has established growing links with other services, individuals, employers and organisations who can support
an individual’s progression into work and help remove barriers into learning (cont)
Organisation checklist

How and where is this evidenced?

• Where applicable, how does an organisation
ensure parents / carers are informed about the
options and pathways open to individuals?

• Does the organisation provide opportunities
for adult job seeking or wanting to upskill
with HR Departments, e.g. through mentoring
programmes?

S TA N D A R D S F O R S E R V I C E O R G A N I S AT I O N

• Does the organisation refer to volunteering
programmes for those adults seeking to upskill?
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5 CEIAG outcomes are measured, evaluated and reported on; and influence service delivery
Indicators
5.1 Provider has a clear strategy for monitoring and evaluating their CEIAG provision.
5.2 Individual feedback is obtained and used to improve service delivery.
5.3 Outcomes from the CEIAG process are monitored, reported on and used to develop service delivery.
Guidance
The CEIAG provider should have a clear plan in place that demonstrates how the service will be evaluated. There should be evidence of monitoring taking place throughout the year
and an annual report on the outcomes achieved from the CEIAG service.
The provider should use a range of methods for evaluating the service. They should seek feedback from a variety of stakeholders including service users and staff delivering the CEIAG.
Evaluation should concern intrinsic outcomes such as increased motivation and aspirations; as well as extrinsic outcomes such as qualifications that have been achieved, employment
gained, promotions etc.
S TA N D A R D S F O R S E R V I C E O R G A N I S AT I O N

The provider should demonstrate how the service has been improved as a result of the evaluation activity undertaken.

Organisation checklist

How and where is this evidenced?

• Is there a clear plan for how the organisation will
evaluate the CEIAG it provides?

• Does the organisation collect destinations data for
leavers of the service?
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5 CEIAG outcomes are measured, evaluated and reported on and influence Service delivery (cont)
Organisation checklist

How and where is this evidenced?

• Can the organisation show how and where they
use destinations data?

• Can the organisation show where improvements
to service delivery or provision have been made
through destinations data?

• Can the organisation show where changes or
S TA N D A R D S F O R S E R V I C E O R G A N I S AT I O N

improvements have been made to provision as a
result of user evaluations and feedback?

• Does feedback show evidence that CEIAG is
impartial?

• Can the organisation state which types of
employer encounters have the most impact
on individuals, e.g. experience of workplace,
enterprise activities and employer talks?
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5 CEIAG outcomes are measured, evaluated and reported on and influence Service delivery (cont)
Organisation checklist

How and where is this evidenced?

• Does the organisation have a systemic approach
to keeping records of individual advice and
guidance interviews and subsequent agreed
decisions?

• Do the individuals have access to records of any
careers advice and guidance interviews?

S TA N D A R D S F O R S E R V I C E O R G A N I S AT I O N
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6 Service delivery is differentiated to meet the needs of CEIAG individuals
Indicators
6.1 The CEIAG delivered is appropriate to the particular user group, e.g. a young person in key stage 3, 4 or 5, unemployed 16+ or 19+ or employed needing to up-skill / re-skill.
6.2 Systems are in place to identify those who are at risk of disengaging from learning and / or work.
6.3 Individuals receive the level of help they need, when they need it including personal support to remove barriers to learning and work .
Guidance
Providers will have in place a service designed to meet the needs of a specific user group. Resources (schemes of work and written materials, psychometrics tests, group sessions) used
will be appropriately at the right level and in an appropriate language for the individuals that the provider works with.
Provision can be directly available or can be signposted to the individual and should self-support career decision-making, (e.g. by online materials, relevant literature or a careers library)
and be available in a short intervention from a member of the provider’s CEIAG team (e.g. careers information or advice) or provide a sustained level of support (e.g. careers guidance
or development interview)
This approach will ensure the most cost-effective approach to service delivery by ensuring that individuals get the level of help that achieves the best results.
Policies and processes should be regularly reviewed to ensure the differing needs of users are being met either directly by the provider or signposted / referred to from another source.

How and where is this evidenced?

• Can the organisation show clearly how they
differentiate the CEIAG service and support they
provide for each user group?

• Can the organisation show how it meets the
needs of disadvantaged or vulnerable individuals,
reducing numbers of those who do not continue
into education, employment or training?
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S TA N D A R D S F O R S E R V I C E D E L I V E R Y

Organisation checklist

6 Service delivery is differentiated to meet the needs of CEIAG individuals (cont)
Organisation checklist

How and where is this evidenced?
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• Can the organisation show how they assess a
cohort for levels of need?

• How does the organisation identify individuals at
risk of disengaging from learning or work?

• When a referral for sustained CEIAG intervention
is required, are there quick processes in place?

S TA N D A R D S F O R S E R V I C E D E L I V E R Y

• Is there information available for individuals
to access personal support, either in-house or
externally? This should include - counselling, housing,
health, benefits, financial support, youth services
and leisure, sports, and cultural activities.

• Are there appropriately trained members of staff
available to deliver a differentiated service to
meet the needs of a variety of users?
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6 Service delivery is differentiated to meet the needs of CEIAG individuals (cont)
Organisation checklist

How and where is this evidenced?
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• The organisation has clear information about
financial support available to the individual for
career progression, e.g. bursaries, grants, loans.

S TA N D A R D S F O R S E R V I C E D E L I V E R Y
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7 Individuals are fully involved in co-designing their outcome from the CEIAG provision
Indicators
7.1 Individuals are partners in the CEIAG process and fully involved in developing their career solution.
7.2 The CEIAG provider builds the individual’s capacity to manage their career progression post-intervention.
7.3 CEIAG staff continually refine their delivery following user feedback.
Guidance
CEIAG interventions are a partnership between the provider and the individual. The individual is the expert on their own life and career journey whilst the career professional is the
expert on careers and the labour market. CEIAG can be provided through a number of ways in an organisation. Information and advice can be shared by all staff in contact with the
individual at some point, whether this is a teacher or other employee. However, careers guidance should only be delivered by a qualified careers professional (see standard 2) as they
are sufficiently trained to counsel at this level.
CEIAG should not be something ‘done’ to an individual but should help them take control over their career decision making and should focus on career, self and environment
exploration. A careers professional achieves this by helping an individual understand their potential, recognise how to self-market and by showing them the possibilities they can
pursue. Modern careers guidance is as much about inspiration and aspiration as it is about advice. This leads to increased levels of motivation.

Organisation checklist

How and where is this evidenced?

R

A

G

Action
S TA N D A R D S F O R S E R V I C E D E L I V E R Y

• Who in the organisation is responsible for
providing careers information and advice?

• How does the organisation ensure that staff
directly involved with providing information and
advice, have access to training and are regularly
updated on LMI and changes in the industry?
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7 Individuals are fully involved in co-designing their outcome from the CEIAG provision (cont)
Organisation checklist

How and where is this evidenced?

R

A

G

Action

• Who in the organisation is responsible for
providing careers guidance?

• Does the organisation have a referral procedure
in place for CEIAG guidance interventions?

• How are CEIAG interventions recorded and
stored?

S TA N D A R D S F O R S E R V I C E D E L I V E R Y

• How does an organisation capture feedback of
CEIAG users’ experiences?

• Where applicable, how are parents / carers
involved in the CEIAG process for individuals?
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8 All CEIAG assessments undertaken with the individual are fair, agreed and accurate
Indicators
8.1 The assessment process is systematic and improves the likelihood of successful career progression for the user.
8.2 The assessment process gathers information from a variety of sources, including the individual, relevant third-parties and written sources.
8.3 Initial findings from the assessment process are checked with the individual before moving to the planning stage.
Guidance
Following Standard 7, the assessments used in CEIAG should be agreed with the individual to ensure their full involvement in the process. Agreement should be reached on what
assessments should be made, who should be involved and for what purpose. Assessments could be sector specific, e.g. general aptitude tests, eyesight or hearing tests or physical
aptitude tests. They could also be related to particular skills such as numeracy and literacy or to diagnose a specific educational need. They could also be done as part of the
recruitment process, e.g. a psychometric test to discover personality traits and skills competencies.
The outcomes of the assessment process are that:

• There is a common understanding of the results of the assessment
• Priorities for the short and long term can be agreed
• There is a clear rationale for the decisions that have been taken
• Evaluation criteria for the CEIAG process are established.

Organisation checklist

How and where is this evidenced?

• Does the organisation have a procedure for
obtaining individuals’ previous education, work
and training data if applicable?
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R

A

G

Action

S TA N D A R D S F O R S E R V I C E D E L I V E R Y

Assessment should lead into a planning stage and is not an end in itself.

8 All CEIAG assessments undertaken with the individual are fair, agreed and accurate (cont)
Organisation checklist

How and where is this evidenced?

R

A

G

Action

• After obtaining data about the individual, are
there processes in place to adapt the approach to
advice and guidance for the individual?

• Does the organisation carry out any psychometric
tests through recruitment or in career planning?
If so which ones and how are the results utilised?

• Does the organisation carry out sector specific
skills tests with individuals?

S TA N D A R D S F O R S E R V I C E D E L I V E R Y

• If the organisation carries out sector specific tests,
how is the individual involved in this process?
Are they prepared and do they understand the
consequences?

• Does the organisation evaluate the effectiveness of
the tests in helping the individual in the decision
making process?
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9 Opportunities in learning and/or work are increased for individual as a result of the CEIAG interventions
Indicators
9.1 Individuals can recognise their potential and understand the pathways / options open to them.
9.2 Barriers to progression in learning and / or work are identified and approaches to removing these agreed.
9.3 The skills needed to manage transitions, to up-skill or re-skill are developed and enable the individual to achieve their desired outcome.
Guidance
Good CEIAG leads to greater self-awareness on the part of the individual which in turn leads to more control over their career decision making.
CEIAG should:

• Raise aspirations so that each individual achieves the best they can
• Identify and take steps to remove barriers stopping individuals from progressing in their career
• Provide clear information on the pathways individuals can take to develop their career
• Support the development of the skills needed to manage transitions, to up-skill or re-skill as appropriate
• Encourage effective career decision making based on accurate and up-to-date labour market information.
• Develop key employability skills.

How and where is this evidenced?

• Does the organisation provide pathway and
option choices in a range of ways for individuals
which clearly show progression routes?

• Does the organisation explain the qualification
structure in the UK including all levels of
vocational and academic options?
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R

A

G

Action

S TA N D A R D S F O R S E R V I C E D E L I V E R Y

Organisation checklist

9 Opportunities in learning and/or work are increased for individual as a result of the CEIAG interventions (cont)
Organisation checklist

How and where is this evidenced?

R

A

G

Action

• Does the organisation ensure that barriers to
learning are removed as much as possible, e.g.
access to transport, financial constraints, social
and educational barriers?

• Does the organisation ensure that adults have
access to redundancy support services via job
centres and specialist organisations?

S TA N D A R D S F O R S E R V I C E D E L I V E R Y
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10 Individuals are supported on their career journey
Indicators
10.1 The provider supports the individual to develop a CEIAG progression plan so that the individual can develop their skills to become career adaptable and career resilient.
10.2 Ongoing support, including timescales, is agreed between the provider and the individual.
10.3 Outcomes for individuals are tracked and reported on, in line with local and national guidelines.
Guidance
The individual should take the lead in developing their own plans for their future, supported by the provider who acts as an enabler, a broker when appropriate and a partner in the
process. They should be supported to understand what plans need to be made, who to involve in carrying out the actions and over what timescales. The organisation should ensure
that all individuals learn skills to be career adaptable and resilient. Adaptable, so that they are able to make a series of successful transitions where the labour market, organisation
of work and underlying occupational and organisational knowledge bases may all be subject to considerable change. Resilient, so that individuals have the capability and capacity
to withstand change, being able to tolerate uncertainty and ambiguity whilst at the same time being flexible and autonomous (see UKCES – The role of career adaptability in skills
supply6).
Any follow-up activity should be agreed between the provider and individual to ensure a safety net is in place should things go wrong.
There should be a system in place for tracking user outcomes and reporting on these in line with local and national practice. This is important in showing the value of the service
provided.

How and where is this evidenced?

• How does the organisation ensure individuals
feel in control of the process of career decision
making?

• How does the organisation help individuals
through advice and guidance to broaden their
horizons, develop networks, be investigative and
look for new challenges outside their comfort
zone?
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R

A

G

Action

S TA N D A R D S F O R S E R V I C E D E L I V E R Y

Organisation checklist

10 Individuals are supported on their career journey (cont)
Organisation checklist

How and where is this evidenced?

R

A

G

Action

• Does the organisation provide a range of
activities and projects to show commitment to
helping individuals broaden horizons and look for
new opportunities?

• How does the organisation show they build
confidence in individuals to believe in themselves
to achieve?

• How can the organisation show they are
stimulating and developing positive and
optimistic attitudes to the future through their
CEIAG?
S TA N D A R D S F O R S E R V I C E D E L I V E R Y

• Does the organisation have follow-up procedures
in place for all individuals?

• Does the organisation work with other agencies
in tracking individuals’ progression and monitor
results?
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