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1. Purpose and Scope
Bromley Mencap Training Centre (BMTC) is committed to preparing every learner for a positive and personally meaningful next step in education, vocational training, employment, volunteering and increasingly independent adult life.
Careers and employability are an integral and assessed strand of the BMTC curriculum. Careers learning connects accredited qualifications, Education, Health and Care Plan (EHCP) and Preparing for Adulthood (PfA) outcomes, individual aspirations, RARPA, employer engagement, work experience and transition planning.
This policy applies to all BMTC learners and to staff involved in curriculum, assessment, SEND support, careers, employer engagement, work experience, transition and destination tracking. Detailed curriculum, assessment, SEND, safeguarding and quality-assurance procedures are contained in the relevant BMTC policies and are not repeated here.
2. Framework and Principles
BMTC has regard to current Department for Education careers guidance, the Gatsby Benchmarks, the SEND Code of Practice, Equality Act 2010, relevant study programme guidance, health and safety requirements and the Further Education and Skills Inspection Toolkit.
Careers provision will be:
Aspirational: SEND will not result in unnecessarily low expectations.
Personalised: planning reflects starting points, prior experience, strengths, interests, EHCP/PfA outcomes and intended destinations.
Progressive: learning and experiences build on what learners have already achieved.
Impartial: learners are supported to understand the full range of appropriate education, training and employment routes.
Accessible: information, guidance and workplace activity are adapted through reasonable adjustments where required.
Evidence-based: learner progress, careers experiences, employer feedback and destinations inform planning and improvement.
3. Leadership and Responsibilities
The Director of Education has strategic responsibility for the quality and coherence of careers, employability, work experience and destinations and ensures that these form part of curriculum planning, assessment and quality assurance.
The SEND Tutor – Employment & Progression Lead acts as the operational Careers Leader and coordinates employer engagement, work experience, progression and destination planning. This includes individual Transition Planning Meetings, provider and employer liaison, applications and visits, placement matching, work-experience arrangements and destination tracking.
Individual Transition Planning Meetings are held in addition to LRPP meetings at planned transition points and according to individual learner need, with more intensive support normally provided to Year 2 learners approaching their next destination.
The Named SEND Lead, tutors, Learner Development and Progression Coordinator and learning-support staff contribute according to their roles. Careers is a whole-centre responsibility: curriculum staff make explicit links between learning, independence, employability and future progression.
4. Starting Points, Vocational Profile and Individual Planning
Careers planning begins with what the learner already knows, can do and has experienced. The Learner Assessment and Progression Plan (LAPP) includes the learner’s intended destination and vocational profile.
	Area
	What is captured

	Strengths and aspirations
	Interests, strengths, ambitions and preferred vocational areas.

	Prior learning
	Previous qualifications, employability courses and vocational learning.

	Work-related experience
	Previous work experience, paid employment, volunteering and community experience.

	Workplace skills
	Existing employability skills, workplace behaviours and practical strengths.

	EHCP / PfA priorities
	Relevant EHCP outcomes and Preparing for Adulthood goals.

	Support and adjustments
	Communication needs, support requirements and reasonable adjustments.

	Progression planning
	Possible education, training, employment or volunteering routes.


This baseline is used to build on prior achievement, avoid unnecessary repetition and inform curriculum choices, RARPA targets, careers activity, work-experience matching and transition planning.
5. Assessment and Review
Careers, employability and transition are reviewed through BMTC’s existing assessment systems rather than through a separate careers assessment process.
Starting point and vocational profile  →  curriculum and targets  →  employer/workplace experiences  →  assessment and evidence  →  review  →  transition actions  →  destination
Relevant non-accredited development, including employability, careers learning and work experience, is recorded through RARPA/Kloodle. Evidence should demonstrate learning, development or increased independence rather than simply attendance. Kloodle does not replace formal OCN London assessment evidence.
Careers and transition are a standing strand of the three Learning Review and Progression Planning (LRPP) meeting days each year. Individual Transition Planning Meetings led by the Employment & Progression Lead provide more detailed follow-up between LRPP points. For learners with EHCPs, relevant evidence also contributes to Annual Review and PfA planning.
6. Careers and Employability Curriculum
Employability is developed through both accredited and non-accredited learning.
Year 1 learning includes the OCN London Entry Level 3 Skills for Independence and Employability programme, with work-related units such as health and safety in the workplace, following instructions, developing skills for gaining employment, understanding work experience and interview preparation. Learners also complete office-related learning, including reception, filing, telephone and photocopier skills, with practical application in the wider Bromley Mencap office environment where appropriate.
Year 2 learners follow OCN London Level 1 Skills for Vocational Studies, with vocational and employability learning linked to individual interests and progression goals. English, mathematics and digital skills are connected explicitly to workplace communication, money, time, measurement, reading instructions, applications and use of workplace technology.
7. Gatsby Benchmarks and Careers Entitlement
BMTC uses the eight Gatsby Benchmarks to plan and evaluate its careers programme.
	Benchmark
	BMTC approach

	1. A stable careers programme
	A planned two-year programme integrated with curriculum, assessment, PfA and transition; see Appendix 1.

	2. Career and labour-market information
	Accessible information about jobs, sectors, training routes, entry requirements and relevant local opportunities.

	3. Addressing individual needs
	LAPP/vocational profile, EHCP/PfA outcomes, RARPA, LRPP, individual Transition Planning Meetings and personalised progression planning.

	4. Linking curriculum learning to careers
	OCN employability/vocational units, English, maths, digital skills, office learning, enrichment and work-related application.

	5. Encounters with employers and employees
	Employer visits, workplace visits, speakers, enrichment, enterprise and work-experience activity.

	6. Experiences of workplaces
	Workplace activity develops progressively towards meaningful, individually matched work experience.

	7. Encounters with further and higher education
	Relevant FE, specialist and vocational providers through talks, visits, open days, tasters and transition activity.

	8. Personal guidance
	Access to impartial personal careers guidance from an appropriately trained adviser at significant decision points.


BMTC plans for at least two meaningful employer encounters for each learner in each year and at least one meaningful workplace experience during the programme. Learners also have access to impartial personal careers guidance at appropriate decision points.
8. Employer Engagement and Enrichment
Employer engagement is embedded across curriculum and enrichment. The enrichment programme includes employer visits, workplace visits, employer speakers and vocational/work-related activities. Experiences should have a clear purpose, allow meaningful interaction where possible and be followed by appropriate learner reflection.
BMTC has strong links with Bromley Mencap’s wider Employment, Volunteering and Training services, providing access to employment expertise, employer networks, vocational and volunteering opportunities and additional progression support where appropriate. These services complement the Training Centre’s education provision.
BMTC does not deliver a supported internship programme. Supported internships may, however, form an appropriate external progression route for an individual learner.
9. Work Experience
Work experience should be meaningful, personalised and progressive. Year 1 learners develop workplace awareness through accredited employability learning, employer encounters, workplace visits, office-based experience and other work-related opportunities.
Year 2 learners undertake preparatory activity including employer engagement and a planned 10-week Springpod virtual work-experience programme, followed by a minimum four-week bespoke work-experience placement in May. Virtual experience supplements rather than replaces first-hand workplace experience.
Placements are matched wherever possible to the learner’s vocational profile, aspirations, prior experience, strengths and support needs. Employer feedback and learner reflection are used as assessment and RARPA evidence and to inform next-step planning.
10. Placement Safety, Safeguarding and Reasonable Adjustments
Detailed safeguarding, SEND and health and safety arrangements are set out in the relevant BMTC and Bromley Mencap policies. Before placement, BMTC will take proportionate steps to confirm intended duties and learning outcomes, employer induction and supervision, insurance, relevant learner support information, reasonable adjustments, safeguarding and emergency contacts, and travel or independence support where required.
The employer has primary responsibility for health and safety in the workplace. BMTC will take reasonable steps to satisfy itself that risks are being appropriately managed and that induction, instruction and supervision are suitable. Learners must know how to contact BMTC if they feel unsafe, uncomfortable or unable to continue with a placement.
11. Transition and Destinations
Transition planning begins early and becomes increasingly specific as the learner approaches leaving BMTC. The Employment & Progression Lead supports learners, according to need, with applications, CVs and interviews; provider and employer visits; course or employment research; reasonable-adjustment discussions; liaison with families and professionals where appropriate; practical transition arrangements; and contingency planning.
Learners are supported to consider the full range of appropriate next steps, including further or specialist education, vocational training, apprenticeships, externally provided supported internships, paid or supported employment, volunteering and other progression appropriate to their aspirations and needs.
BMTC records aspirations, intended destinations and confirmed destinations. Where practicable, subsequent destination information is used to evaluate whether progression has been sustained and whether the curriculum and careers programme are preparing learners effectively.
12. Learner and Parent/Carer Involvement
The learner is central to careers and transition decision-making. Communication and decision-making support are adapted so that learners can understand options, express preferences, reflect on experiences and participate meaningfully in decisions about their future.
Parents and carers are valuable partners and are involved appropriately in careers and transition planning. For adult learners, involvement respects the learner’s wishes, confidentiality and decision-making rights, in accordance with the SEND Policy and relevant legal principles.
13. Quality Assurance, Publication and Review
The Director of Education and Careers Leader evaluate the careers programme through Gatsby Benchmark coverage, participation, LAPP/LRPP and RARPA evidence, learner and parent/carer voice, employer and placement feedback, access to personal guidance, work-experience quality and destination outcomes. Findings contribute to curriculum review, the Self-Assessment Report (SAR), Quality Improvement Plan (QIP) and the wider BMTC quality-assurance cycle.
BMTC will publish a concise and accessible Careers Programme based on Appendix 1, including Careers Leader/contact arrangements, how learners, families, staff and employers can access the programme, how impact is evaluated and when it will next be reviewed.
This policy will be reviewed annually, or sooner where legislation, statutory guidance, funding requirements, inspection expectations or BMTC provision materially change.
14. Related BMTC Documents
Curriculum, Teaching and Learning Policy 2026–27
Assessment Policy and Strategy 2026–27
SEND, Inclusion and Reasonable Adjustments Policy 2026–27
Safeguarding Children, Young People and Adults Policy 2026–27
Attendance and Engagement Policy 2026–27
Positive Behaviour, Conduct and Exclusions Policy 2026–27
Quality Assurance, Self-Assessment and Improvement Policy / Quality Assurance Cycle
EHCP Annual Review Procedure
Learner Assessment and Progression Plan (LAPP) and LRPP documentation
Integrated Curriculum Map and relevant Bromley Mencap Health and Safety / Data Protection arrangements
External Guidance
Department for Education – Careers guidance and access for education and training providers
Gatsby Benchmarks
Department for Education – 16 to 19 study programmes guidance 2026 to 2027
Health and Safety Executive – Work experience guidance
Bromley Mencap – Employment, volunteering and training
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Appendix 1 – Careers, Employability, Work Experience and Transition Map 2026–27
This map is the operational careers programme across the three terms. It is personalised according to each learner’s starting points, EHCP/PfA outcomes, vocational profile, stage of programme and intended destination.
	Strand
	Autumn – Explore & Plan
	Spring – Develop & Prepare
	Summer – Experience & Transition
	Gatsby

	Starting points & vocational profile
	Complete/review LAPP and vocational profile. Capture aspirations, qualifications/employability courses, previous work experience, paid work, volunteering, vocational experience, workplace skills and support needs.
	Review as interests and skills develop. Use the profile to refine progression and work-experience planning.
	Update after work experience/careers activity and use for Year 2 planning or transition handover.
	1, 3

	LRPP
	LRPP 1: careers/employability and intended destination reviewed as part of whole-programme progress.
	LRPP 2: review vocational direction, employer experiences, progression and work-experience readiness.
	LRPP 3: review overall progress, workplace learning and transition/destination.
	1, 3

	Individual Transition Planning Meetings
	Planned individual meetings led by the Employment & Progression Lead, including an autumn transition-planning point. Establish options, actions and support needs.
	Additional meetings according to need: providers, applications, work experience, employers, visits and adjustments.
	Intensive transition support for leavers; Year 1 review prepares for Year 2.
	3

	EHCP / PfA
	Employment/education aspirations inform planning and individual targets.
	Careers evidence contributes to progress towards PfA/EHCP outcomes.
	Transition and destination information informs Annual Review and next-stage planning.
	3

	Year 1 accredited / work-related curriculum
	Health and safety in the workplace; following instructions; induction and workplace foundations.
	Developing skills for gaining employment; money and workplace English/maths/communication; work-experience preparation.
	Interview preparation; Working in an Office, Reception/Filing, telephone/photocopier skills, with practical Bromley Mencap office application.
	4, 5, 6

	Year 2 accredited / vocational curriculum
	Level 1 Skills for Vocational Studies: teamwork, instructions, time management and individual vocational learning.
	Employability and bespoke vocational learning, including practical preparation for progression and placement.
	Apply vocational and employability skills through work experience; complete required/bespoke units.
	4, 6

	English, maths & digital
	Identify skills relevant to intended careers and progression.
	Apply through money, instructions, workplace communication and vocational learning.
	Apply authentically through office learning, applications, interviews, work experience and transition.
	4

	RARPA / Kloodle
	Set employability/PfA/vocational targets and establish starting-point evidence.
	Record careers learning, employer encounters, skills development and learner reflection.
	Record work-experience evidence, employer feedback, reflection, achievement and next steps.
	1, 3, 4

	Career & labour-market information
	Explore jobs, sectors, training routes and local opportunities linked to learner interests.
	Develop knowledge through curriculum, Springpod, speakers, employers and provider information.
	Use information to evaluate and confirm realistic next-step choices.
	2

	Enrichment & employer encounters
	Employer/workplace speakers and visits begin alongside wider enrichment.
	Planned employer encounters and workplace/employability visits, including Bank of America Bromley (Year 1) and London Head Office (Year 2) where confirmed.
	Employer encounters continue through work experience, workplace activity and transition.
	5

	Bromley Mencap Employment, Volunteering & Training links
	Introduce relevant employment, volunteering and vocational opportunities and expertise.
	Use employer networks and employment expertise where useful to individual learners.
	Support appropriate routes towards employment/volunteering and links beyond BMTC.
	2, 5, 6

	Year 1 workplace experience
	Use prior experience to identify gaps and areas for development.
	Employer/workplace encounters broaden vocational understanding.
	Bromley Mencap office experience and other workplace/volunteering activity provide practical application and preparation for Year 2.
	4, 5, 6

	Year 2 Springpod / WEX preparation
	Use the vocational profile to identify work-experience interests and suitable sectors/employers.
	10-week Springpod virtual WEX during Wednesday enrichment; employer matching/meetings; placement preparation and reasonable-adjustment planning.
	Final preparation and handover into placement.
	3, 5, 6

	Year 2 bespoke work experience
	Initial matching and preparation.
	Placements secured; learner and employer prepared; health, safety, safeguarding and adjustments confirmed.
	Minimum four-week bespoke placement in May, normally Wed/Thu/Fri; employer feedback and learner reflection recorded in Kloodle/LAPP.
	3, 5, 6

	FE / training provider encounters
	Introduce the range of possible next routes.
	Provider talks, open days, visits and individual exploration according to aspirations.
	Tasters, interviews, follow-up visits and transition liaison with likely destinations.
	7

	Impartial personal guidance
	Plan access according to learner need and decision points.
	Personal careers guidance with an appropriately trained, impartial adviser at a suitable decision point.
	Further guidance where options or circumstances change.
	8

	Applications & progression support
	Year 2 identifies likely routes, providers and entry requirements.
	CVs, applications, provider contact, visits and interview preparation.
	Interviews, enrolment/entry arrangements, adjustment liaison and contingency planning.
	3, 7

	Parent/carer involvement
	Share aspirations and planning where appropriate, with regard to learner autonomy.
	Involve appropriately in progression choices, visits and work-experience arrangements.
	Support understanding of destination and transition arrangements.
	1, 3

	Destinations
	Record aspirations and possible destinations.
	Record emerging intended destination and identify learners requiring intensified support.
	Record intended and confirmed destination; follow up sustained destination where practicable.
	1, 3

	Quality review
	Check entitlement, starting points and planned Gatsby coverage.
	Review participation, employer/WEX readiness, learner voice and any gaps.
	Review impact, employer/learner feedback and destinations; feed findings into SAR/QIP and next year’s programme.
	1–8


Year 1 emphasis
Year 1 establishes a robust vocational baseline, recognises previous employability learning and experience, broadens understanding of work and sectors, and develops practical employability through accredited learning, enrichment, employer/workplace encounters and the Bromley Mencap office unit. The year ends with clear priorities for Year 2 progression and work experience.
Year 2 emphasis
Year 2 moves from exploration to individual destination planning. Learners receive more intensive transition support, Springpod virtual work experience, provider/employer engagement, applications and interview support, followed by a minimum four-week bespoke work-experience placement in May and final transition/destination activity.
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