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Empowering People to Make Successful Transitions 

Complete Careers CPD
Opportunities

Academic Year 2021 – 2022 



This brochure provides information relating to all CPD courses delivered by the Complete-
Careers team from November 2021 until July 2022.

The Complete-Careers Team has over 50 years combined experience in supporting 
individuals and organisations to identify their training needs, plan their career 
development and manage transitions. The team comprises a wealth of knowledge 
up to Masters level qualifications in Career Development as well as in Teaching and 
Assessing. Complete-Careers is a registered member of the Career Development 
Institute and are a Licensed Awarding Body of the national Quality In Careers 
Standard through our Career Mark approach. Collectively areas of specialism 
within Complete-Careers include:

• quality award assessing and auditing
• social media in career management
• scientific career profiling
• training and development
• 1-1 guidance, mentoring and coaching
• emotional intelligence
• writing curriculum resources and materials
• neuro linguistic programming, transactional analysis and functional fluency

Consultancy:

We can provide bespoke consultancy to accommodate specific needs around:
• OFSTED-ready audits (to assess your current CEIAG provision against OFSTED

requirements and Statutory Guidance)
• Writing a Careers Policy
• Planning your careers programme
• Monitoring, evaluation and review of your careers programme for continuous

improvement
• Career Leader mentoring and support

Introduction
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NEW Masterclasses for 2021/22
The careers landscape is evolving and to help your organisation successfully 
navigate these changing times, we have developed a suite of contemporary CPD 
masterclasses. These short sharp sessions will have an immediate impact on your 
provision on both a strategic and operation level. Each masterclass will last up to 
1.5 hours (allowing time for comments, questions and reflection). Masterclasses 
will be delivered on a monthly basis from December 2021 to June 2022 covering 
a range of topical issues. Please refer to page 6 for further information.
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Level 3 Award in Careers Information, Advice or Guidance

This course is ideal for learning providers who wish to adopt a triage approach to their 
career information, advice and guidance provision. It will enable organisations to maximise 
their guidance provision by up-skilling members of staff who wish to achieve an accredited 
Level 3 career-related qualification designed to equip them with the skills and knowledge 
to provide career information and advice. Level 3 qualified members of staff can work 
alongside Level 6 guidance practitioners to ensure that every student receives targeted 
support that meets individual needs.

This skills-based course is ideal for staff members who:
• work with students on a one to one basis imparting career related information or

advice, or
• have already completed a Level 2 career-related course and wishes to progress to a

higher level, or
• are new to a career related role in school/college and wishes to acquire or improve

their one to one working skills with students.

The aim of this course is to:
• equip participants with the knowledge and skills to help young people make

informed choices
• develop the capacity of educational establishments to advise young people
• encourage an integrated approach to learner support and progression.

For further information including course dates please refer to page 22.

Level 6 Career Development Apprenticeship

This Apprenticeship route is a great opportunity to gain the sector standard qualification 
at no cost to the organisation, other than staff time to complete the training.   As part 
of this Apprenticeship, participants are required to complete the OCR Career Guidance 
and Development Level 6 Diploma as well as meet the broader specifications of the 
Career Development Apprenticeship.  The course requires commitment from both 
the individual, together with a commitment of support from the learning organisation/
employer.  The main format of the course involves the following:

• 11-12 live delivery days via a blended learning approach through a combination of live
online delivery and face-to-face sessions

• monthly group tutorials
• 6 weekly individual tutorial sessions
• assessment of 15-20 key assessment areas including assignments, case studies,

reflective journals, interview observations and professional discussions.

For full details of the course please refer to page 24.

ACCREDITED CAREERS COURSES
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QFC Level 6 Leadership in Careers and Enterprise

Complete-Careers works in partnership with Futures to deliver the national Career 
Leader programme through the Careers and Enterprise Company. This is a fully funded 
course and organisations can receive a £1000 bursary on course completion.

This practical course provides Careers Leaders with the essential skills and knowledge 
required to plan, lead, manage and deliver robust CEIAG provision in their organisation.

By the end of this course participants will:
• have an increased understanding of careers guidance policy and practice
• be able to identify the rationale and key components of career programmes in

schools and colleges
• gain a comprehensive understanding of how to lead and manage careers guidance in

schools and colleges effectively
• be able to review and develop their programmes of careers guidance
• be able to evaluate and quality assure careers guidance programmes

For further information including course dates, please refer to page 26.
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We are delighted to launch a new series of non-accredited CPD sessions that 
Careers Leaders, broader career professionals and staff members within your 
organisation can access to develop their knowledge, awareness and understanding 
of their careers provision. Each session will be online, interactive and will be up to 
1.5 hours in duration.

We are offering these masterclasses at an introductory price of £39 
per delegate per session.
However, if you book three sessions with us, you will receive all 
three for £99 (per delegate).

Click the page number to jump to the event section.

Date / time Event Title Venue Cost Pg

Tuesday 14th 
December

3.30 – 5.00pm

Are your tutors providing good 
quality careers advice? What does 

good and bad advice look like? On-line

Introductory 
price of £39 per 
session or three 
sessions for £99

7

Tuesday 25th 
January

3.30 – 5.00pm

OFSTED-ready audit – assess your 
current CEIAG provision against the 
requirements set out by OFSTED 

and Statutory Guidance

On-line

Introductory 
price of £39 per 
session or three 
sessions for £99

9

Tuesday 8th 
February

3.30 – 5.00pm

Career Leaders – everything you 
need to know to effectively plan, 

deliver, review and improve careers 
provision

On-line

Introductory 
price of

£39 per session 
or three sessions 

for £99

11

Wednesday 
30th March

3.30 – 5.00pm

Achieve the Quality in Careers 
Standard with a focus on the Career 

Mark approach
On-line FREE 13

Thursday 21st 
April

3.30 – 5.00pm

Digital career literacy – a guide to 
using social media in career planning 
and development including creating 

the right personal brand

On-line

Introductory 
price of £39 per 
session or three 
sessions for £99

15

Tuesday 10th 
May

3.30 – 5.00pm

Learner driven CEIAG- needs 
analysis, learner voice and ownership 

of their career development
On-line

Introductory 
price of £39 per 
session or three 
sessions for £99

17

Thursday 30th 
June

3.30 – 5.00pm

A Road Less Travelled?
Technical and Vocational Progression 

Routes at 16 and 18
On-line

Introductory 
price of £39 per 
session or three 
sessions for £99

19

Standard rate VAT applies to all costs above.

NEW MASTERCLASSES FOR 2021/22
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Target Group

Form Tutors, but could also include Subject Teachers, Careers Leaders, Careers Co-
ordinators, Careers Deliverers, Careers Development Professionals and Teaching Assistants.

Aim

To provide participants with practical support to ensure they always provide learners 
with good quality, independent and impartial careers information and advice.

Description

Most Form Tutors have informal conversations with their tutees about post-16 and post-
18 choices at some stage during their career. This has the potential to provide a helpful 
source of support for learners, however, how can you be sure that the advice they are 
giving is good quality, impartial and encourages autonomy? Have you ever heard a form 
tutor say, “I went to university, and it was the best time of my life”, or “don’t bother 
with apprenticeships because there aren’t any”, or “you can’t be a lawyer without going 
to university”. These statements are neither impartial, independent or accurate. This 
workshop will provide tutors (and other members of staff) with some practical guidance 
on how to ensure to that they always give good careers advice to learners.

Learning Outcomes

By the end of the session, participants will have:
• a good understanding of what constitutes good and bad careers advice
• identified how personal values and beliefs affect the quality of careers information 

and advice provided to learners
• knowledge of ethical practice in CEIAG

Methods of Delivery

Delivery will be on-line using a PowerPoint presentation and group discussion. Participants 
may be allocated to break-out rooms to facilitate group activities and reflection. The 
tutor may use small group exercises and activities, browsing of resources and sharing of 
best practice. The session will be recorded and made available for participants to revisit 
for a 6-month period.

Are your tutors providing good quality 
careers advice?
What does good and bad advice look like? 
Tuesday 14th December, 3.30 – 5.00pm
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Session tutor

The tutor for this session will be Jo Welch, Senior Career Practitioner and Level 7 qualified 
career guidance professional.

Your takeaway

All delegates will receive a copy of the Career Development Institute’s Code of Ethics and 
a checklist of what good and bad advice looks like.

Cost

Introductory cost of £39 per delegate or three sessions at £99 plus VAT.

pg. 8



Target Group

Governors, Senior Leaders, Careers Leaders.

Aim

To give participants a clear understanding of the requirements set out by OFSTED and 
the Statutory Guidance for Careers Guidance including the Baker Clause and to consider 
the required documentation associated.

Description

The amendments to the June 2021 Ofsted School Handbook and Ofsted Further 
Education and Skills Handbook (that supports the Education Inspection Framework) sets 
out some clear guidance on areas of focus in forthcoming Ofsted inspections. Ofsted also 
have a responsibility to review how schools and colleges are responding to the July 2021 
Statutory Guidance – Careers Guidance and Access for Education and Training Providers. 
With this increased scrutiny, this session will consider how to prepare for Ofsted to include 
how to ensure key documents such as the policy, programme, strategy, development plan 
and access statement are in order setting out clear intent, implementation and impact. 
The session will be practical and interactive with resources to use following the event to 
make improvements to key career-related documentation.

Learning Outcomes

By the end of the session participants will be able to: 
• identify the main requirements of the statutory duties and areas of focus from Ofsted
• understand the differences between career documentation to include strategy, 

policy, programme, development plan and access policy 
• utilise the resources to enable them to make practical steps in feeling more 

prepared for when Ofsted visit.

Methods of Delivery

Delivery will be on-line using a PowerPoint presentation and group discussion. Participants 
may be allocated to break-out rooms to facilitate group activities and reflection. The session 
will be recorded and made available for participants to revisit for a 6-month period.

OFSTED-ready audit
Assessing your current CEIAG provision 
against the requirements set out by OFSTED 
and Statutory Guidance
Tuesday 25th January, 3.30 - 5.00pm
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Session tutor

The tutor for this session will be John Ambrose, Strategic Director, Complete-Careers 
LLP.

Your takeaway

Participants attending the session will receive an editable word document providing a 
template for a robust careers policy to clearly evidence the intent, implementation and 
impact of their careers provision. 

Cost

Introductory cost of £39 per delegate or three sessions at £99 plus VAT.
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Target Group

Staff who are new to or seeking a refresh in leading, managing, co-ordinating, delivering 
or supporting careers within their learning environment. 

Aim

To give participants a clear understanding of their role within careers guidance, as well as 
to outline learning provider’s careers related statutory duties.

Description

The role of coordinating careers delivery within a learning provider is complex, involving 
several duties to fulfil the role. This course will equip participants with the knowledge, 
resources and contacts needed to make improvements to their careers provision and 
improve learners’ career potential.   

Learning Outcomes

Participants will have:
• understood their organisation’s careers statutory duties
• explored the complexity of their role within careers in their organisation
• been introduced to recommended learner outcomes for Careers, Employability and

Enterprise learning in years 7-13
• identified a range of hard copy, electronic and on-line career information resources

that will support careers delivery.

Methods of Delivery

Delivery will be on-line using a PowerPoint presentation and group discussion. Participants 
may be allocated to break-out rooms to facilitate group activities and reflection. The 
tutor may use small group exercises and activities, browsing of resources and sharing of 
best practice. The session will be recorded and made available for participants to revisit 
for a 6-month period.

Career Leaders
Everything you need to know
Tuesday 8th February, 3.30pm – 5.00pm
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Session tutor

This session will be delivered by Jenny Longstaffe, Senior Careers Practitioner and previous 
Careers Leader.

Your takeaway

Resources sheet will be available after the session, to include useful links to support 
practice. 

Cost

Introductory cost of £39 per delegate or three sessions at £99 plus VAT.
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Target Group

Tutors, Career Leaders, Careers Co-ordinators, Careers Deliverers, Careers Development 
Professionals, Progress Managers, Year Co-ordinators/Heads of Year, Mentors, Senior 
Leaders and Teaching Assistants.

Aim

To help participants understand the requirements of the Quality in Careers Standard and 
how the Complete-Careers Career Mark approach provides a useful framework to help 
them achieve the standard.

Description

The national Quality in Careers Standard is an external assessment of your career 
programme including the Gatsby Benchmarks and career learning. The Licensed Awarding 
Body Complete Careers uses the Career Mark approach to support organisation to 
achieve this. There are four components that require physical evidence to achieve the 
award: Management, Curriculum, Advice, Guidance and Support and Information. In a 
two stage assessment process an organisation completes description grids and supporting 
evidence to show how they achieve the standard. Once an assessor has reviewed the 
documentation then the learning of the students and the impact the programme has 
had on learners is assessed through direct interaction with learners in their learning 
environment. The course will help participants to understand what is required within 
their organisation to meet the national standard and have an awareness of what a Career 
Mark Assessor will be looking for to evidence the learners’ knowledge skills and attitude 
to career planning and management.

Learning Outcomes

Participants will have:
• a knowledge of the requirements of the Quality in Careers Standard
• an awareness of the Career Mark approach to achieving the Standard
• an understanding of what is required in a career guidance programme to evidence

these standards
• been introduced to some good practice career education learning outcomes
• considered what they will need to review develop, evidence and develop to achieve

the standard using the Career Mark approach
• an understanding of how a Career Mark assessor carries out a two stage assessment.

Achieve the Quality in Careers Standard 
with focus on the Career Mark approach
Wednesday 30th March, 3.30 – 5.00pm
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Methods of Delivery

Delivery will be on-line using a PowerPoint presentation. The tutor may use a range of 
methods and resources to include group work and practical activities. The session will be 
recorded and made available for participants to revisit for a 6-month period.

Session tutor

Complete-Careers LLP Partner, Operational Director, Career Mark Manager: 
Janet Hutchinson MA PGCE MA

Your takeaway

Access to PDF of PowerPoint of session and recording for 6 months. 

Cost

FREE
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Target Group

Career development professionals, including Careers Leaders, Year Group Coordinators/
Heads of Year, Tutors, Mentors, Senior Leaders, Subject Teachers and Teaching Assistants.

Aim

To promote the use of digital career literacy and social media as an essential component 
of a modern careers education and guidance programme. 

Description

Advanced technologies of modern society are significantly impacting the way the 
employment market is accessed. This requires learners to develop and utilise digital skills 
and competencies (including social media) to learn, apply for training and job opportunities 
and to plan and manage their careers. To facilitate this, careers professionals need to 
review their careers education and employability programmes to ensure they adequately 
address these developments.    

This interactive session has been designed to help careers educators and guidance 
practitioners gain a better understanding of the digital and technological elements that should 
now play an essential part in a relevant and up-to date careers programme. It provides a 
secure environment to discuss any potential barriers to implementing digital career literacy 
in a school or college setting and consider barriers to overcome these effectively.  

Learning Outcomes

Participants will have:
• identified what digital career literacy is and considered the importance of it in a

modern careers programme
• considered how we support learners to develop skills in analysing the source of

information for reliability in an era of fake news
• considered how we encourage learners to develop their digital networks and learn

digital communication skills for 21st century working
• considered the role of social media in modern day career management
• identified the importance of managing personal brands and an online presence
• explored how to implement principles of digital career literacy in a relevant

programme of learning.

Digital career literacy 
A guide to using social media in career 
planning and development including creating 
the right personal brand
Thursday 21st April, 3.30 – 5.00pm
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Methods of Delivery

Delivery will be on-line using a PowerPoint presentation and group discussion. Participants 
may be allocated to break-outs rooms to facilities group discussion and reflection. The 
session will be recorded and made available for participants to revisit for a 6-month period.

Session tutor

The tutor for this session will be John Ambrose, Strategic Director, Complete-Careers 
LLP.

Your takeaway

Participants will receive practical tips on how they can support learners to use social 
media in career planning, as well as a word version of a how-to guide in using LinkedIn so 
they can edit and disseminate with learners.  

Cost

Introductory cost of £39 per delegate or three sessions at £99 plus VAT.
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Target Group

Career Leaders, PSHE (Personal Social and Health Education) and Citizenship Coordinators, 
Career Guidance Professionals in learning organisations. 

Aim

To ensure the involvement of learners in their Career Guidance programme and personal 
Career Development to enable them to take ownership of their career learning and 
transitions through learning and work.

Description

The session looks at the potential for baseline assessments of learners and how to involve 
them in needs analysis, planning and developing required learning inputs. It also considers 
ways learners can record, review and track their career learning and provide feedback to 
ensure continuous development of the programme. 

Learning Outcomes

Participants will have:
• considered the use of baseline assessments 
• identified systems for analysis of learning need including learner input 
• learnt about ways learners can record track and review their career learning and 

development skills
• considered a range of ways to collect and use learner feedback.

Methods of Delivery

Delivery will be on-line using a PowerPoint presentation. Participants may be allocated 
to break-out rooms to facilitate group discussion and reflection. The tutor may use small 
group exercises and activities, browsing of resources and sharing of best practice. The 
session will be recorded and made available for participants to revisit for a 6-month period.

Learner Driven CEIAG
Needs analysis, learner voice and ownership 
of their career development
Tuesday 10th May, 3.30 – 5.00pm
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Session tutor

Complete-Careers LLP Partner, Operational Director, Career Mark Manager: 
Janet Hutchinson MA PGCE MA

Your takeaway

PDF of PowerPoint including links to free resources. 

Cost

Introductory cost of £39 per delegate or three sessions at £99 plus VAT.
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Target Group

Form Tutors, Teachers, Careers Leaders, Careers Assistants, Teaching Assistants.

Aim

To review and update staff members’ knowledge of technical and vocational progressions 
routes including T Levels and Higher and Degree Apprenticeships.

Description

Tutors and Teachers usually feel comfortable talking about ‘traditional’ progression routes 
involving A Levels and university. Do they feel equally as confident discussing vocational and 
technical routes with their learners? This session will explore contemporary progression 
routes that are available to post-16 and post-18 learners. There will be a focus on pathways 
such as T Levels and Higher and Degree Apprenticeships as equal alternative pathways to 
traditional ‘academic’ routes.

Learning Outcomes

By the end of this session, participants will:
• have reviewed their existing knowledge of post-16 and post-18 progression routes
• feel confident when giving career related advice and information about a range of

vocational and technical progressions routes
• feel comfortable when providing advice to students who have decided that

university is not for them.

Methods of Delivery

Delivery will be on-line using a PowerPoint presentation. Participants may be allocated 
to break-outs rooms to facilities group discussion and reflection. The tutor may use small 
group exercises and activities, browsing of resources and sharing of best practice. The 
session will be recorded and made available for participants to revisit for a 3-month period.

Session tutor

Your tutor for this session will be Jo Welch, Senior Career Practitioner and Level 7 
qualified guidance professional.

A Road Less Travelled?
Technical and Vocational Progression Routes 
at 16 and 18
Thursday 30th June 2022
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Your takeaway

Delegates will leave with a useful list of websites which they can use for their own 
knowledge and signpost their learners to. 

Cost

Introductory cost of £39 per delegate or three sessions at £99 plus VAT.
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Target Group

Careers Leaders, Careers Co-ordinators, Year 12 and 13 Co-ordinators / Heads of 
6th Form, Tutors, Mentors, Senior Leaders, Subject Teachers, Teaching Assistants and 
Career Development Professionals 

Aim

To provide Careers Leaders with an opportunity to hear from experts in the field and 
reflect on their role through exploration of topical themes following policy and research 
development

Description

The conference includes speakers and workshops. National and local practitioners will 
support you to meet your statutory duties and develop best practice. Relevant, topical 
and engaging experts in the field are selected to provide the keynote address. Each 
conference however focusses on practical support for careers leaders through expert 
sharing good practice sessions. These are delivered by Careers Leaders from a range of 
learning providers.

Learning Outcomes

Participants will have:
• received an update on the national landscape surrounding careers (to include policy,

frameworks and support available)
• been introduced to practical solutions to evidence the intent, implementation and

impact of their organisation’s careers provision.

Methods of Delivery

Keynote presentations, expert sharing best practice sessions and panel questions and answers.

Cost

There is no charge for the conference. 

Delivered by

Complete-Careers Team

Complete-Careers Annual Conference
Thursday 28th April 2022

pg. 21



Target Group

Careers Co-ordinators, Careers Deliverers, Careers Development Professionals, Progress 
Managers, Year Co-ordinators/Heads of Year, Tutors, Mentors, Senior Leaders, Teaching 
Assistants and Youth Workers. 

Aim

The aims of the course are to:
• equip participants with the knowledge and skills to help learners make informed choices
• develop the capacity of the learning provider by adopting a triage approach to career

guidance
• encourage an integrated approach to learner support and progression.

Description

The programme encourages participants to develop new face-to-face advisory skills and 
knowledge through practical application and experience and to enhance their students’ 
career planning through improved professional competence.

Learning Outcomes

By the end of the course, participants will:
• understand the importance of effective communication skills, such as questioning

techniques and active listening
• be able to use a structured interview model (Egan’s Skilled Helper Model) in one to

one working
• have practiced using career interviewing skills through role play
• understand equality and diversity in relation to career information advice or

guidance
• understand the importance of confidentiality, data protection and impartiality in

interactions with learners
• be aware of the boundaries of their role and how to make referrals to key players
• know how to agree an appropriate course of action through effective career action

planning
• understand the importance of ethical practice in relation to impartiality and

autonomy
• understand the concept of reflective practice in one to one working and how this

contributes to personal development.

Accredited Courses
Level 3 Award in Information, Advice or Guidance
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Delivery Method

This course will be delivered on-line over two days (approx. 9.30am to 3pm) by a member 
of the Complete-Careers team. Delegates are provided with all course resources including 
a comprehensive Course Toolkit and Assessment Handbook. Sessions will be recorded 
and available to delegates immediately after delivery.

Cost

£545 + VAT (per delegate) based on a cohort of six delegates
£485 + VAT (per delegate) based on a cohort of ten delegates

If you require any further information about this course, please contact 
joanna.welch@complete-careers.com

Course dates for cohort 1: 

Day 1: Tuesday 22nd February
Day 2: Thursday 10th March

Course dates for cohort 2: 

Day 1: Tuesday 14th June
Day 2: Thursday 23rd June
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Target Group

Careers Leaders/Co-ordinators, Careers Development Professionals, Pastoral Support, 
Tutors, Mentors, Higher Level Teaching Assistants and Youth Workers. 

Aim

To provide career practitioners with the knowledge, skills and the sector standard 
qualification (Career Guidance and Development Level 6 Diploma) to be able to support 
learners with one-to-one and group personal (career) guidance as well as skills to plan, 
deliver, review and improve a programme of career learning in an organisation.

Description

The Level 6 Career Development Apprenticeship is a relatively new and increasingly popular 
entry route into the careers profession to become a Registered Career Development 
Professional.  It is a route that for most is free of charge through the apprenticeship levy.  
Our approach is specifically aimed at supporting schools and colleges to combine both the 
role of Careers Leader and Careers Guidance Professional in an organisation.  The course 
is delivered via a blended learning approach with 12 live delivery sessions and monthly 
group tutorials.  The course will follow the OCR Career Guidance and Development 
Level 6 Diploma, as well as the broader specifications of the Apprenticeship.

OCR Units

By the end of the course, participants will have completed the OCR Career Guidance 
and Development Level 6 Diploma and have achieved the following units:
• Preparing to Work in the Career Development Sector (unit 1)
• Reflect on and Improve Professional Practice (unit 2)
• Career Guidance and Development Theories and Models (unit 3)
• Agree the Purpose of Client-centred Career Interactions and Maintain 

Communication with Clients (unit 4)
• Explore and Agree the Career Guidance and Development Needs of Clients (unit 5)
• Use Career-related Information with Clients (unit 6)
• Work with Other Agencies for the Benefit of Clients and own Organisation (unit 7)
• Source, Evaluate and use Labour Market Intelligence (LMI) with Clients (unit 9)
• Lead and Manage Career Development Work (unit 17) AND/OR:
• Plan and Design Career-related Learning Programmes  (unit 19)

In addition, candidates will be required to meet the extra requirements of the 
Apprenticeship to pass their End Point Assessment.
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Our Unique Approach to the Career Development Apprenticeship

• Designed by careers and education professionals for schools and other education 
providers.

• Hybrid qualification for both careers/personal guidance and careers leadership.
• Candidates receive a certificate in careers leadership, as well as a qualification in 

careers guidance.
• Candidates also receive accredited qualifications in Level 2 Safeguarding, Prevent & 

British Values.
• Delivery combines face-to-face training, residentials, live online learning, distance 

learning plus peer and tutor support.
• Participants learn with others in comparable/complimentary roles, providing peer 

support, knowledge and ideas transfer.
• Supports quality assurance of careers programmes creating evidence for Ofsted, 

Matrix and the national Quality in Careers Standard.

Cost

Schools and Colleges can use their apprenticeship levy funds for the full amount of this 
course, meaning it is therefore available at no cost. 

Duration

This is an 18 month programme up to End-Point Assessment of the Apprenticeship.

Dates

There are two entry points onto the Apprenticeship each year: 
• June
• October

If you require any further information about this course, please contact 
joanna.welch@complete-careers.com
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Complete-Careers LLP is working in partnership with Futures Professional 
Development Centre as the assessment centre to provide the QCF Level 6 Leadership 
in Careers and Enterprise course.

Careers Guidance is a key theme in OFSTED’s Inspection Framework for schools and 
colleges, and with the arrival of the updated Statutory Guidance for Career Guidance in 
July 2021, your organisation’s careers programme is of central importance.

Our QCF Level 6 Leadership in Career and Enterprise course is specifically designed 
for those who are responsible for, or contribute to, careers programmes in schools and 
colleges. Participants will work towards the following QCF Level 6 OCR units:
• Plan, design and improve your career programme
• Develop the knowledge and skills to lead and manage career learning and

progression in your organisation
• Critically assess careers programmes against quality standards.

The course consists of three stimulating and thought provoking training days led by 
Complete-Careers LLP careers guidance specialists, which will enable learners to 
develop their knowledge and skills by:
• increasing understanding of careers guidance policy and practice
• identifying the rationale and key components of career programmes in schools and

colleges
• gaining a comprehensive understanding of how to lead and manage careers guidance

in schools and colleges effectively
• reviewing and developing their programmes of careers guidance
• evaluating and quality assuring careers guidance programmes

Ideal candidates for the course include:

• careers leaders in schools and colleges
• teachers and others involved in careers work
• careers advisers working in schools and colleges

pg. 26

Accredited Courses
QCF Level 6 Leadership in Careers and Enterprise



What our candidates have said about this course

‘It has been a pleasure to take part in this learning and it has encouraged me to explore further 
learning to support my role in CEIAG. Thank you.’ 
Alison Bingham, Bulwell Academy

‘Inspirational and rewarding experience, I look forward to continuing my studies towards my 
Level 6 qualification. Great organisation and planning by Liz Walters and Tracie’ 
Fiona Farmer, Toot Hill Academy

‘I thoroughly enjoyed the course and have found it very useful and reassuring to know that our 
careers and employability strategy is up to date and based on all of the relevant research and 
guidance. The opportunity to work with colleagues in similar roles at different schools across the 
city was also a valuable experience. Thank you’ 
Sian Gresswell, Greenwood Academies Trust

On completion of the 3 units, candidates will be entitled to apply for the Careers 
Development Institute ‘Certificate in Careers Leadership’.
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To find out more go to the Futures Advice website or contact Liz Walters 
on 0115 9601287

Course dates for cohort 1: 

Day 1: Thursday 27th January, 09:30 - 16:00
Day 2: Tuesday 8th March, 09:30 - 16:00
Day 3: Tuesday 26th April, 09:30 - 16:00

Course dates for cohort 2: 

Day 1: Thursday 17th March, 09:30 - 16:00
Day 2: Thursday 5th May, 09:30 - 16:00
Day 3: Tuesday 14th June, 09:30 - 16:00



• Fees for masterclasses and courses must be paid on booking. You will be emailed a
booking form/registration form and an invoice at time of booking. All invoices must
be paid in line with Complete-Careers LLP payment terms. If you have any questions
regarding payment of invoices, please contact admin@complete-careers.com

• Cancellation charges apply to all masterclasses. If you do not provide a minimum of
seven working days’ notice of your intention to cancel, you may be charged the full
amount for any place/s booked.

• If you have purchased a guidance package from Complete-Careers or are a Career
Mark member, you are entitlement to a loyalty discount of 10% on all masterclass and
course fees.

• The introductory prices quoted in this brochure relate to the masterclasses only.
Each masterclass is priced at £39 per delegate. If you or your organisation books
three masterclasses (this can be three different masterclasses or three delegate places
on the same masterclass) you will receive all three masterclasses for £99.

• Our masterclass sessions require a minimum number of participants to run. If we
do not receive sufficient interest in a particular session, it may be cancelled. We will
provide a minimum notice period of two weeks of any cancellation.

• If you have learners in your organisation that meet the Uni Connect (previously
National Collaborative Outreach Programme) criteria you may be able to receive
financial support towards our course/s. Please contact your local Uni Connect office
for more information: https://www.ofsuniconnect.org/our-locations/
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HOW TO BOOK A COURSE 
OR MASTERCLASS WITH 
COMPLETE-CAREERS
If you would like more information about any CPD sessions or courses mentioned in 
this brochure, would like to discuss bespoke training needs for your organisation, or 
book any of our courses or masterclasses please contact admin@complete-careers.com 

Please consider this document alongside the Complete-Careers list of services which 
can be found here: 
See how we can help your career at Complete Careers. (complete-careers.com)

Please note before booking:

https://complete-careers.com/services/



