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1. Introduction 
Many of the University College of Estate Management’s (UCEM) students are in 
employment fields directly related to the qualification that they are studying towards. Much of 
the careers guidance is therefore targeted at students already within employment but may 
want careers advice to help them achieve a promotion, make more of a successful impact at 
work or help them to deal with the risk of redundancy. However, careers guidance and 
support is available to all students, to assist at all stages of a student’s career, and enable 
students to have the information they need to make informed decisions. 

2. Aims 
The aims of the careers policy are to ensure that: 

 Students have access to appropriate Career Education, Information, Advice and 
Guidance (CEIAG). 

 Students are provided with opportunities to develop their career related knowledge and 
skills. 

 The knowledge, skills and understanding acquired through UCEM courses are linked to 
career development. 

 To work in collaboration and partnership with external agencies and organisations, both 
nationally and internationally. 

 CEIAG provision takes into account the diversity of the student body with supplementary 
advice available to students that have additional requirements.  

3. Provision 

3.1 Prospective students 
Prospective students have access to: 

 Information advice and guidance (IAG) on which programme to choose based on their 
education and work place goals from the Admissions Team, Programme Leaders and 
the Careers Adviser.  

 Information within the prospectus about career opportunities for each programme.  

 A list of careers opportunities shown on the website in the ‘UCEM Job Shop’. 

 Links to relevant professional bodies through the UCEM website. 

3.2 Current students 
Students studying with UCEM have access to: 

 E-guidance provided by an independent professional careers consultant.  

 A resource of careers profiles and career goal web pages on the VLE. 

 The UCEM ‘Job Shop’. 

 Programme curriculum that is designed to enable students to develop their employability 
and transferable skills identified in individual programme specifications in addition to 
skills which relate to the professional application of the subject being studied.  
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3.3 Alumni 
Graduates and alumni of UCEM have access through the alumni site to: 

 A range of networking, social and professional development events and seminars. 

 Exclusive Alumni discounts on continuing professional development and training options. 

 Careers information through online resources. 

 Careers advice through an e-guidance facility available up to 3 years after graduation 
through the alumni website. 

3.4 Impartiality, confidentiality and data 
protection 

UCEM provides students with confidential and impartial advice.  

Any information gathered by UCEM relating to CEIAG complies with the terms of the Data 
Protection Act 1998 and the UCEM’s Privacy Policy.  

The UCEM Careers Adviser retains information related to student enquiries in order to be 
informed when responding to subsequent enquiries by the same student. This information is 
disposed of confidentially three years after completion of the course. 

UCEM also works in accordance with the Association of Graduate Careers Advisory 
Services (AGCAS) code of practice. The coaching and guidance process is confidential, and 
UCEM makes this clear to everyone that receives any careers coaching, advice and 
guidance. UCEM does not pass on personal information without the individual's prior 
permission.  

3.5 Scope of service 
When offering CEIAG, UCEM is sensitive to the different employment situations of its 
students. The majority of the UCEM’s students are studying whilst in full time or regular part-
time employment, and a large percentage of these students are sponsored by their 
employer. For this reason, whilst UCEM is committed to offering CEIAG to its students, it 
does not aim to provide a full careers advisory service. 

The Careers Adviser provides the main source of information and guidance to UCEM 
applicants, students and alumni. Whilst academic staff are able to advise applicants, 
students and alumni on the most appropriate programme for their career path, they are not 
qualified Careers Advisors. Therefore all detailed enquiries (such as relating to advice on a 
CV) will be answered by the Careers Adviser.  

Students that require additional detailed careers advice and information about job vacancies 
are referred to the appropriate external providers via the appropriate careers coaching 
guides.  

Students need to be realistic about the service available and need to take responsibility for 
their own career plans. The guidance is there to coach/facilitate them in making progress 
with their goals.  

3.6 Equal opportunities 

UCEM is committed to a policy of equal opportunities. This means that no one is treated 
differently for reasons of gender, age, ethnic or national origins, colour, religion, sexual 

orientation, gender identification or disability. 



UCEM Code of Practice  

 

© UCEM 16/09/2015 V 4.00 

Page 3 of 4 

3.7 Students with additional requirements 
UCEM is happy to take reasonable steps to accommodate the needs of students with 
disabilities or additional requirements who may otherwise find it difficult to access the CEIAG 
services provided by UCEM. For example, UCEM can provide information in alternative 
formats, for details please refer to the Disability and Special Needs Policy.   

 

4. Management 

4.1 Resources 
Student Services has principal responsibility for providing and monitoring CEIAG provision at 
UCEM. 

All staff and consultants involved in delivering CEIAG for UCEM are appropriately qualified 
and additional training may also be provided along with opportunities to obtain relevant 
professional qualifications.  

UCEM makes every effort to learn from the skills and experience of its graduates and 
therefore uses the alumni network to support existing students with CEIAG. This enables 
UCEM to provide students with the most up to date picture of a continually shifting labour 
market and also helps facilitate networking.  

UCEM has close links with many employers and professional bodies and the CEIAG benefits 
as a result.  

4.2 Monitoring, evaluation and review 
All CEIAG provision is subject to UCEM’s quality assurance procedures and also works 
within the national matrix standard achieved by UCEM on its student support services.  

UCEM ensures that CEIAG provision provided meets the requirements presented in the 
QAA guidelines. The e-guidance provider is also kept up to date by AGCAS and other 
professional organisations and meets the professional requirements of that organisation.  

There are procedures in place for current students to feedback to UCEM on its careers 
provision. Students can do this through the annual i-graduate survey, have your say area on 
the VLE, student representatives and to the Careers Adviser. Alumni can feedback via the 
alumni relations team. 

Data reports are captured on the use of the UCEM Job Shop, to allow the service to be 
monitored. 

The careers policy is subject to regular review in line with UCEM’s rolling programme of 
policy review.  

4.2.1 Complaints 

UCEM is committed to ensuring that all students receive appropriate information, advice and 
guidance on careers. However, if any student is unhappy with the service received they have 
the right to complain. A copy of the Complaints procedure is made available on the UCEM 
website and VLE, or can be provided on request.  

 

http://www.cem.ac.uk/uploadedFiles/About_Us/College_policies/Disability%20and%20Special%20Needs%20Policy%20.pdf
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Appendix A Related policies 
 

This policy should be read in conjunction with: 
 
Association of Graduate Careers Advisory Services (AGCAS) Code of Practice 
http://www.agcas.org.uk/pages/codes-of-practice 
 
Careers Statement of Service 
 
Complaints Policy  
https://www.ucem.ac.uk/wp-content/uploads/2016/03/UCEM-Student-Complaints-Policy-
and-Procedure.pdf 
 
Disability and Special Needs Policy 
 https://www.ucem.ac.uk/wp-content/uploads/2016/03/UCEM-Code-of-Practice-Disability-
and-Special-Educational-Needs.pdf 
 
Data Protection Act 1998 http://www.legislation.gov.uk/ukpga/1998/29/contents 
 
Privacy Policy https://www.ucem.ac.uk/about-ucem/ucem-policies/privacy-policy/  
 
QAA UK Quality Code for Higher Education Provision. Chapter B4 Enabling Student 
Development and Achievement. 
 
Student Charter 
 

Appendix B Benchmarked policies 
 

1, Open University (2013) Careers Statement of Service 
http://www.open.ac.uk/students/essential-documents/our-statements-of-service 

2. University of Reading (2010) Policy on Career, education, information and guidance 

 

 

Signed by Chair’s Action: ………………………………………………… 

    Ashley Wheaton 

    Chair of the Academic Board 

 

Date:    ………………………………………………… 
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