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1. INTRODUCTION

The Secretary-General received a mandate to prepare a document concerning Careers Guidance (i.e. in general, in year 5, and in years 6 and 7) for the October meeting of the Joint Teaching Committee. The objective is to: 

· clarify the current set of rules and decisions; 

· allocate the Careers Guidance resources amongst the schools in a duly justified way;

· give instructions to the schools concerning the remuneration of the careers guidance teachers 

· present guidelines concerning the processing of higher education applications. 

The Board of Governors decided in April 2011 that the processing of higher education applications should be funded by a fee, paid by each European Baccalaureate candidate. 

In the 2010-2011 school year, the careers guidance teachers had timetable reductions amounting to 78 periods. This was reduced to 50 periods for the 2011-2012 school year, pending the final outcome of the reform of the Careers Guidance organisational arrangements, which will be discussed at the October 2011 meeting of the Joint Teaching Committee.
2. BACKGROUND 
Careers guidance is an essential part of education and particularly so in the European Schools, given the complexity of the choices available and the fact that a significant number of students are not educated in their country of origin. European School students have considerable educational mobility. They and their families require advice and support when making subject choices in secondary years 3 and 5, and our years 6 and 7 students need to receive accurate and up-to-date information about higher education opportunities. In many cases the careers guidance teachers have to process the applications for higher education.
Every European School has its own student population with specific needs. That is the reason why it is essential that the schools should be able to decide at local level how Careers Guidance is organised. 

3. GENERAL DUTIES UNDERTAKEN IN CAREERS GUIDANCE:
· Organise the delivery of the Careers Guidance programmes.
· Provide careers-related advice to individual students, groups and classes in all years, especially years 2 and 3.
· Provide careers-related advice and information for parents.

· Collate, filter and pass on information from institutions and employers to students and parents.

· Raise awareness of the European Schools and European Baccalaureate amongst relevant institutions and employers.

· Maintain contact with national careers advisers and help students to use available resources in the teacher’s country.

· Organise and update careers information and resources.

· Liaise with colleagues and school management.
Schools will be entitled to a one-period timetable reduction per language section in the secondary school. The Director can then decide how the timetable reduction periods are allocated in his/her school according to needs and the work actually carried out by the different careers guidance teachers.

	CAREERS GUIDANCE TIMETABLE REDUCTIONS  2010 - 2013

	 
	Periods 2010-2011
	Secondary School Population 25.9.2011
	Periods 2011 -2012
	Proposed periods 2012 - 

	
	
	
	
	

	Alicante 
	3.33
	554
	2
	 4

	Bergen 
	2
	320
	2
	 3

	Brussels I 
	16.5
	1735
	8
	 8

	Brussels II
	12
	1694
	8
	 8

	Brussels III
	14.85
	1792
	8
	 6

	Brussels IV
	0
	190
	 
	 

	Culham
	2.65
	447
	2
	 3

	Frankfurt 
	2.25
	542
	2
	 4

	Karlsruhe 
	1.65
	523
	2
	3

	Luxembourg I
	14.45
	2287
	8
	 9

	Luxembourg II
	0
	0
	 
	 6

	Mol
	2
	451
	2
	 4

	Munich 
	4
	1003
	4
	 5

	Varese 
	3.15
	722
	2
	 5

	TOTAL
	78.83
	12260
	50
	68


4. DUTIES IN YEAR 5
The Director of the school should ensure that each student in year 5 receives Careers Guidance according to the official Careers Guidance programme.  The careers guidance teachers should:

· Deliver the year 5 programme up to a maximum of 16 periods.

· Explain the subject choices available in years 6 and 7 in the European Schools.

· Explain the consequences of subject choices for the European Baccalaureate.

· Explain the consequences of subject choices for higher education and subsequent   careers. 

· Develop students’ ability to engage in decision-making, self-assessment and reflection.

· Provide individual guidance to students in year 5 in making their subject choices.

· Explain all of the above to parents at a parents’ evening and provide follow-up information and guidance. 
· Make students aware of the world of work through activities such as Work Experience programmes.

The careers guidance teachers delivering the programme according to the plan approved by the Director of the school are paid overtime for their extra work, up to a maximum of 16 periods. 
5. DUTIES IN YEARS 6 AND 7
The Director of the school should ensure that each student in years 6 and 7 receives Careers Guidance according to the official Careers Guidance programme. The careers guidance teachers should:

· Deliver the programmes years 6 and 7 up to a maximum of 8+8 periods.

· Explain the European Baccalaureate - structure and assessment. 
· Develop study skills - planning for study/time management, revision and preparation for examinations 

· Provide information on higher education in Europe - options and trends. 

· Raise awareness of the world of work. 

· Facilitate information retrieval
· Advise students on how to prepare a curriculum vitae and letters in support of applications.
· Prepare students for interviews. 

· Liaise with parents about higher education.

· Liaise with external careers experts from EU member states.

· Develop contacts with higher education institutions.

· Develop personal reflection through careers awareness activities.

The careers guidance teachers delivering the programme according to the plan approved by the Director of the school are paid overtime for their extra work, up to a maximum of 8+8 periods. 

6. HIGHER EDUCATION APPLICATIONS
The European Baccalaureate enables students to gain entry to higher education in the EU member states and beyond. Students who go on to higher education require individual advice and documentation for their applications. The school is responsible for this task and in many cases the careers guidance teachers carry out the work of organising and supervising the applications for the students. 

Higher education applications, often to more than one country and institution, are frequently complex and time-consuming. They require one-to-one interaction with students and their parents, involving extensive support. As a result, careers guidance teachers need to devote considerable time and energy, in addition to their normal teaching duties, to provide the level of support necessary. 
In practice, for each language section, careers guidance teachers
· Provide help with higher education applications. 

· Organise and supervise the application processes, giving advice on courses and higher education institutions, deadlines, tests, submission of applications, and liaise with national careers advisers.
· Provide guidance and information to the students concerning the entry requirements for these institutions, including tests, interviews and specific work experience.
· Deal - often directly - with institutions, providing any necessary interpretation of the European Baccalaureate for higher education.
· Where references are required, oversee the process of 
· Collecting information about the students by coordinating with colleagues

· Writing, editing and approving references.

According to the April 2011 decision of the Board of Governors, each European Baccalaureate candidate should pay a fee to cover the costs related to processing of the higher education applications. 

The fee collected is used to grant annual timetable reductions or remuneration in the form of overtime pay for the careers guidance teachers processing higher education applications according to the Annual School Plan.
7. REVISION OF THE PROGRAMMES

The Working Group will review and, where necessary, update the official programmes for years 5, 6 and 7, and prepare a pilot programme for years 2 and 3.
8. FINANCIAL IMPACT 

It is proposed that schools should be entitled to have a one-period timetable reduction per language section in the secondary school. The financial impact of this proposal would be 59.220 euro (+ social charges) in relation to the 2012 budget.

The periods delivered by the careers guidance teachers will be paid as overtime, as is already the case. They would be paid only for the extra periods needed for the delivery of the Careers Guidance programme in years 5, 6 and 7 in accordance with the plan approved by the Director of the school.
According to the April 2011 decision of the Board of Governors, each European Baccalaureate candidate should pay a fee to cover the costs related to processing of the higher education applications. It is proposed that the administrative fee should be 160 euro for the 2013 Baccalaureate. If there were 1500 candidates, that would generate additional revenue of 240,000 euro to be used to pay careers guidance teachers processing higher education applications according to the Annual School Plan.
9. Opinion of the Joint Teaching Committee

At its meeting of 6 and 7 February 2011, the Joint Teaching Committee scrutinised the Careers Guidance document. 

The Joint Teaching Committee expressed a favourable opinion on the document, although the representatives of Interparents and students opposed the decision made by the Board of Governors in April 2011 to collect an administrative fee to pay the cost related to the processing of higher education applications. A financial sheet will be prepared for the Budgetary Committee in order to show the way the collected fees will be used.
The representative of the Commission opposed the proposed increase to 18 periods in the timetable reduction for Careers Guidance teachers. 

The Joint Teaching Committee is bringing this document to the Budgetary Committee’s attention and invites it to recommend adoption by the Board of Governors.

10. Opinion of the Budgetary Committee
The Budgetary Committee expressed a favourable opinion on the document and on the proposal to set at €160 the administrative fee to be paid to cover the costs related to processing of the higher education applications for the 2013 Baccalaureate. 

Interparents and the Irish and Spanish delegations proposed that the fee should be paid only by those students who would use the service.

The representative of the Commission opposed the proposed increase to 18 periods in the timetable reduction for Careers Guidance teachers. 

 

11. Proposal
The Board of Governors is invited to approve:  

1.  a one-period timetable reduction per language section in the secondary school for the performance of careers guidance duties. 
2. the setting at €160 of the fee which all year 7 students are required to pay to cover the costs related to processing of higher education applications.
ANNEX 1

FINANCIAL SHEET

In the School year 2007-2008 a study was made to analyse the time needed to process the higher education applications of the 7th year students.

In 2007-2008 there were in total 1360 European Baccalaureate candidates. They asked the schools to process 2016 applications for higher education. The total amount of periods used by Careers Guidance teachers to process these applications was 3473 periods. In average the processing of one application took 2.55 periods per student. The cost for processing one application would have been 2.55 x 60.80 euro = 170.34 euro/application using the overtime payment rate per period (66.80 euro).

The following simulation is made based on the 1450 students who received European Baccalaureate in July 2011. 

	Simulation 2010/2011
	Costs
	Income

	BAC Students
	1450
	 

	Fee/student
	 
	160,00  €

	Application processing periods/student
	2.5
	 

	Total periods
	3625
	 

	Cost of period *
	66.80  €
	 

	Total
	242,150.00  €
	232,000.00  €


* 66.8 euro = a typical local overtime rate in 2010 per period
If all the 1450 students would have paid 160 euro as an administrative fee, that would have brought an income of 1450 x 160 euro =  232,000 euro.

If every student would have made one application for the higher education, that would have generated a total cost of 1450 x 2.5 periods x 60.80 euro =  242,150 euro.

The requested 160 euro/student fee will more or less cover the application processing expenses in the case each student makes only one application.  According to the study made in 2007-2008, Careers Guidance teachers have to often process several applications by student.  
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