January 2009
Signposting Policy
1.
Within the boundaries of our role, we recognise that we are not always able to meet all the needs of our clients.  When this occurs, we will attempt to identify alternative, appropriate provision for our clients and signpost them to that provision.

2.
Signposting could include:

· Other Oxford Brookes University Services, including Counselling Service, Student Union Advice Centre, International Students Advisory Service, Disability Team, Mature Students Adviser, Academic Management Office, Financial Aid Office

· Other University Careers Services

· Other IAG providers in our region or elsewhere
· Other sources of information e.g. other libraries, including University Libraries
· Job Centre Plus
· Specialist support services such as CAB, welfare rights

3.
For signposting to be effective, Careers Counsellors, Information Staff 
and Reception Staff need to have appropriate knowledge and 
understanding of the client’s situation.  In addition, they need to have 

up-to-date knowledge and understanding of the organisation or service being signposted to.

4.
It must be remembered that the client is responsible for making their own 
arrangements when signposting is suggested.

5.
If signposting is appropriate clients will be advised of this as part of the

interview.  In this situation, no confidential information is passed to another agency without the express permission of the client.  Any information shared with another agency will be subject to current legislation.
6.
To assist clarification and effectiveness, clients will be advised of:

· The reason for signposting/referral 

· What specialist help or expertise may be offered by the other service

· What they need to do 

· Any continuing responsibility or involvement by Careers Centre staff

7. 
Signpostings meet the standards of the University Equal Opportunities Policy.
· No signposting or referral will be made unless it is judged to be within the clients best interest.





































