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HERE TO HELP





Information, Advice & Guidance (IAG) Policy and Procedure

eTraining Ltd. is committed to ensuring that all learners have access to high quality, impartial and enabling Information, Advice and Guidance (IAG) to enable them to make informed decisions, develop as individuals and achieve their full potential.  We embed the eight Gatsby Benchmarks within our learning programs and have been awarded the Matrix Mark in recognition of our commitment to this.
For the purposes of this policy the term IAG is used as an umbrella term to denote a range of guidance activities and processes.

The following definitions have been used:

Information – Information is data on opportunities conveyed through different

methods including face-to-face contact, written/printed matter, telephone help lines, ICT software, and websites.

Advice – this involves:

· helping a learner understand and interpret information

· providing information and answers to questions and clarifying

misunderstandings

· understanding their circumstances, abilities and targets

· advising on options or how to follow a given course of action

· identifying needs – signposting and referring learners who may need more

in-depth guidance and support.

Advisory work is usually provided on a one-to-one basis but may also be in groups.

Guidance – aims to support learners to:

· better understand themselves and their needs

· confront barriers to understanding, learning and progression

· resolve issues and conflicts

· develop new perspectives and solutions to problems

· be able to better manage their lives and achieve their potential.

Guidance may also involve advocacy on behalf of some learners and referral for

specialist guidance and support. This involves more in-depth one-to-one work by

guidance trained staff.

It is eTraining’s policy to deliver our service adhering to the following principles:
· making learners and stakeholders aware of our IAG service

· providing impartial, responsive, friendly and appropriate IAG services to our learners

· being accessible and visible to our learners and addressing their needs

· ensuring that staff delivering IAG are professional and knowledgeable

· services meet the relevant quality standard for learning and work

· all learners have equal access to our services

We are committed to providing a confidential service to our customers and will handle information in compliance with the General Data Protection rules, only sharing it within the organisation where appropriate.  We recognise that on rare occasions it may be necessary to break the basic rules of confidentiality where a safeguarding issue may indicate that the safety and rights of an individual are seriously at risk. 

The following procedure will relate to all learners 

IAG Procedure

· the assessor explains to the learner about Information Advice and Guidance prior to or at Induction and the Induction booklet is to the learner
· the learner completes the initial assessment including risk assessment and their individual learning plan is created

· review of initial IAG requirements & learners feelings relating to the success of the identified actions at each progress review
· record progress against IAG objectives

· record additional support required, referrals made and changes agreed
· advise learner of the next steps, services and issues contact details

· discuss possible progression routes

· discuss learner career objectives & how they may be achieved

· the learner is given handouts of useful contacts
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