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Quality Assurance for Information, Advice and Guidance (IAG) Policy
Procedure

· IAG is reviewed regularly through our quality systems and/or processes including file checks, observation on Tutors/Assessors, one to one intervention and 4 week/12 week reviews. The Centre Manager signs off on each learners contact, planning and feedback sheet to ensure that an appropriate level of IAG has been offered and if there is any information that the centre needs to be aware of. All apprentices and employers are made aware of the EPA (End Point Assessment) before and during enrolment.
· The Centre Manager has a risk register that is consistently and regularly updated of learners who require additional support due to a learning difficulty, health problem and/or disability. This can also be logged on the learners note section of their OneFile portfolio as well as contact, planning and feedback (CPF) sheets and/or reviews. As learners needs and/or support changes over their program the risk register is appropriately updated to reflect this. Additional support of learners is discussed at staff meetings. 

· The Centre Manager will quarterly review learners start, middle and end evaluation forms. This data is analysed and feedback to the team in team meetings and/or supervisions for good practice and areas of development/improvement. We also encourage learners to complete testimonies on social media and our website of their experience.

· An accessible complaints procedure is on OneFile resources and the company’s website to ensure learners are aware of how to raise a concern and/or make a complaint. 

· OneFile courses are regularly updated, created, and assigned to each learner to complete regardless of their program and/or diploma to ensure they are provided with high quality information, advice and guidance that can stretch and challenge their knowledge, skills, and behaviours. 

· Excell for Training Limited annually completes a Self-Assessment review (SAR) which informs a Quality Improvement Plan (QIP) which covers how we plan to continue to develop our information, advice, and guidance services to learners. 
· Excell for Training Limited make IAG accessible using social media posts, emails, letters, phone calls and using the OneFile system. Announcements can be sent on OneFile to every learner to provide them with relevant information, advice and guidance. 
Where There are Concerns
1. If concerns are raised the manager will:
a. Meet with the learner and/or employer and discuss information, advice and guidance referrals and/or signposting, where necessary

b. Agree a target for improvement and set a date on which to review the situation informally/formally.
c. Contact professionals to seek additional help, support and advice and present this information to the learner.
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