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Policy statement

The primary aim of the Information Advice and Guidance and Careers (CIAG) policy is to support all
learners and stakeholders at WS Training Ltd to make informed career choices by delivering CIAG
service on an individual basis at appropriate stages of the learner journey, which enables them to
flourish. This policy is directive for all stakeholder interventions.

Policy scope

The scope of this policy is focussed on a companywide ethos to uphold high-quality IAG and CIAG
with all stakeholders.

Policy details

WS Training will provide information advice and guidance (IAG) to every learner, employer,
parent/carer at key stages but not limited to:

¢ High-quality IAG and CIAG to support applicants with high-quality information before
embarking on any learning programme

e Be transparent in our CIAG offer to ensure we are committed to careers for all

e Ensure all staff are suitably trained to identify and address learner needs

Provide information to enable learners to make informed decisions about learning and

careers, as well as personal and social aspects

Promote high achievement among all learners

Support progression into employment and/or further learning and training for all learners

Raise aspiration and broaden learners’ career options

Benchmark against the Matrix quality mark and ensure that CIAG services exceed best

practice recommendations of the framework

e Provide supported employment opportunities for Supported Interns

WS Training recognises that every member of the team provides IAG and CIAG in different
situations. Processes employed by WS Training Teams can include but are not limited to.

Education

The Supported Learning Centre employs a dedicated team of Careers Advisors who are qualified
at Level 4, to provide CIAG for all learners and stakeholders. IAG and CIAG is planned and
provided at onboarding, initial, mid and exit stages of learning programmes. WS Training will also
provide learners with a minimum of two interventions with a Careers Advisor to agree next steps
and career planning.

We recognise that IAG and CIAG can occur naturally at the centre and progress from the
information collected by progress reviews, teaching and learning sessions, surveys, and
stakeholder feedback.

The Student Support team work in a personalised way to provide learners, parents, carers, and
stakeholders with current IAG, annual reviews of EHCPs and supported learner conduct.

Skills

Information advice and guidance provided to learners and Apprentices from the age of 16-years
will be planned, to ensure informed decisions are made at all stages of adult learning programmes
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and Apprenticeships. WS Training provides relevant professional development for staff to be
gualified at Level 2 as a minimum requirement.

IAG and CIAG is fluid, and we recognise that IAG and CIAG can occur naturally at the centre and
progress from the information collected by progress reviews, teaching and learning sessions,
surveys, and stakeholder feedback.

Leaders and managers will facilitate IAG with stakeholders by hosting keep in touch meetings to
discuss service level agreements. Enrichment learning and careers are a focus of delivery to
prepare learners to career and professional development.

Recruitment

IAG is a natural stage of the onboarding procedures with all stakeholders. WS Training stives to
provide high-quality IAG to support stakeholders to make informed decisions at initial stages.

WS Training will showcase IAG at scheduled events in schools and other promotional events to
promote the services available. WS Training reserves the right to allocate key representatives
from each department to implement IAG at external events.

WS Training works with feeder schools and local authority to provide learning opportunities for
Vocational Studies, Study Programme and Supported Internships.

Recording IAG
IAG is recorded in a diverse range of formats which includes but is not limited to:

Initial IAG at application/proposal stages
Career Planning

Curriculum planning

E-portfolios

Keep in Touch Meetings & CIAG Keep in Touch interventions
Management Information Systems
Minutes of meetings

Monthly structured learning

My Concern, My Voice & My Confide
Onboarding and proposal documentation
Progress reviews

Scheduled events

Student Support — Annual EHCP Reviews
Standard Operating Procedures

IAG for staff

WS Training provides frequent, rich IAG to staff during business operating fundamentals. In
addition to this staff are supported by:

e Employer Assistance Programme — Health Assured is provided to all staff to provide current
IAG

e My Confide — A platform used to communicate potential concerns and plan relevant
interventions

e Frequent one-to-one support from leaders and managers
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Stage

CIAG Service

Resources

Recruitment & Selection

As part of the onboarding
process to assist applicants in
making the right choice of
employment/training options and
referring applicants who do not
currently meet eligibility and/or
entry requirements to the most
appropriate service/learning
institute.

WS Training promote
programmes to potential
applicants, parents/carers, and
employers

WS Training Learner handbooks

Apprenticeship Vacancies job
description

Website

WS Training works in
collaboration with feeder schools
to explore routes into study
programmes, supported
internships and apprenticeships

School open day and careers
services

Partnerships with Local Authority
& BASE

Taster sessions and Tours

Individual interviews to ensure
suitability and eligibility, provide
CIAG on career and learning
options and explain the stages of
the recruitment process

Interview records

Prior attainment tables and skill
scan

Applicants who do not meet the
entry/eligibility requirements are
provided with details of relevant
external agencies

Applicants who do not
successfully complete the initial
assessment process are
provided with details of relevant
external agencies

Referral details

Learner file, including barriers to
learning, prior learning,
diagnostics, and apprenticeship
agreement.

Referral details

Enrolment & Induction

By use of robust initial
assessment to agree appropriate
individual learning plans

Learner Induction to agree terms
of training, kit list and discuss
health & safety requirements.

Induction handbook
Induction Padlet
Skill Scans

Employment Rights and
responsibilities

ERR and PHSE Curriculum
Service Level Agreements

Curriculum Planning & Milestone
Tracker to provide information of
course content.

CIAG Padlet — to provide
information on possible
progression.

PSHE Unit

Skill Scan revisit with
occupational expert
(Apprenticeships)

PHSE calendar shared with
100% learners

PSHE Units within Learning
Assistant

Screening for neurodiversity and
learning preferences.

WS Training assessment of
additional needs
EHCPs

Day one of learning is
standardised to ensure all
learners have the same
experience at starting point which
is defined by level of course
undertaken.

Standardised learning materials
Day one learning — Padlet
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Stage CIAG Service Resources
Teaching, Learning & Teachers and assessors provide | Caseload reviews
Assessment guidance to learners on

Providing ongoing guidance that
gives learners the best
opportunity to complete agreed
learning plans

educational and social matters
and on their further education
and future careers, providing
information on sources of more
expert advice.

Provide appropriate and ongoing
guidance that gives learners the
best opportunity to complete the
agreed qualifications.

Learners benefit from a quarterly
CIAG newsletter to provide up to
date information on next steps
and opportunities.

Supported Interns are provided
with a Job Coach and ample
work experience which guides
them towards employment after a
period of supported employment

Assessment plans/ Milestone
Trackers & tracking

E-Portfolio progress and
feedback

Support for the talented and able

Support for learners with learning
difficulties and/or disabilities

Laptops/tablets for useful web
links for more expert advice and
guidance.

CIAG newsletter
Bi-annual WS Training Ltd
Careers conference

Job Coach and work placement

Reviewing progress
Monitoring progress at regular
interviews to intervene and
provide CIAG where appropriate
to remain on track to achieve.

Learners regularly review their
progress toward achieving their

short-and-long-term-career goals.

Managers gather feedback from
employers, tutors/assessors, and
E-portfolio to carry out progress
reviews. Action plans are agreed
and an opportunity for the
learners to reflect on their training
to date and request any further
CIAG. Pastoral support and
guidance.

Career’s advisors plan sessions
to mentor learners in readiness
for preparing for life and work.

Progress reviews

Mentor collaboration

Mentor induction and training

Satisfaction surveys

Meetings with Careers Advisor by
appointment

Achievement & Progression
Assist achievers with next steps
in education, training, and
employment

Progression opportunities
discussed to support learners
progress into relevant
employment, higher education or
to further advance their career
prospects.

Self-assessments are used to
measure performance

Exit Reviews

Destination policy and data
QAR

SAR

SIQAF
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National CIAG Board Principles for Coherent Delivery in IAG Services

Leadership and Management

Leaders and managers are committed to the quality of IAG and CIAG provided to all learners and
ensure the principles of each service meet the needs of all clients and are linked closely to the
Matrix Standard and contractual agreements for government funded provision.

Accessible and Visible

CIAG services should be recognised and trusted by clients, have convenient entry points from
which clients may be signposted or referred to the services they need, and be open at times and in
places which suit clients' needs.

Professional and Knowledgeable

CIAG frontline staff should have the skills and knowledge to identify quickly and effectively the
client's needs. They should have the skills and knowledge either to address the client's needs or to
signpost or to refer them to suitable alternative provision.

Effective Connections
Links between CIAG services should be clear from the client's perspective. Where necessary,
clients are supported in their transition between services.

Availability, Quality and Delivery of IAG services
CIAG services should be targeted at the needs of clients, and be informed by social and economic
priorities at local, regional and national levels.

Equity, Diversity and Inclusion
The range of CIAG services will reflect the diversity of clients' needs, promote equity and inclusive
practices.

Impartial
CIAG services should support clients to make informed decisions about learning and work based
on the client's needs and circumstances.

Responsive
CIAG services should reflect clients' present and future needs. Adaptable to meet the needs of

Friendly
CIAG services should encourage clients to engage successfully with the service.

Enabling

CIAG services should encourage and support clients to become lifelong learners by enabling them
to access and use information to plan their careers, supporting clients to explore the implications
for both learning and work in their future career plans.

Awareness

Adults should be aware of the CIAG services that are relevant to them, and have well informed
expectations of those services.
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Policy definitions used

Key stages of CIAG — Onboarding, initial, mid-point, progress and exit review, next steps and
career planning

Management Information Systems — PICSWEB

Services available — includes Supported Internships, Study Programmes, High-needs
programmes, Apprenticeships, and commercial courses.

References (Internal and External)

ESFA Funding Rules

Matrix Assessment

My Concern, My Voice & My Confide
BASE

PN PE
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