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Information, Advice and Guidance Policy

Introduction

White Horse Training Ltd provides specialist accountancy training and aims to help all
learners fulfil their potential and achieve their personal learning and career goals. We are
committed to providing appropriate Information, Advice and Guidance (IAG) to all, learners,
employers, clients, potential clients and other stakeholders.

Aims and Objectives

Learners

White Horse endeavours to provide appropriate, practical and accurate information on all
aspects of our training programmes. Informing, advising and guiding learners is given a high
priority, is available at appropriate times and delivered in a format most suited to the needs
of the learner and their employers.

Information - core information, where appropriate, includes:

e Apprenticeships in Accountancy

e AAT qualifications and course structures

e Objectives and outcomes of the course

e Course delivery and teaching

o Timetables, timeframes, required attendance hours and off the job training
e Qualification on completion and progression opportunities

e Further professional qualification routes and career options

e Redundancy support

Advice — advice is usually given one-to-one but may also be during group sessions where
appropriate. The type of advice given includes:

e Helping learners to understand and interpret information

e Providing information and answers to questions and clarifying misunderstandings

e Identifying needs, individual circumstances, abilities and goals - signposting and
referring learners who may need more in-depth guidance and support

Guidance - support specific to the learner’s circumstances in relation to career choice,
opportunities or issues. We aim to support learners to:

e Understand their role within the workplace

e Understand their employment rights and also their responsibilities

e Consider their learning and professionalism and how this may affect their work and
progression

e Develop the skills and behaviours required in their role

e Resolve issues and conflicts in the workplace
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e Work towards achieving their career potential.

We are committed to supporting and guiding learners in all aspects of their development
both professionally and personally to enable them to maximise their potential.

Employers — existing and potential

White Horse is committed to providing clear, unbiased information, advice and guidance on
the services offered to all employers and to signpost them elsewhere if we are unable to
assist them. We aim to support employers in all aspects of their work, including, but not
limited to:

e Advice on costs and funding available

e  Structure of the relevant qualifications

e Suitability of those qualifications for their staff

e Future progression and training on completion of the qualification

e Support with the requirements of funded learning and their responsibilities in
undertaking this

e Understanding the delivery methods used by White Horse and their role in this

e Assistance in recruitment if required

e Support and training for managers in the systems used including those relating to
funded learning

Key values
White Horse Training’s IAG is underpinned by the following key values:

e Treating others equally, fairly and respectfully
e Confidentiality

e Equality of opportunity

e Transparency

e Accessibility
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IAG and the Learner Journey

*Website and personal contact with staff provide IAG on services available N\
o Staff promote programmes to learners and employers

*We establish the most suitable programme for the individual and if not eligible, signpost to
other providers/pathways

ePotential learners go on to complete an initial assessment

eProspective learners and employers are well informed of the options so that learners are on
the most suitable pathway for them to achieve their goals

Recruitment

*Sector experienced tutors assess learners' skills and technical abilities and discuss these ™\
with the learner and their employer

eSuccessful applicants recieve futher guidance prior to enrolment and new employers
Initial receive their Handbook

NS *Unsuccessful applicants are sginpost to other providers/pathways
eLearners are enrolled on the most appropriate pathway for them
eEmployers have access to the information needed to support the learner from the start _/

eInitial Assessments are reviewed by the team and inform decisions regarding additional ™\
support and teaching, learning and assessment

*The learner recieves further IAG about the programme, commitment and expectations as
well as their Handbook

eAdditional support needs are identified at the start so they can be put in place early

eFrom the start learners understand the committment and expectations as well as the whole
journey that they will be on, including progression to the next level

Induction

eLearners are reviewed regularly and appropriate IAG provided to support their progress.
Those making slow progress are reviewed as often as needed. Employers are included in all
discussions

eAll learners are informed of our 'open door' policy and can access IAG whenever needed
*Any learner/employer concerns are addressed through the relevant policies

Assessment,

Review and
gl el *All feedback is analysed and informs our Quality Improvement Plan

Learning eLearners are supported to complete their programmes to the best of their ability
*\We can deal with any issues early to minimise the impact on the learner's progress
eFeedback from learners and employers informs the curriculum and our delivery

¢ All staff are experinced in their respective fields and can provide a range of IAG to meet tha
needs of individual learners and employers

eProgression routes are regularly discussed with learners and employers

eDestination and progression data is recorded and analysed along with achievement rates,
which all inform the self assessment process.

eLearners and employers can make informed choices
*We build long lasting relationships with employers and learners throughout their careers j

Achievement
and
Progression
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Signed:
Position: Managing Director

Date: 21/11/2024

Policy Details

Date of last update: 21/11/2024
Date agreed and ratified by Managing Director: November 2024
Date of next full review: September 2025

This policy will be reviewed at least annually and/or following any updates to national and
local guidance and procedures.

Review of policy

Date Name Record of Change Next review

30.08.23 | Yvonne Meek | Updated terminology and types of IAG | September 2024
given. Updated format.

15.04.24 | Yvonne Meek | IAG and the Learner Journey added September 2025

21.11.24 | Yvonne Meek | Annual refresh. No change of content | September 2025
but format updated.
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