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Information, Advice and Guidance (IAG) Policy
Riverside Training (Spalding) Ltd
1. Policy Statement
Riverside Training (Spalding) Ltd recognises the importance of delivering high-quality, impartial Information, Advice and Guidance (IAG) to support learners and employers in making informed decisions about education, training, and career progression.
We are committed to delivering IAG in line with the Matrix Standard and the Gatsby Benchmarks, ensuring our service is inclusive, accessible, and responsive to individual learner needs. This includes meeting the requirements for Independent Training Providers delivering programmes to learners aged up to 18 (or up to 25 with an Education, Health and Care Plan).
Our aim is to support learners to:
· Achieve their full potential 
· Develop confidence, self-esteem, and employability skills 
· Progress into sustained employment, further training, or higher-level learning 

2. Scope of IAG Services
IAG is available free of charge to all learners and employers throughout the learner journey, including:
· Pre-enrolment (where applicable) 
· Induction 
· Regular progress reviews (minimum 12-week intervals) 
· Completion and progression planning 
· On request at any stage 
All IAG requests will:
· Be acknowledged within 24 hours 
· Receive a response or appropriate signposting within 5 working days 
All interactions will be recorded in line with data protection and confidentiality requirements.

3. Delivery of IAG
IAG is delivered through:
· One-to-one discussions 
· Progress reviews involving learners, tutors, and employers 
· Web-based resources and research tools 
· Structured activities linked to career planning and progression 
We also provide access to specialist, independent careers advice through EM Careers, ensuring apprentices receive high-quality, impartial guidance beyond the organisation where required.

4. Content of IAG
Riverside Training (Spalding) Ltd will provide:
· Information about our courses, including structure, content, and employer costs 
· Information on funding and eligibility criteria 
· Information about local and national training opportunities 
· Access to labour market information (LMI) to support informed career choices 
· Careers advice linked to training programmes 
· Support with CV writing, applications, and job search skills 
· Initial assessments (e.g. English, maths, learning styles) 
· Signposting and referral to specialist services where appropriate 
We will ensure that all IAG:
· Is accurate, up to date, and impartial 
· Supports learners to understand all available options 
· Is tailored to individual needs and circumstances 

5. Impartiality and Professional Boundaries
All staff must:
· Deliver IAG within their occupational competence 
· Avoid providing advice outside their knowledge or authority 
· Refer or signpost learners to appropriate internal or external services when needed 
Riverside Training (Spalding) Ltd is committed to:
· Providing impartial guidance 
· Presenting a balanced view of all options 
· Not promoting one provider, employer, or pathway over another 
Where specialist support is required (e.g. personal issues, mental health, financial advice), learners will be signposted to appropriate qualified services.

6. Equality, Diversity and Inclusion
We are committed to ensuring IAG is accessible to all individuals regardless of:
· Age 
· Disability 
· Gender 
· Marital status 
· Religion or belief 
· Sexual orientation 
We actively recognise and support neurodiversity, including (but not limited to):
· Autism 
· ADHD 
· Dyslexia 
· Dyspraxia 
Reasonable adjustments will be made to ensure all learners can:
· Access information 
· Understand their options 
· Make informed decisions 
Adjustments may include changes to:
· Communication methods 
· Formats 
· Environments 
· Timescales 

7. Alignment to Gatsby Benchmarks
Riverside Training (Spalding) Ltd aligns its IAG delivery with the Gatsby Benchmarks by:
1. Stable Careers Programme 
· Providing a structured and planned IAG programme throughout the learner journey 
2. Labour Market Information 
· Using up-to-date LMI to inform learners of employment trends and opportunities 
3. Addressing Individual Needs 
· Tailoring IAG to each learner, including those with additional needs 
4. Linking Curriculum to Careers 
· Embedding career relevance within training programmes 
5. Encounters with Employers 
· Engaging employers in reviews and training delivery 
6. Experiences of Workplaces 
· Supporting apprentices through real work-based learning 
7. Encounters with Further and Higher Education 
· Signposting learners to further and higher education opportunities 
8. Personal Guidance 
· Providing one-to-one guidance and access to specialist careers advice (including EM Careers) 

8. Staff Roles and Responsibilities
All staff are responsible for:
· Following this policy 
· Delivering IAG within their competence 
· Maintaining accurate records 
Riverside Training (Spalding) Ltd will ensure staff:
· Receive appropriate training and ongoing CPD 
· Are equipped to deliver high-quality IAG 
· Understand referral and safeguarding procedures 

9. Monitoring, Evaluation and Continuous Improvement
To ensure quality and effectiveness, Riverside Training (Spalding) Ltd will:
· Collect learner and employer feedback on IAG services 
· Monitor response times and service delivery 
· Track learner progression and destinations 
· Review IAG practices regularly 
Findings will be used to:
· Improve service delivery 
· Inform staff development 
· Update this policy annually 

10. Confidentiality and Data Protection
All IAG interactions will be handled in accordance with:
· Data protection legislation 
· Organisational confidentiality policies 
Records will be maintained securely. Sensitive information will only be recorded where appropriate and necessary.

11. Key Principles of IAG Delivery
Our IAG service is:
· Accessible and Visible – Easy to access at multiple stages 
· Professional and Knowledgeable – Delivered by trained staff 
· Impartial – Focused on learner needs 
· Responsive – Adapted to individual circumstances 
· Inclusive – Reflecting diverse learner needs 
· Supportive – Enabling informed decision-making and progression 
· High Quality – Continuously monitored and improved
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