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Overview
This strategy will outline how Horton Housing Training Services will plan, deliver and evaluate the provision of information, advice and guidance (IAG) to adults over the age of 18.

What is the purpose of information, advice and guidance provision? 
To ensure the people we work with are supported to make informed decisions which enable them to engage in appropriate learning programmes, complete the intended learning outcomes and achieve personal learning goals.
Advice and information will be impartial and will signpost individuals to wider guidance services, such as Business in the Community, TERN and other education and training providers who are better placed to meet their needs.

Our foundation for planning and delivery of IAG:

	Increase the skills, confidence, independence, employment and volunteering opportunities of adults with support needs by providing ESOL, employment and training support 
	Provide learners with quality assured learning support in an easily accessible, friendly and safe learning environment 

	Inspire and empower people to reach their potential
	[bookmark: _Hlk212025755]Deliver IAG that is tailored to individual needs, respecting diverse communication styles and cultural backgrounds




Our IAG service will always be person-centred and will address equality and promote diversity. Information and advice giving will take account of the requirements of individuals who use alternative forms of communication, and we will use a range of methods to help adults be better informed about learning opportunities for example the use of interpreters, Google translate and peer support.


The key objectives of our strategy are:
1. To provide learners with clear information, advice and guidance to enable them to make informed choices about their learning both within and beyond the service.
2. To enable colleagues to support learners in achieving agreed learning outcomes and personal learning goals.
3. To help learners plan their future learning to support their personal and work aspirations.
4. To provide signposting and referrals to other services if required

Our objectives and target activity for 2025/26

	Area
	Delivery
	Actions
	Roles/Responsibilities 

	Planning
	Colleague awareness of any programme changes to enable provision of accurate teaching and learning, training and employment advice
	Weekly ESOL Meetings
Colleague Consultation Days
Quarterly 1-2-1s
	Education and Training Lead and Education and Training Managers

	
	Learners and potential learners to receive clear, accurate, up to date, and impartial information before committing to a course or employment programme
	All documents to be kept up to date with correct information.
They should show the prior knowledge/skills required, level of commitment needed and progression opportunities.
	All HHTC colleagues

	Initial Contact
	Telephone and face to face interactions to be professional, accurate and timely with the provision of initial information and advice.
	Colleagues to provide sufficient detailed course information and advice (as required) to enable learners to make decisions.
	All HHTC colleagues

	
	Colleagues available to offer information and support with initial assessment and onward progression, ensuring learners are appropriately supported from first contact.
	Information about the support available and routes of progression is given to the learner.
	All HHTC colleagues 

	Information, advice and guidance 
 



 
	Effective, clear, and positive induction experience.
	· To ensure all learners have opportunities to ask questions and set goals. 
· Produce an action plan for STEP and STEP Forward 
· Offer interpreters if required and subject to funding availability 

	All HHTC colleagues




	
	Progression opportunities.
	· HHTC Colleagues will provide progression information and advice regularly.  
· Formal advice and guidance will be offered through referral to appropriate services.
	All HHTC colleagues 

	
	Accurate information and signposting to external agencies where HHTC cannot assist.  Formal guidance will be through referral to appropriate practitioners for specialist or alternative help.
	Colleagues are provided with up-to-date information about other providers/offers to be able to signpost to external agencies as necessary (should HHTC be unable to provide a service).
	Education and Training Managers
HHTC colleagues

	Future progression
	Progression is part of every service.
	Options for future learning, employment and training outcomes and next steps are explained. Clear progression route to participants shared
	All HHTC colleagues

	
	Future learning is identified.
	Colleagues provide Information about future learning options available at HHTC or pass details to other organisations if no course exists at HHTC
	All HHTC colleagues

	
	No course is available at HHTC.
	IAG given about other courses and alternative providers and recorded in ILP or an action plan 
	All HHTC colleagues


	Additional support for specific learning needs 



	Provide individuals with clear information.

	Signpost to external providers if HHTC cannot support specific individual.
	All HHTC colleagues

	
	Provision of IAG and support for low level learners.
	· HHTC can offer IAG to non-English speaking learners on an individual basis as well as practical support with enrollment and joining a group/class. For example, financial literacy delivered by the Money Charity with the use of interpreters.
· Qualified ESOL Tutors keeping up to date with NATECLA and Trinity College London webinars and training offers 
	HHTC colleagues /translators

	
	Regular review of support and progress.
	Regular meetings with colleagues to review effectiveness of support and any unaddressed needs. (Caseload review and weekly meetings)
	Managers

	Learner voice and feedback
	Learners are provided with a range of opportunities to feedback on the service provided by Horton Housing Association (HHA) and are provided with information about how HHA has used their feedback to improve their situation or service delivery.
	Comments, compliments and complaints policy is up to date and reviewed periodically by Senior Leadership Team (SLT)
Annual client survey and client consultation
	All HHTC colleagues

	Meeting the standards
	To ensure that all colleagues are aware of and are supported in meeting the standard of information, advice and guidance required to meet the Matrix standard.
	· Matrix support sessions to be developed for HHTC colleagues for new MATRIX elements in Q1/26. 
· Colleague away day agenda item.
	Education and Training Lead 

Education and Training Managers
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Improving lives together





