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Information Advice and Guidance (IAG) Policy

May 2010




 Aim


 


“To offer support to engage the workforce in lifelong learning activities.”


 


Union Learning reps are trained to help and support clients to look at learning and other work related issues. Learning centres are running across the UK and all are working to the same aim and objectives. There are some geographical differences, depending on contracts, but the principles used by all centres are the same; to adhere to the trade union values of equality and inclusion for one and all, in accordance with CWU policy.


 


Objectives


 


The CWU, via Centre Co-ordinators, Lead ULR’s and supported by Union Learning Reps will:


 


 Display information about the centre/service in prominent areas/website


 Conduct Training Needs analysis with the workforce on an ongoing basis


 Develop learning opportunities with preferred providers based on the analysis


 Offer impartial, one to one IAG to any client needing it


 Offer group sessions as appropriate


 Clarify the service on offer to each person using it


 Offer qualified or competent staff working towards IAG qualifications


 Be clear about how to access the centre and its resources


 Offer a range of information relevant to clients work and learning needs


 Respond to comments and complaints promptly


 Seek regular feedback on the service and its impact


 Offer information on progression routes


 Evaluate the work of ULR’s, the centre and the region with regard to IAG


 Continuously develop and improve the service


 


Principles for Coherent IAG Delivery in relation to CWU


 


The following, based on the principles set by the National IAG Board is how CWU will implement them:


 


Accessible and Visible





IAG 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 client’s needs





 


CWU will ensure that information on centres and ULR’s is highly visible on notice boards, in canteens and distributed at team briefings and other meetings. We will ensure that opening hours are as flexible as possible


 


Professional and Knowledgeable





IAG 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. 


 


A programme of extensive training for ULR’s to access IAG training is underway. There is a commitment to upskilling members in this way. All ULR’s are trained in IAG from basic understanding to advanced qualifications


 


Effective Connections





Links between IAG services should be clear from the client’s perspective. Where necessary, clients should be supported in their transition between services


CWU will ensure that all learning centres and ULRs have the same understanding about how the service will work. ULR’s will also be aware of external IAG and related agencies


 


Availability, Quality and Delivery





IAG services should be targeted to the needs of clients, and be informed by social and economic priorities at local, regional and national levels


 


CWU will ensure that client’s needs are central to the services on offer. We will ensure that we understand the current employment situation and national labour market trends. ULR’s will be aware of how quality is measured. Extensive feedback and evaluation will ensure that this happens to ensure all clients receive the best service possible.





Diversity





The range of IAG services should reflect the diversity of client’s needs


 


CWU ULR’s will ensure that all clients views are sought and where support to learn is needed, it is provided by the learning provider. Providers will be chosen on the basis of their flexibility to meet the needs of all learners.





 Impartial





IAG services should support clients to make informed decisions about learning and work based on the client’s needs and circumstances


 


All IAG delivered by ULR’s is impartial and ensures the client is fully informed of the fairness of the service. There are preferred providers, but ULR’s will give information on other providers as appropriate and will keep information on these.





Responsive





IAG services should reflect client’s present and future needs ULR’s will be responsive to the Training Needs Analysis results and attempt to meet the learning needs of the workforce. ULR’s will have access to information on progression routes and further study.


 


Friendly and Welcoming





IAG services encourage clients to engage successfully with the service


 


ULR’s are well known in their role of supporting learning and will always provide a friendly face and a listening ear. This is part of the success of this way of operating.





Enabling





IAG 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


 


ULR’s will encourage clients to try something new in learning. This is non threatening and enables the member to move out of their comfort zone. ULR’s will also have information about further study.


 


Awareness





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


 


All staff are aware of the ULRs and their role within the workplace. ULR’s are able to promote the centres through a wide range of activities including ‘adult learners week’, notice boards, briefings and events.


 


Monitoring and Evaluation


 


This policy is reviewed annually. Regular monitoring and Regional Learning Committee meetings ensure that staff are informed of the IAG activity and developments.  All delivery staff have apart to play within evaluation of the service.


 


Feedback is gathered from clients, ULR’s, employers and providers. This is reviewed during Regional Learning Committee meetings and information is shared between all ULR’s in the CWU Education Department.


 


Key People 


 Members of the workforce  – anyone wishing to learn


 ULR – Signposting people into learning


 Lead ULR – Co-ordinating training and IAG activities within their area


 Project Leader – Strategic overview of IAG


 Provider – College or Training Provider offering learning


 National CWU HQ – Overall training and education for the union


 Employer – provider of facilities such as learning centre








Consistency


 


CWU will use the same forms across all learning centres for:


 


 CWU policies


 Explaining the IAG interview


 IAG Policy


 Feedback from users when not linked to specific contracts (i.e. Next Step)


Evaluation information


 


CWU will have the same approach across all learning centres to:


 Training needs analysis


 Criteria for choosing providers


 Sharing information and ideas about IAG (i.e. key meetings)


 Range of feedback gathered


 Training of ULR’s and centre co-ordinators


 Information production (minimum of CWU logo, contact details and easily readable)


Principles and entitlements (this varies where specific contract compliance issues are in place).


 





Contact





This policy is correct as of May 2010 and is set by the CWU education department, if you have an enquiry on any aspect of this policy you can contact in the first instance, members wishing to know more about our learning services should contact their local CWU Branch secretary, or Union Learning Representative, this information is widely published on notice boards within your work place.





If this information is not available and you are unsure about who to contact then please go to the regions section of this website, click on your own region and this will bring up a list of the different learning centres and contact details.





Alternatively you can also contact:


By Mail


CWU Education & Training Dept�150 The Broadway�Wimbledon�London�SW19 1RX


By E-mail


Email: � HYPERLINK "mailto:learn@cwu.org" �learn@cwu.org�


By Phone


Tel: 020 8971 7340
















