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Information, Advice and Guidance 
 

Version: 1.2; effective from August 2016 
Policy Summary: The Information, Advice and Guidance policy document is a summary of 
the Cheynes Training approach to delivering high quality information, advice and guidance 
to learners on our programmes. 
 
 

Purpose of the Policy 
 

Cheynes Training supports the concept of lifelong learning and endeavours to provide high 

quality information, advice and guidance to all learners involved in our programmes allowing 

them to make informed choices about the career pathways they have chosen. Cheynes 

Training continues to offer information, advice and guidance throughout each stage of each 

learners’ programme. 

 

1. Our Vision 
 

Cheynes Training aims to providing an accurate and high quality information, advice and 

guidance service to learners who access our training programmes including potential new 

learners, those who are currently in learning and those who have recently left the 

programme.   

The quality of service is monitored through performance data and feedback from users 

through our learner voice programme. 

 

2. Our Commitment 
 

Cheynes Training is committed to providing information, advice and guidance that is: 

 Timely and in a form that is easily understood by learners and their advisors 

 Independent, confidential and focused on the needs of each individual 

 Provided by an experienced team  

 Free from stereotyping physical or cultural barriers and in accordance with our Equal 

Opportunities Policy 

 Subject to evaluation and continuous improvement  

 

Cheynes Training is currently working towards the Matrix Standard in order to evidence 

this commitment.  

Although Cheynes Training delivers information advice and guidance directly to the 

majority of learners, for a small number of learners, information advice and guidance is 

delivered by an academy partner that holds, is actively working towards or is committed 

to achieving the Matrix Standard. 

  



 
  

 

3. The Delivery of Information, Advice and Guidance (IAG) 

 

IAG is delivered to learners during the following stages of the Learner Journey 
 

 

Learner Journey Stage 
 

Key IAG Objective Delivered by / Resources 

Selection (pre-registration) Ensure each new applicant 
understands the requirements 
and content of the programme 
before they are recruited and 
enrolled 
 

Delivered by the academy 
partner using information 
developed and managed by 
Cheynes Training 
 

 Academy Handbook 
 

Recruitment and enrolment Ensure each new recruit 
understands the level of 
commitment required for 
completing the programme  
 

Delivered jointly by Cheynes 
Training and the academy 
partner using information 
developed and managed by 
Cheynes Training 
 

 Learner Start 
Documentation 

 

Initial assessment Ensure each new apprentice 
understands their starting 
point on the programme 
 

Delivered by Cheynes Training 
using systems managed by 
Cheynes Training 
 

 BKSB System 
 

Induction Ensure each apprentice 
understands each of the 
subject areas of the 
programme 
 

Delivered jointly by Cheynes 
Training and the academy 
partner using systems 
developed and managed by 
Cheynes Training 
 

 Candidate Handbook 
 Cand Induction Review 

 

Planning learning Ensure each apprentice 
understands how and why 
teaching and learning is 
effectively planned across each 
subject area 
 

Delivered jointly by Cheynes 
Training and the academy 
partner using systems 
developed and provided by 
Cheynes Training 
 

 Annual Training Plan 

 Lesson Plans 
 PLTS and ERR 
 Equality and Diversity 

 

Teaching and learning Ensure each apprentice 
understands how and why 
teaching and learning is 
effectively delivered across 
each subject area 
 

Delivered jointly by Cheynes 
Training and by the academy 
partner using systems 
developed and managed by 
Cheynes Training 
 

 Lesson Plans 
 PLTS 
 ERR 
 Equality and Diversity 

 



 
  

 

 

Learner Journey Stage 
 

Key IAG Objective Delivered by / Resources 

Assessment and verification Ensure each apprentice 
understands how and why 
their work is assessed across 
each subject area 
 

Delivered jointly by Cheynes 
Training and by the academy 
partner using systems 
developed and managed by 
Cheynes Training 
 

 Candidate Logbook 
 Evolve Online Systems 

 

Review of progress Ensure each apprentice 
understands how and why 
their progress is reviewed 
across each subject area 
 

Delivered by Cheynes Training 
using systems developed and 
managed by Cheynes Training 
 

 Candidate Monthly 
Target 

 Unit Progress Sheet 
 Twelve-weekly Visit 

Report 
 Learner Wall Chart 
 Meeting Action Plan 

 

Learner support Ensure each apprentice 
understands the support that 
is available to assist them to 
complete their programme 
 

Delivered jointly by Cheynes 
Training and by the academy 
partner using systems 
developed and managed by 
Cheynes Training 
 

 Candidate at Risk 
 ALS System 

 Stretch & Challenge 
 Celebrating Success 

 

Achievement Ensure each apprentice 
understands the importance of 
completing the programme in a 
timely manner 
 

Delivered jointly by Cheynes 
Training and by the academy 
partner using information 
provided and managed by 
Cheynes Training 
 

 e-Assessor 
 Qualification Success 
 Timely Completion 

 

Exit and progression Ensure each apprentice 
understands the options 
available to them when they 
complete their programme: 
 

 Continued Employment 
 Progression to Higher 

Level 
 New Opportunities 

 

Delivered by Cheynes Training 
and by the academy partner 
using information provided and 
managed by Cheynes Training 
 

 Candidate Handbook 
 Letter to leavers 

 

 

 



 
  

 

4. Standards of Service 
 

The Cheynes Training information, advice and guidance service offers: 

 Open access to information on apprenticeships and hairdressing career opportunities   

 An initial assessment to help identify individuals’ skills and aptitudes 

 A named member of our team to discuss ongoing learner needs and aspirations and 

plan for the achievement of goals 

 Regular ongoing meetings with a named team member to review learner progress, 

revisit goals and discuss progress and next steps 

 Where appropriate, signposting to other agencies who may be able to help learners 

achieve their goals 

 Access to programme managers to answer queries and provide advice by telephone 

 An exit interview to discuss progression to higher level apprenticeships and other 

career opportunities 

   

5. What Learners Can Expect 
 

 A personal service delivered by an organisation working towards recognised national 

standards 

 A clear explanation of the information, advice and guidance services offered  

 Frequent meetings with trained and experienced team members who will treat them 

with respect and dignity 

 A timely response to requests for further information 

 Up to date information on apprenticeships and hairdressing career opportunities 

 Information on the cost of training and any funding which may be available to 

support the costs 

 All information is treated as strictly confidential in line with the Data Protection Act 
 

 

William Howarth, Programme Director, July 2016 


