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Herefordshire 14-19 e Manual
Learner Support and Guidance
Introduction

All learners are entitled to personal support and guidance in line with the Equal Opportunities Policy and the IAG Framework. This should be personalised and supported by a suitably qualified and/ or experienced tutor/ mentor.
Learners are entitled to guidance and support which is:

· Planned, progressive and structured to meet continuing individual needs;

· Impartial

· Differentiated

· Comprehensive

· Delivered by staff with appropriate training and expertise

· Actively promoting equality of opportunity

· Accessible and structured to provide help at key decision points

· Regularly reviewed

Effective Learner Support and Guidance should enhance the learner experience by:

· Developing learner knowledge and understanding of opportunities, options, progression routes in education, training and employment – locally and nationally

· Developing learner self esteem and confidence and self awareness
· Enabling learners to understand the implications of their choices and actions

· Developing the learners coping strategies for situations that are outside their usual sphere of comfort

· Equipping learners with the practical skills to manage transitions from and to the various stages in education ks3 to ks4 to ks5 to employment

Learner Support and Guidance – Collaborative Courses

(Impartial information advice and guidance for pre entry on Collaborative Courses see IAG policy within this e manual)

For learners accessing collaborative courses learner support and guidance is required whilst on programme:

This can occur both formally and informally and be implemented by both staff at the home school (institution) or by staff at the provider. Informal Support and Guidance can occur at any point during the course. Results of an informal support/ guidance conversation need to be recorded as a minimum on the Individual Learner Record (ILR).
Tutorials/ Learner Reviews on Collaborative Courses

For NEET prevention courses there is a requirement for learner reviews to occur half termly – see Live and Learn course protocols

For Young Apprenticeship and Diploma programmes the requirement is for termly progress reporting – see progress reporting forms in this e manual

Tutorials are a best practice way of managing the learner support and guidance process and can encompass discussions on both learner progress on the course and against targets and learners general well being, although not mandatory the following is a guide to managing the tutorial process:

Pre Tutorial Planning
· Allocate an individual tutor to each learner to carry out one to one tutorials

· As a delivery centre/ provider agree  frequency of tutorials

· Develop a checklist for the tutorial process to cover – see tutorial pro forma overleaf

· Plan/ diary tutorials within the delivery team

· Inform learners of time/ date/ location of tutorial in good time for the learner to prepare – one week is usually sufficient

· If a changes to tutorial arrangements occur ensure learner is informed immediately

Tutorial Implementation

· Tutorials to take place in an environment where the learner is comfortable and able to speak without interruption
· Inform the learner the discussion is confidential but if any thing is discussed that comes under the Safe Guarding Policy you are obliged to inform the safe guarding officer
· Record outcomes of discussions on a tutorial form – see pro forma overleaf
· Show learner the records you have made
· Agree with learner who can receive a copy of the tutorial – consider: parents/ carers, home school, work based providers
· Agree with the learner future actions 
· Agree with the learner date of next tutorial/ follow up 
If a learner wishes a tutorial to remain totally confidential and does not wish the information to be available to outside agencies/ other staff (except in the case of Safe Guarding issues) – In the case of paper based recording keep a record of the tutorial on the accepted form, retain in a sealed envelope with ‘confidential tutorial – and date’ detailed on it and hold in learner records.
In the case of electronic recording – keep a record of the discussion in the accepted format and pass word protect so that only restricted access is given.
Appendix: Progress Review/ Tutorial Form
	Learner Name:
	
	Course Tutor:
	

	School:
	
	Course/ Subject
	

	Form Tutor:
	
	Year of Course
	

	Attendance:
	Number of lessons
	Number of absences


	Punctuality (please circle)
	Excellent

Good

Reasonable

Poor

	Level/ Grade working towards:
	
	On target to achieve qualification?
	YES                NO

	Comments: These should include where applicable; progress to date, attitude towards course and work, motivation, performance in homework, coursework, classroom, work place – any issues that effect the learners ability to achieve

	Learner Comments:

	

	Tutor Comments:

	

	Targets: (SMART)

	Previous targets met? If not why not?

	YES                NO

	Target


	By When



	Signed (Learner)
	
	Date
	

	Signed (Tutor)
	
	Date
	


Please indicate - Copies to:
Student
ILR
Home School
     Parents/Carers
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