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CHECKLIST FOR OBSERVING INFORMATION ADVICE AND GUIDANCE

We need to observe how well learners are being informed, advised and guided to opportunities, both within and beyond the WEA. NB Not every question will apply at every event.
Complete this observation as far as you can.

	
	Things to look out for:
	(
	X
	Not seen

	
	Learners receive appropriate, up to date and accurate IAG information

Examples:

	
	
	

	
	Learners receive impartial information and advice to suit their needs.

Examples:

	
	
	

	
	Appropriate information posters and signs are displayed:

Examples:

	
	
	

	
	Learners are advised how they might discuss their needs:

(1) Confidentially

(2) One to one.
	
	
	

	
	Learners are advised of where and how to get further information.
	
	
	

	
	Learners are effectively signposted or referred where appropriate
	
	
	

	
	Learners know about available financial help.
	
	
	

	
	Learners know they can get additional help, e.g. large print, induction loop, special seating, exam extensions, or other arrangements, etc.
	
	
	

	
	Learners are advised about where their chosen course(s) could lead in terms of progression into learning, work or other activities, including voluntary work.
	
	
	

	
	Learners know how/where to get information and advice beyond MACLS
	
	
	

	
	Learners get opportunities to discuss and reflect on progression.
	
	
	

	
	Learners know what to do if they are dissatisfied with anything or want to express a compliment.
	
	
	

	
	Learners know that MACLS has a complaints, comments & feedback process.
	
	
	

	
	Learners have been informed about the learnervoice 
	
	
	

	
	Any other comments/evidence/examples of good IAG practice
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