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Definition
The purpose of this policy is to formalize our guidance initiatives which include advising, assessing, informing, counselling and advocating feedback. Typical Systems Academy vision to our learners is “Plan, Action and Outcomes” which we anticipated to achieve through integrated Guidance of learner’s journey right from enrolment up to progression in Typical Systems services.
Effective Guidance is vital for enabling learners to take responsibility for their respective life choices and progression in work and learning. To raise the aspiration of our learners and fulfil the opportunities available to them, it is necessary to ensure our staff give good career advice to our learners.
Typical Systems is dedicated to ensuring that all learners who access our services are given maximum support to help them make inform choices that may impact their lifestyle opportunities and future career. 

Rationale
Typical Systems Ltd is committed to the understanding that Guidance services when appropriately implemented will benefit the client and the organisation which is in part is fundamental to improving participation, completion and as well as progression in training education and employment.

Client benefits:
· Help learn one’s abilities.
· Acquiring decision making skills.
· Possession of new opportunities
· Identifying the right learning programmes
· Potential increase in successful completion
· Objective information, impartial guidance advice.

Typical Systems benefit:
· Higher rates of retention
· Leaner motivations are improved.
· Better progression and achievement rates
· Increased opportunities for recruitment
· More learners independent and autonomous
· Increase in overall efficiency.

Typical Systems will ensure:
· Guidance and advice are objective and impartial.
· All learners will have excellent quality access regarding labour market and future learning opportunities.
· Our services are designed to meet respective learners needs, totally integrated with equality and diversity mindset. 
· People are made to understand the purpose and limitation of the Information, guidance, and advice.
· How the guidance process will be conducted are understood and agreed by the people.
· People are presented with options and choices in a manner which assists their understanding.
· Appropriate support and encouragement during the process are given to the people including opportunities to consider and explore options.
· People are capable to make their own choices.
· Exceptional planning required in situation such as COVID-19 pandemic will be operated, including access to new funding streams, how and where specialist support will be sort for as well as using technologies capable of substituting normal face to face meetings, interviews, and various assessments.

Entitlement
Typical Systems have the opinion that our prospective learners have the right to expect supportive, informed, informed timely counselling and guidance. 

Typical Systems will be providing high quality guidance to meet the expectation at the:
· Initial interview pre-entry
· During our designed support session
· Programme action plan and review
· During exit 
Typical Systems is committed to ensuring that learners have access to provisioned guidance throughout their learning time with our organisation. We will work to clear quality standards and characteristics for both tutorial support and specialist services.

Quality
Typical Systems will seek to work towards a continuous improvement model that will ensure Guidance delivered is impactful and of highest quality and we will also use our quality improvement and self-assessment processes to drive our Guidance as well as review annually and appropriately modify our quality standards and characteristics. 



Resources 
Typical Systems will ensure that standards agreed within this policy will be implemented by making sure that staffing, resources, and equipment are available and effectively deployed to deliver necessary guidance services.

Information
Typical Systems will ensure that Guidance information are available to all learners and staff, future learners and as well as conducting annual review and update for all the information.

Equality, Diversity, and Inclusion
Typical Systems will ensure that the operation of its Guidance services will be fully a reflection of their commitment of their stance on Equality, Diversity, and Inclusion policies.

Typical Systems will be providing our learners with confidential services and recognise that:
Typical systems learners right to confidentiality protection are well deserved.

Implementation
Typical Systems is committed in intent and outcomes to ensuring the effective implementation of the Guidance policy. The implementation of the policy will fully reflect in our plans of action. The production, implementation, plans for consultation and approval is the responsibility of Typical Systems Ltd Director.  An integral part of the process will be relevant consultation with Typical Systems member. We believe that the implementation of a sound guidance service will solely depend to effective partnership with all departments, our stakeholders and external Guidance services.
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