Guidance Service
	Procedures
	Quality Assurance Requirements
	Evidence

	B1.1 Communication with Learners
	Note any issues Learners highlight as affecting their full participation on the programme and communicate these to the relevant people.


	Written notes completed by Guidance Service
Minutes of Meetings

	B4.1 Information Provision
	If requested, provide information to current and prospective Learners about content, structure and duration of programmes, award information, entry requirements and transfer and progression opportunities, in association with the Centre Coordinator/ Principal and/or Programme Coordinator.

	Copies of relevant information
Centre/School Prospectus

	B4.2 Learner Entry Arrangements
	Provide advice and guidance to Learners requesting additional information to that provided under procedure 4.1.
	Prospectus
Notes/Minutes of meetings

Diary entries outlining appointments with Learners

	B4.3 Recognition of Prior Learning
	If requested, question Learners about their prior learning with a view to the Learner gaining access to an appropriate programme, gaining an exemption from an element of a programme or gaining credit towards an award
	Notes from meetings held

	B4.4 Facilitating Diversity
	Assist Principals/Co-ordinators in ensuring that Learners are matched to programmes what will suit them and their needs

	Notes/Minutes of meetings

	B9.6 Methodology
	Participate in providing data that will feed into the Provider’s self evaluation process.

	Questionnaires

Evaluation sheets

Observations

Self Evaluation checklist

Programme evaluation report
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