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Staff Guide to Induction 2013 -2014
Induction is the responsibility of the course tutor and the course team. The purpose of this guide is to ensure that induction is consistent across the Powys campuses giving learners all the information that they need for a smooth start and a successful learning experience. 
	INDUCTION SHOULD BE:

· Welcoming

· Interesting

· Active

· Practical

· Varied

· Positive

· Informative

· Motivating

· Enjoyable/fun


	THE INDUCTION PROGRAMME MUST:

· Minimise down time and gaps in timetables.

· Take place in a suitable base room (wherever possible).

· Allow time for individual student / tutor discussion.

· Contain plenty of teaching and learning.

· Be seen as an integral part of the students’ course.

· Be delivered by the course team.




Induction should reassure learners that they:

· are in the right place 

· are on the right course

· have been introduced to the right people

· have the necessary skills to cope with a new and different learning environment

· feel relaxed and confident in the college environment.

If there are any learners who are unsure whether they are on the right course or level of programme they should be referred to the Campus Manager for advice and referral.

COURSE TUTOR’S

   INDUCTION CHECKLIST

DOCUMENTATION – all students must receive a copy and be guided through:

[    ]
Induction Timetable
[    ]
Course Handbook *

[    ]
Student Agreement 
[    ]
Disciplinary Procedure

[    ]   Complaints Procedure 
[    ]
Appeals Procedure
INTRODUCTORY TALKS – all students should receive an introductory talk from:
COURSE TUTORS TO CONTACT AND ARRANGE


[    ] Campus manager            


[    ]
Learning Services

[    ]
Course Tutor  


[    ]   Student Services       
Rosemary Denham (ext. 202) 
COLLEGE ORIENTATION – Students need to be aware of: 

[    ]
Refectory

[    ]
First Aid Room

[    ]
Toilets

[    ]
Fire Assembly Points

[    ]
Restaurant / Coffee Shop

[    ]
Hair and Beauty Salon

[    ]
Learning Resource Centre (Library) – Book Appointment
[    ]
Study Centre

[    ]
Careers Office

[    ]
IT Facilities


[    ]
Student Association


[    ]
Course Notice boards


[    ]
Timetabled Rooms, etc


[    ]
Campus managers office

[    ]
Course Tutor’s Office


[    ]
Faculty Administrator’s Office


[    ]
Fitness Suite

INFORMATION CHECKLIST

College Information – students should be informed about:

[    ]
Safety including safeguarding
[    ]
Roles of Key Personnel

[    ]
Support Services

[    ]
Registers / Timekeeping


[    ]
Illness / Absence Notification

[    ]
Food / Canteen, etc

          [    ]
Parking

[    ]
Buses

[    ]
Smoking

[    ]
Litter

[    ]
Fire and Evacuation Procedures

[    ]
Lockers / Bags / Storage

          [    ]
Identity Card
[    ]
Student Association

Course Related Information – students should be informed about 

[    ]
Timetable

[    ]
Modules / Structure / Content


*Course Handbook 

[    ]
Work Experience / Placement Policy

  covers most of these

[    ]
Equipment / Protective Gear

[    ]
Books

[    ]
Essential / Key Skills

[    ]
Workshops / GCSEs

[    ]
Study Skills

[    ]
Assessment Schedule

[    ]
Tutorials

[    ]
Exams Entry Form

[    ]
Student Agreement / Code of Conduct

[    ]   Student Disciplinary Procedure

[    ]   Complaints Procedure

[    ]   Awarding Body Appeals Procedure

[    ]   Diagnostic Assessment 
[    ]   Welsh language provision
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	Time
	Activity
	Where/What you will need

	9.00 am
	Whole campus assembly, 
Welcome from Campus Manager and Deputy Manager. 
Welcome on Newtown Campus from Steve Doodson, Powys Principal.
All learners escorted to base rooms by their course tutor
	Newtown Campus - Theatre Hafren
Brecon Beacons Campus - Refectory

	9.30 -10.00 
	Welcome from Course tutor,
 H&S safety site info -fire alarm and evacuation procedure, 
Aims for the day, 
Introductions ( 1st icebreaker) 
Info about toilets and smoking areas 
	Base room -  icebreaker exercise, site info

	10.00 am ( 10.15 for catering, Media and ILS learners in Newtown)
	15 minute break
	Please take your learners to the refectory

	10.15 am ( 10.30) - 12.00/12.30
	Course introduction
Intro to induction unit
Getting to know each other 
Finding your way around the College
	Course handbook
Induction unit  - complete section on calendar, important dates and  timetable
Icebreaker exercises
Map of campus - orientation exercise

	12.00/12.30 Lunch 
	Lunch
Please stagger your lunch hour
	Refectory

	 
	Brecon Beacons campus only  - Welcome from Steve Doodson Powys Campus Principal

 

	From 1.00/1.30 - 4.00 pm
	 Introduction to learning  
1 - 2 hours of course related practical teaching
Possibly include visit  to Learning Resource Centre
Possibly include visit from student services 
Info from Welsh Development officer
	Practical activities and group work
Book appointment with LRC
Book appointment with learner services
Book appointment with David Jones 261 or Robin Gwyn 


	Thursday 5th September and Friday 6th September 2013

Thursday 5th September and Friday 6th September 2013Day 2 and day 3 of induction should include a mix of practical course related teaching,  information about the course/college  and activities to complete the induction unit

	Activity
	Where/What you will need

	Student responsibilities  

Suggested activity - Learners find out info in groups from A- Z Student survival guide on Moodle
 Feedback and discussion 
Complete Induction booklet - responsibilities and the discussion page

	Individual student agreement
Complaints procedure
Code of conduct
Bullying and harassment
Travel behaviour
Academic misconduct ( plagiarism etc)
Awarding body appeals procedure
ICT including Social media
Disciplinary procedure
Induction booklet

	Health and Safety activity - practical activity to identify risk

 Learners complete risk assessment
	Pack 6 Health and Safety

	Skills assessment - Learners to complete diagnostic assessment in English and Maths and Learning styles assessment
	Room will be booked for you by campus admin

	Introduction to the tutorial system
Introductory activity 
SWOT analysis
Targets
5 minute introductory tutorial with each learner
	Pack 4 activity
Induction booklet SWOT analysis
Induction booklet -setting targets

	Team Building  activities
	Pack 5

	Teaching and Learning - Include time for course related practical teaching each day
	
Introduce the assessment process and key subjects

	Equal opportunities/activities
	Pack 3

	Course introduction - ensure all learners have understanding about the course, the year timetable and information about assessment and deadlines
	Course handbook
Course timetable
Assessment schedule
Complete Induction booklet timetable, important dates to remember

	Careers and progression opportunities - 
	 Provide information 

	Essential Skills/Study Skills/ literacy marking scheme 
	Marking scheme and bookmarks

	Welsh  provision -Ensure all learners have information about Welsh language skills development provision
	Welsh language activity
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