Ealing College Upper School


Student Induction Policy

1.	Aim of the policy

1.1. The School regards student induction as an essential element of all courses. The aim of induction is to enable students to settle into the College quickly and help them to succeed in their chosen course.

1.2	In education it is increasingly felt that a strong induction policy tends to have a positive effect on student retention. Students who are not quickly integrated academically and socially are more likely to withdraw in the early stages of the course than students who feel a sense of academic and social belonging. Transition from GCSE to A level/BTEC where independent and autonomous forms of learning is necessary can prove difficult than for students who may be used to the more structured approach in schools. Students from non-traditional backgrounds may need particular support in learning how to learn and understanding the expectations of academic study. Induction should facilitate the transition of students into the learning ethos of the School and the course.

2.	Scope of the policy

2.1	The Student Induction Policy will apply to all courses delivered by the School. The process of the induction will normally involve face-to-face activity, but where appropriate induction may also be supported by the School’s internal virtual learning tool MOODLE.

2.2	The first week of any course should be considered as the induction period and involves both a School Induction and individual course inductions.

3.	School Induction

3.1	The purpose of School Induction is to welcome students and help students feel part of the School community. It is also an opportunity to outline the responsibilities that students have as part of this community and to introduce them to School wide facilities.

3.2	Upon an offer of a place students will receive general information on the school, such as term dates, enrolment and payment forms, a student handbook, and a School Induction timetable. There will also be basic information on the facilities within the School.

3.3	School Induction will involve the following events at the start of the course:

i. Enrolment Day
· Students will bring their completed forms to the School Secretary in order to be officially enrolled.
· Normally Course Head will be present to answer course related questions and any relevant information, such as timetables, map of the building etc.

ii. Welcome by Head
· Students will receive an introductory talk by the Head to welcome them to the School and introduce key staff members.
· There will be an introduction to the Support Services within the School.

iii. General IT Induction
· Students will be introduced to the IT suites and the necessary rules and regulations.  The IT Course Head will be introduced.

iv. Hands-on IT induction
· Students will be given a hands-on IT induction in order to acquaint them with the IT environment at the School, including MOODLE.
· Students will be given their School IT account details, plus advice and rules on the use of computer rooms.
· Students will be requested to sign an acknowledgement of receipt of this information stating that they agree to abide by the rules for the use of the computer rooms/ IT labs.

3.4	The School Head is responsible for ensuring that an appropriate School Induction programme is in place for all students.


4.	Course Induction

4.1	It is a School requirement that every student will undergo a course induction to introduce students to their programme of study, the personnel who deliver it and the environment in which it is delivered. Induction initiates students into the values and working practices of the course and integrates them with their peers.

4.2	Course Leader (Tutor), in liaison with the School Head and any other relevant staff are responsible for ensuring that an appropriate course induction programme is in place for all students.

5.	Course Induction Procedures for First Year Students

5.1	Course Leaders must ensure, in liaison with the Head of School and other course staff, that the following elements form part of induction to the course for all first year students.

5.2	Many of the elements will be introduced in the first week of the course. 

5.3	The elements of the course induction are as follows:

· Management of the Course

Students will be issued with information on the role and location of the Course Leaders, Course Tutors and other relevant contact points.



· Course Handbook

Students should be issued with the Course Handbook and any relevant School regulations. Course Handbooks should be used to introduce:

i.	aims and learning outcomes of the course;

ii.	learning and teaching methods on the course (i.e. lectures, tutorials, seminars, workshops etc);

iii.	structure and content of the course;

iv. 	attendance regulations and timetable for the course;

v.	nature of assessment on the course, its scheduling, assessment deadlines, extensions, mitigating circumstances, grading and assessment feedback.

In particular students should be introduced to the overall course structure and given a detailed overview of the course timetable and activities for the first year of the course.


· Health and Safety Policies and Procedures

The Health and Safety Policies and Procedures relevant to the course, course locations and the course ways of working will be discussed.

· Resources

There will be an introduction to any specific course resources.

· MOODLE

A course specific induction to MOODLE must be organised in liaison with the IT department.  

· Student Feedback and Course Representatives

Students should be introduced to the role of Course Representatives.  Course Representatives must be elected according to the School procedure (see Annexe 1: Student Course Representatives Policy).

· Student Support

Students should be informed of sources of student support outside of the course. Course Leaders and Course Tutors should attempt to identify, as early as possible, students with learning difficulties or other needs and in particular 'at-risk' students to be referred to the Student Welfare Officer.


· Relevant School Procedures

Students should be introduced to arrangements for reporting absence, making complaints and made aware of the School punctuality and attendance standards.


· Progression

Students on A level/BTEC courses should be informed about the requirements and the process for progression to a relevant Further/Higher Education courses.

· Introduction to Peers

During the course induction, Course Leaders should attempt to facilitate the social integration of students if possible. This might take the form of participative exercises, for example ‘ice breakers’, which allow students to introduce themselves to each other. 

6.	Course Induction Procedures for Returning Students

	Students progressing to the next level of their course should be introduced to the content and structure involved in that level. In particular, students should be made aware of the increasing challenge of the work involved and any elements which are different in that level. 

In the case of students who have been APL’d into the second year of the course, Course Leaders must ensure that they receive a similar induction to first year students.

7.	Monitoring of the policy

The Student Induction Policy will be monitored by the Head of School 
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Annexe 1

Student Course Representative Policy

1.	Role of Course Representatives

1.1	The School is committed to listening to its students and to taking their views into account in the development of its provision. The School operates a comprehensive system of course representatives, conducts questionnaires and other formal mechanisms of student feedback. 

1.2	Course Representatives are students who are elected by their peers to represent the issues and concerns of the student body on the quality of teaching and learning on the course and report back information to the students they represent.

2.	Responsibilities of Course Representatives

2.1	Course Representatives act as a formal channel of communication between students on a course and the staff who teach on that course, raising any issues of concern and ensuring that students have a say in decisions that affect their quality of learning. 

2.2 	Course Representatives will:

· listen to the views and find out the opinions of their fellow students on the course in order to represent student views to course staff in an appropriate manner;
· attend course committees, occasional Staff Committees and course representative meetings with the aim of raising student issues and participating in the School planning and decision making process;
· report back to students on the outcome of meetings;
· be accountable to those who elected them and demonstrate this in the manner in which their duties are carried out.

2.3	Course Representatives have the opportunity to:

· contribute to the decision-making processes and have a direct influence over the running of the course;
· actively participate in  improving the quality of the learning experience;
· be involved in the quality assurance activities of the School;
· take an active and rewarding part in School life and gain transferable skills valued by employers, such as public speaking, negotiation, problem-solving and assertiveness.

3. 	Election of Course Representatives

3.1	Students will nominate or elect from among themselves representatives to attend Course Committee and represent the views of students and themselves.

3.2	Course Leaders will hold course meetings with students from each cohort and ask students to nominate course representatives. At least one representative will be nominated for each level and where relevant, there may be a representative for each pathway.

3.3	Nominations should be seconded. In the case where there is more than one nomination, an election must be held. Election may be by means of a show of hands or, if students prefer, by secret ballot.

3.4	Course Leaders are responsible for making sure an election of student representatives takes place as early as is feasible within the academic year.

4.	Course Representative Training

The College may from time to time offer training for Course Representatives, on their role. Training will explore the function of representatives and helpful hints will be offered on how to deal with a variety of issues and situations.
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