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Student Induction Policy
Policy Statement 
City College aims to ensure that all recruited students receive proper guidance on the policies and procedures of the College, to ensure their successful integration into study. This polices aims to outline what information should be shared with students during their induction. All students will receive an induction that will represent the first week of their learning journey. For the first six weeks of all programmers, all students will be on probation. The induction process aims ensure all suitable students successfully complete their probationary period.

Induction will take place for at least one week of the student’s learning journey. Student attendance during the induction process is mandatory and registers will be maintained for the purposes of audit. All students will be registered with City College and any relevant partner organisations during the induction process in accordance with the College Registration and Certification Policy. Any policies or learning materials shared with students during the induction will be available electronically.
Roles and responsibilities
The formal induction will take place during the student’s first week with the College. During the induction process, usually on the first day, staff should ensure that:
· The students are welcomed by the College and introduced to key members of staff; Administration, Programme Leads or main Tutors and at least one member of the Senior Leadership Team (SLT)
· All students are registered with the College and any awarding bodies, partners or stakeholders
· Guidance on the student’s programme including qualifications, registrations, examinations and assessments is properly given to the students. 
· Expectations in terms of attendance and student behaviour are shared and the Student Disciplinary Policy and the Attendance and Engagement Policy are introduced
· Students are introduced to the Programme Handbook and understand the role of any key stakeholders or partners.
· Students receive a briefing on key policies, Health and Safety and an overview of the College’s responsibility for Safeguarding, Prevent and British Values.
· A tour of the College premises and explanation of administrative functions
· Explanation of student welfare is explained and the Fit to Practice and Fit to Study Policies are introduced.
· Use of College computers, internet and other resources has been clarified and the E Safety Policy is introduced.
· Information on the College Library, Online Library and Virtual Learning Environment (VLE) is shared
· Issue of Teacher and Student Contracts takes place
· Fees and other financial obligations have been explained to students.
Oversight of the induction process is the responsibility of the Quality Team. Presentation materials will be authorised by the Associate Director for Quality and Partnerships. Delivery during the induction process will be subject to the terms of the Quality Assurance and Delivery Policy and staff may be observed in the interest of maintain quality standards and improvement. 

Partnership organisations may be involved in the induction process, any requests for partner participation will be welcomed.

Related Policies 

This policy needs to be read in conjunction with other policies including

•
Quality Assurance and Delivery Policy
•
Equality and Diversity Policy

•
E Safety Policy

•
Safeguarding Policy

•
Complaints Policy and Procedure

•
Appeals Policy and Procedure

· Prevent Strategy

· Governance Code

· Student Disciplinary Policy

· Attendance and Engagement Policy

· Registration and Certification Policy

· Teacher and Student Contract Policy
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