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                 INDUCTION CHECKLIST FOR STUDENTS
We do not expect you to memorise all this information!  Please use the Induction checklist and tick the boxes when you feel comfortable that you have been given information about, understand and are familiar with the following:
	Please tick where you can find the information - either Student Handbook or Course Handbook

	Student Handbook
	Course Handbook

	COLLEGE AIMS
	
	

	· Our commitment to help you achieve success
	
	

	· College Code of Conduct
	
	

	· Equal Opportunities at Bedford College
	
	

	· Health and Safety 
	
	

	· Complaints Procedure
	
	

	· Student Representatives and Student Council
	
	

	COLLEGE ORGANISATION
	
	

	· Layout of the College and rooms
	
	

	· Who does what at the College
	
	

	· How to evacuate the building (e.g. in case of fire)
	
	

	· Recreational facilities and enrichment programme
	
	

	· Name of your tutor
	
	

	· Name of your course manager
	
	

	· Course registration and exam fees
	
	

	· ID cards and what they are for
	
	

	· Examinations – when you have to enter and what you have to pay
	
	

	· College holidays and tutorial programme
	
	

	· The College phone number
	
	

	· What to do if you are ill or unable to come to College
	
	

	· How to contact your tutor or Student Personal Adviser
	
	

	· Where the Centre office is
	
	

	STUDENT SUPPORT
	
	

	· Student Services – what they offer and where to find them
	
	

	· Careers advice – what help is available
	
	

	· Financial and welfare advice – what help is available
	
	

	· Student Support Funds and other financial help
	
	

	· Additional Support, Basic/Key skills arrangements
	
	

	· Library, how to join and how to use materials and equipment
	
	

	· Computer facilities you can use
	
	



                                                                                               Continued overleaf
	Please tick where you can find the information - either Student Handbook or Course Handbook 

	Student Handbook
	Course Handbook

	· The Mezzanine Restaurant
	
	

	· Photocopying facilities
	
	

	· Skyline Restaurant, Hair/Beauty Salons (Brooks), Springs Sports Centre
	
	

	YOUR COURSE
	
	

	· Entry requirements for your course
	
	

	· Attendance requirements
	
	

	· What opportunities are there for you at the end of your course?  
	
	

	· Support available to help you in areas where you are not strong or confident
	
	

	· Where you can get advice if you need specialist equipment or special allowances in examinations (e.g. because of a disability)
	
	

	· Books, materials and equipment needed for your course
	
	

	· When the course team meets
	
	

	· Who your course team is
	
	

	· How you can take part in course team meetings
	
	

	· Your programme or scheme of work
	
	

	· Your timetable and rooms
	
	

	· How you can get help and information for your assignments
	
	

	· What you have to pay and when
	
	

	· Work experience requirements of your course (if appropriate)
	
	

	· Subject/Unit content of your course
	
	

	· When you will be assessed
	
	

	· How you will be assessed
	
	

	· The opportunities you will have to comment on your course and progress
	
	


Student Comments:  ……………………………………………………………………………………………………... ...……………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………
………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………
Date:  ……..……………………………………
Student Signature: …………………………….  Tutor Signature: …………………………….
