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Introduction and Context   
SNMCI believes that successful induction and orientation sessions, providing learners with the information, tools and resources to engage with 
their programme of study, can make them feel welcome, can prevent small difficulties becoming great difficulties, and can positively affect 
learner retention and satisfaction.  
 
Every September we welcome our first year undergraduates for the first time and we welcome back our returning students.  
Induction sessions for first time learners aim to make them comfortable and at ease in their first few weeks at college. For returning learners it 
is more about re-orientation, bearing in mind that each academic stage brings a different set of rules, regulations, skills and expectations.  
Induction schedules are compiled with a view to ensuring that learners feel welcome and have all of the information they need to begin their 
studies.  
 
The purpose of this document is to identity the minimum components of induction for all learners and to outline the induction procedure.  

Policy Statement:   
- SNMCI will conduct induction and orientation sessions prior to the commencement of the academic year.  
- Each Year a Committee will be convened to coordinate all aspects of learner induction. The Committee will comprise of a 

representative from each of the programmes running in the College, the Student Engagement Officer, the International Officer, a 
representative from the marketing team, the Learner Support Officer and a learner representative. 

- Induction sessions for learners will include both face-to-face and online induction and will seek to: 
- Provide necessary information about the College, its facilities and regulations which they can refer to in the weeks after 

orientation; 
- Provide an introduction to all aspects of programme/s of study thereby laying the foundation for the coming academic year; 
- Provide an ‘online’ induction for all programmes delivered in blended mode; 
- Facilitate ‘social’ interaction, initially in the virtual space, with other learners, administrative and teaching staff, fostering a sense of 

community;   
- Allow learners to provide feedback on their experiences through an anonymous online ‘settling-in survey’ which will inform the 

development of subsequent orientation and induction processes. 

Staff Involved:   
This policy is the responsibility of all staff, but in particular it applies to the Admissions Officer, International Officer, Programme Directors, 
Deputy Programme Directors, Student Engagement Officer and Learner Support Officer.  

Procedure Person/s Responsible   Records generated 



  to ensure evidence 
of follow through 
 

Procedure Outline  
- The Learner Induction and Orientation Committee will meet to plan and coordinate all 

learner induction activities; 
- The Academic Calendar, including the week scheduled for induction, will be posted to 

the college website;  
- EU and International learners will be informed by the Admissions Office of any specific 

induction arrangements.   
 
Induction activities normally take place in the week preceding the first week of timetabled 
classes. Induction sessions will be delivered by college staff, through a number of media 
(presentations, workshops etc.) and with the support of various resources (presentation 
software, on-line resources etc.) as appropriate. 
At induction a specific “Using Learning Technologies” induction programme will be delivered to all 
learners. 
In order to successfully achieve the purposes of induction, the following will constitute the 
minimum content components of an induction programme. (From year to year, depending on 
numbers, resources, student suggestions etc, the Committee may exceed this list in particular 
with reference to social activities.) 
 
Induction will consist of the following: 
Administrative: 

- Orientation and welcome to the College with introduction to key members of college 
staff; 

- Introduction relating to services and facilities including library and ICT; 
- Completion of online induction module; 
- Overview of Learner Handbook; 
- Key College regulations; 
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- Key aspects of Quality Assurance e.g. attendance;   
- Overview of Health and Safety;   
- Information re Learner Support; 
- Information re IT Support;  
- Information re Academic Support; 
- Contact details for Financial Services; 
- College’s Policies re Privacy and Use of ICT; 
- Opportunities for feedback.   

 
Academic: 

- Programme structure; 
- Programme timetables; 
- Programme Aims and Learning Outcomes;  
- Teaching methods including clear outline of F2F and online content for programmes 

delivered in blended mode;  
- Assessment methods and assessment criteria; 
- Reading lists and Academic Writing Conventions; 
- Policy related to Academic Integrity /Plagiarism/Turnitin; 
- Online workshops and introduction to the College’s SIS  
- Opportunities for feedback 

 
Social: 

- Information re social activities during induction week 
- Information re any planned College activities throughout the academic year. 
- Welcome from the Students Engagement Officer 
- Opportunities to engage socially in the online space, through the work of the Student 

Engagement Officer 
- Provide opportunities for pastoral and academic support through the work of the 

Learner Support Officer and Student Engagement Officer.  
On-line settling in survey (mid- semester one)  
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