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[bookmark: _Toc208847340]Welcome and Overview
Welcome to your Student Induction 
Starting at University Centre Colchester (UCC) is an exciting step, and we want to ensure you feel supported and confident as you begin your journey. The first few days, weeks, and even months at university can feel overwhelming, so we’ve designed an induction programme which will help you to settle in, connect with your peers, and get ready for academic success.
This guide highlights the most important information you need to know and is supported by the UCC Moodle page, which will be your central hub for all induction materials. On Moodle, you’ll find:
· Presentations and Resources from your induction sessions
· Checklists and Guides to help you stay organised
· Catch-up Materials if you missed your induction day or want to review key topics
You can revisit these materials at any time, meaning you can work through them at your own pace.
[bookmark: _Toc208847341]How Induction Works
Your induction is designed to help you settle into university life gradually, introducing you to UCC, your course, and the support available to you. It is organised into three phases that run across the first semester of your studies:
[bookmark: _Toc208847342]Phase 1: Induction Day
This is your on-campus welcome event, where you’ll:
· Meet your course team and fellow students
· Learn about UCC’s support services and resources
· Explore your course structure and modules
· Get set up on essential systems and platforms
· Hear about work-based learning opportunities
If you’re an apprenticeship student, you will also receive an additional induction specific to your apprenticeship programme. This may take place on a separate day, and it is essential that you attend. During this session, the team will explain how the apprenticeship element of your programme works, outline the support available to you, which systems you’ll need to access, and any early eLearning you may need to complete.
[bookmark: _Toc208847343]Phase 2: Group and Independent Learning Activities
Over the next three weeks, you’ll complete a mix of activities designed to help you transition smoothly into your studies. These include:
· Group activities such as library tours and introductory workshops
· Online Academic Skills eLearning modules to strengthen your study skills
· Optional resources tailored to your individual learning needs
[bookmark: _Toc208847344]Phase 3: Ongoing Learning Activities 
As you progress through your first semester, you’ll complete further activities to deepen your understanding of key systems and skills, including:
· Additional library workshops
· Further eLearning modules
· Training on assignment submission and academic processes
[bookmark: _Toc208847345]Navigating the Moodle Site
The Moodle Induction site is organised to make it easy for you to find what you need:
· Three Phase Sections – Containing resources, checklists, and guidance relevant to each stage of your induction
· Course-Specific Areas – Providing information and materials unique to your programme
Whether you’re attending induction in person or catching up online, everything you need to start your journey with confidence is here. Scan the QR code below to get you started. 
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Your induction day is your first step into life at University Centre Colchester. It’s all about meeting your course team, discovering your programme, and connecting with the people who will support you throughout your studies. You’ll get to explore the Colchester Institute campus and study environment, start setting up your IT systems, and get familiar with the tools you’ll use every day. By the end of this day, you’ll feel more prepared, confident, and ready to begin your first week of study.
[bookmark: _Toc208847347]IT Setup and Digital Access
Getting your technology set up early will make your transition into student life much smoother. UCC uses several online systems and apps to support your studies, and it’s important that you can access them from day one.
This checklist summarises the key actions you’ll need to complete, based on the presentation available on Moodle and covered by your Course Leader during induction. You’ll begin these activities on your induction day, but this page serves as a reminder in case you don’t complete everything.
Your Course Leader may also highlight additional course-specific software or systems that you’ll need to access. Complete these steps as soon as possible to ensure you can log in to all essential UCC systems and resources.
[bookmark: _Toc208847348]What Your Course Leader Will Cover
During induction, your Course Leader will introduce you to the following:
· Multi-Factor Authentication (MFA)
· Campus WiFi access
· Logging on to desktop computers
· Microsoft 365 applications (Outlook, Calendar, Word, Excel, PowerPoint, OneNote, OneDrive, Teams)
· UCC systems (Moodle, UCC Academic Services Moodle, Academic Skills Centre, Google Classroom, CI Connect App, Student Portal)
· Assignment submissions
· Printing and scanning
· Specialist systems for apprenticeships or Initial Teacher Education (ITE), if applicable
This checklist focuses on general IT systems used by all students. Space is provided for you to note course-specific actions as needed. Some systems will be demonstrated in detail during induction, while others will be introduced briefly for you to explore later.
Tip: Although systems are often demonstrated on UCC desktop computers, you can access them remotely on personal devices. If you plan to bring personal devices into lectures, charging equipment must be PAT tested before use - your course leader will arrange a session for this.
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Complete these steps as soon as possible to ensure smooth access to UCC systems. Please note that this checklist is also available electronically on your Moodle Induction page under “Phase 1: Student Induction Day”:

	Multi-Factor Authentication (MFA)
· Download and install the Microsoft Authenticator app
· Set up MFA using your UCC login details
WiFi Access
· Connect to Eduroam for free campus Wi-Fi using your UCC login details
Accessing Desktop Computers on Campus
· Login and change password
· Access Outlook email
· Access Outlook calendar
· Open the Microsoft 365 waffle menu to explore apps (OneDrive, Word, Excel, PowerPoint, OneNote, Teams)
· Access the Moodle homepage and save to favourites
· Enrol on course-specific Moodle pages and save to favourites
· Enrol on UCC Academic Services Moodle page and save to favourites
· Enrol on Academic Skills Centre (ASC) Moodle page and save to favourites
· Join your Google Classroom (if applicable) and save to favourites
· Access the Student Portal (including Library) and save to your favourites
Other Apps to Download
· CI Connect app (campus information and updates)
· Microsoft Outlook app (for email and calendar)
· Microsoft Teams app (for classes and tutorials)
· Google Classroom app (if applicable)
Remote Access via Personal Devices
· Save key links shared above (Outlook, Moodle, Student Portal etc.) to your favourites on personal devices
· Ensure charging cables are PAT tested before use on campus
Support Contacts
· Save the ILT Service Desk phone number: 01206 712222. The ILT Service Desk is located in B308
Additional Actions
Use this space to note down any extra IT actions or software set-up tasks specific to your course:








The following QR codes (and corresponding links) will take you directly to the resources that you need:
	MS Authenticator
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	Outlook Email
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https://outlook.office.com/mail/

	OneDrive
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https://onedrive.live.com/login

	Moodle Home page
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https://moodle.ccacolchester.com/


	UCC Academic Services
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https://moodle.ccacolchester.com/course/view.php?id=7027

	UCC Academic Skills Centre
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https://moodle.ccacolchester.com/course/view.php?id=7297

	Google Classroom


[image: ]

https://classroom.google.com/

	Student Portal
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https://colchinst.sharepoint.com/




[bookmark: _Toc208847350]Phase 2: Group and Independent Activities
After your Induction Day, it’s time to build on what you’ve learned and start shaping your life as a UCC student. Over the next three weeks (or five weeks if you’re part-time or on an apprenticeship), you’ll take part in a mix of group sessions and independent activities designed to help you feel more confident, capable, and connected as you settle into your studies.
This phase is about exploring your resources, developing your academic skills, and getting the support you need early on - so you can start strong and stay ahead. 
We’ve prepared a checklist of essential and optional activities for you to complete. Please note that this checklist is also available electronically on your Moodle Induction page under “Phase 2: Group and Independent Activities”:
[bookmark: _Toc208847351]Essential Activities
Here is a checklist of the essential activities you need to complete during Phase 2. 
	· Read the Student Charter - Understand what’s expected of you and what you can expect from UCC.
· Attend Library Workshop 1 - Discover the library’s services and learn how to find books on your reading lists using the catalogue. We recommend bringing your module guides and a bag to take your books home in. This will be organised by your Course Leader.
· Let us know about any additional needs - If you haven’t already told us about a disability or specific learning difficulty that may require reasonable adjustments, please contact Academic Services as soon as possible.
· Complete Academic Skills eLearning – Start your eLearning in the Academic Skills Centre 
· Note Taking
· Introduction to Academic Reading
· Time Management



[bookmark: _Toc208847352]Optional Activities
Here is a checklist of optional activities you may find helpful to explore. These activities aren’t mandatory, but they’re a great way to get extra support and ask questions in person:
	· Attend drop-in support sessions with Eliza Bebb - If you need extra help understanding our IT systems or study related support:
· Monday 23rd September, 12–1pm, Room HE105
· Tuesday 24th September, 1–2pm, Room HE105
· Wednesday 25th September, 12–1pm, Room HE105
· Thursday 26th September, 1–2pm, Room HE105
· Drop in to UCC Academic Services - If you need any other help such as campus navigation, reasonable adjustments, financial help etc. the office will be open between 10am and 2:30pm every day. 
· Create electronic folders for each of your modules and save your module guides in these. 
· Set up a OneNote notebook for each of your modules. 
Please use this space to add any additional Phase 2 actions:









[bookmark: _Toc208847353]Phase 3: Group and Independent Activities
As you progress through your first semester, there are some important ongoing learning activities to complete that will prepare you for assessments and strengthen your academic skills. These activities build on what you’ve learned so far and help you feel confident as you begin submitting assignments and using more advanced resources.
We’ve prepared a checklist of essential and optional activities for you to complete. Please note that this checklist is also available electronically on your Moodle Induction page under “Phase 3: Group and Independent Activities”:
[bookmark: _Toc208847354]Essential Activities

	· Library Workshop 2 (OpenAthens & Research Skills) - Near reading week, you’ll attend a workshop on using OpenAthens to access eBooks, journals, and reports. This session will show you how to make the most of our systems to find high-quality sources for your assignments. This will be organised by your Course Leader.
· Complete the Academic Integrity and Referencing eLearning Module - This module must be completed before your first assignment. Make sure you choose the referencing system used by your course:
· Harvard – Most courses
· APA 7th – ITE, Huddersfield
· Learn how to submit your assignments. 
· UEA Students: Study the UEA Validated Qualifications eLearning in the Academic Skills Centre to find out about your degree programme and how it operates.
· UEA Students: Study the Understanding Grading and Feedback on UEA Validated courses eLearning to find out about the assessment process, marking criteria, and feedback loop.
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Here is a checklist of optional activities that you might find useful to support your learning and development:
	· Review and study any optional study skills eLearning courses in the Academic Skills Centre.
· Book academic tutorials (strongly recommended).
· Book pastoral tutorial.

Please use this space to add any additional Phase 3 actions:
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Keep this list of useful contacts handy. Fill in the blank spaces with any course‑specific details you receive during induction:
	
	Contact Information

	Course Leader
	


	Pastoral Tutor
	


	Course Tutors
	






	UCC Academic Services
	01206 712613
HE104
Uccacademicservices@colchester.ac.uk 

	ILT Service Desk (IT)
	01206 712222
B308
iltservicedesk@colchester.ac.uk 

	Library 
	01206 712642
Library.helpdesk@colchester.ac.uk 
1st Floor, South Wing

	UCC Academic Skills Centre
	ucc.asc@colchester.ac.uk   

	Absence Line
	01206 712160
absence@colchester.ac.uk 
Or via CI Connect App


	Health Assured
	0800 028 3766

	Safeguarding Team
	01206 712828



[bookmark: _Toc208847357]Final Note
We’re excited to welcome you to UCC and can’t wait to see what you’ll achieve in your first semester. Remember, induction isn’t something you’re expected to complete all in one day – it’s designed to take place over the whole semester, giving you time to explore resources, build your skills, and settle in at your own pace. And if you need support at any point, we’re always here to help – just ask!
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