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	Item
	Date Student informed

	1. General information

	Apprenticeship information
	18/09/2025	
Information will be given to students on induction.

	2. The Academic Year

	Term dates/Academic admin timetable 
	18/9/2025
Information will be given to students on induction.

	Time dedicated to your studies
	18/9/2025
Information will be given to students on induction.

	Attendance monitoring
	18/9/2025
Information will be given to students on induction.

	Notification of absence 
	18/9/2025
Information will be given to students on induction.

	Student understands emails will be used to update them on information about their sessions
	18/9/2025
Information will be given to students on induction.

	3. The course

	Importance of Knowledge, Skills and Behaviour & the 9 duties. 
	18/9/2025
Information will be given to students on induction but will be available on google classroom.

	Course structure
	18/9/2025
Information will be given to students on induction and available via the learning plan accessible to learners.

	Summative and formative assessment date schedule
	18/9/2025
Information will be given to students on induction and uploaded on google classroom.

	Academic and tutorial structure 
	18/9/2025
Information will be given to students on induction and will be available in their student guide.

	Apprenticeship coach review’s (Daisy)
	18/9/2025
Information will be given to students on induction, Daisy to liaise and monitor progress.

	4. Student participation and feedback (in addition to the PI’s own processes)

	Student panel – how to raise an issue/student rep
	18/9/2025
Student rep decided on induction.

	Termly course evaluation
	On going 
To be monitored and completed termly.

	Raising concerns
	18/9/2025
Students will be made aware of the process on induction. 

	5. SMART Assessor

	How to use SMART assessor 
	18/9/2025
This will be monitored as on going development with apprentice coach and tutor. During induction arrangements have been made to allocate time for SMART assessor introduction.

	How to log OTJ hours / comments
	

	Uploading work correctly.
	

	6. Administration

	Contact information for admin team.
	18/9/2025
Information will be given to students on induction.

	Availability of course materials for timetabled sessions
	18/9/2025
Information will be given to students on induction.
Regular material will be uploaded on google classroom.

	Submission of assessed work
	18/9/2025
Formative and summative assessment dates have been scheduled on the learner task list. This will be provided to learners on induction, available on google classroom and available int heir student guide.

	Deadlines/Extensions/Extenuating Circumstances (ECs)
	On going 
This will be discussed on induction but ongoing support available for all.

	Arrangements for the return of work and feedback
	18/9/ 2026
All formative feedback will be completed on google classroom with on going feedback provided.

	7. Academic Misconduct

	Students’ responsibilities
	18/05/2025	
Information will be given to students on induction.

	8. Learning Support

	Personal Academic Tutors
	18/9/2025
Information will be given to students on induction & available in the student guide.

	IT support – Using accurate technology
	18/9/2025
Information will be given to students on induction.

	Support for students with learning support.
	18/9/2025
Information will be given to students on induction and 1 -1 tutorials during the first couple of sessions.

	Library induction / APA referencing support
	25/9/2025
Information will be given to students on induction and guides available on google classroom.
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