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MBA INDUCTION CHECKLIST

(NB:  To be completed by every MBA student at the end of Induction period (November 2017/February 2018) and outstanding items to be addressed by Programme Director)

	Student name:
	
	

	Date:
	
	
	

	Course:
	
	

	Induction Process:
	Date actioned
	Outstanding
	Date to be actioned & by whom

	Introduction to:
	
	
	

	Members of Programme Team
	
	
	

	[bookmark: _GoBack]Study areas and facilities eg. teaching rooms, library, cafes,etc.
	
	
	

	Dean/Head of School
	
	
	

	Student Ambassadors
	
	
	

	Buddy/Course representatives
	
	
	

	Electronic communications:
	
	
	

	You have completed the following tasks:
· Activated your email account 
· Accessed Moodle
· Opened up sample information eg. Lecture notes & General Communications accessed via Moodle
· Introduction to Turnitin
· Accessed Moodle and additional study skills
· Accessed via Moodle the How To ......... Resource Pack (HTRP)
· Accessed via Moodle Programme of Study Handbook
	    
	
	

	General awareness of:
	
	
	

	Enrolment process
	
	
	

	Access to module resources and lecture notes/slides
	
	
	

	Acceptable code of conduct
	
	
	

	Location of University rules and regulations
	
	
	

	Student Services/Student Union Team
	
	
	

	Class groups
	
	
	

	Library procedures
	
	
	

	


Location of:
	
	
	

	Programme Director’s office
	
	
	

	Head of School’s office
	
	
	

	Faculty Dean’s office
	
	
	

	International Student Officer
	
	
	

	Registry
	
	
	

	MBA Teaching Rooms
	
	
	

	Faculty Office
	
	
	

	
Issued with:
	
	
	

	· Induction programme
· Check List
· Timetable & Assessment Plan
· Contact Details form which you have completed & returned to Programme Director
· Personal Course Tracker
· How to ……. Resource Pack
· Student evaluation form
	
	
	



I confirm that the above induction has been satisfactorily completed and I have attended all sessions, and I also know how to access via Moodle all information required for the MBA programme, including the MBA handbook.


Signed		:								

Print Name	:								

Date		:									
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