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Welcome to ………..


The Calendar

	SEPTEMBER 2007
	

	
	

	OCTOBER 2007
	

	
	

	NOVEMBER 2007
	

	
	

	DECEMBER 2007
	

	
	

	JANUARY 2008
	

	
	

	FEBRUARY 2008
	

	
	

	MARCH 2008
	

	
	

	APRIL 2008
	

	
	

	MAY 2008
	

	
	

	JUNE 2008
	

	

	JULY 2008
	

	
	


Programme Details

Qualifications:
Day(s) of week:
Equipment Needed: 
	Times
	Subject
	Teacher / Mentor
	Room

	Start:

Finish:


	
	
	

	Start:

Finish:


	
	
	

	Start:

Finish:


	
	
	

	Start:

Finish:


	
	
	


Who’s Who at <insert institution> 
	NAME
	TEL. NO
	EMAIL ADDRESS
	DEPT
	PHOTO

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Who and how to contact us for advice
About  <insert institution> 
{Insert information about your institution including maps, facilities, clubs etc}
Differences between school and <insert institution>
· Life at school:  {Insert information about what life is like at school including how to refer to teachers and other behavioural expectations}

· Life at ………..: {Insert information about what life is like at college including how to refer to lecturers and other behavioural expectations}  

The Young Apprenticeship in Hospitality Details and Qualifications

{Insert information about the programme details and qualifications such as: aims of programme, progression routes, info on specific courses and modules and other courses offered}

The Induction

{Insert information about the induction such as: dates and times, agendas and content etc}

Equal Opportunities Statement

{Insert the institutions equal opportunity policies and what this means to the students}

Disability Statement

{Insert the institutions disability statement/policies and what this means to the students}
Student welfare at <insert institution> 
{Insert information about general safety at the college}

Fire & Emergency

{Insert the fire and emergency procedures}
Health and Safety

{Insert the health and safety statements/procedures}

Accidents & First Aid

{Insert accidents and first aid statements/procedures}
Course Activities 

{Insert course activities statements/procedures/rules and regulations}

Support from the team

{Insert details of what support is on offers to the students}

Confidentiality
{Insert details of the confidentiality policy/statement}

No Smoking Policy

 {Insert details of the smoking policy/statement}
Drugs and Alcohol

{Insert details of the drugs and alcohol policy/ statement}

Mobile Phones

{Insert here the details of the  mobile phone policy/ statement}

Use of Equipment
{Insert advice/guidance/policies on use of equipment}

Practical Information

Insurance

{Insert details of the insurance policies in relation to a young student}

Student ID/Enrolment Cards

{Insert details of the id/enrolment cards procedure/what it gives access to/what to do when card is lost etc}
Supervision

{Insert details of the student supervision procedures}

Lunchtime arrangements
{Insert details of lunchtime arrangements and procedures}
Trips and visits

{Insert details of the visits arrangements and procedures}

Travel to and from the Institution 
{Insert details on how to travel to and from the institution }
Attendance and Timekeeping

Registration:

{Insert details of the registration arrangements and procedures}

Attendance and Punctuality:
{Insert details of the attendance and punctuality requirements}
Expected Behaviour

{Insert here the details of student behaviour expectations}

non-negotiables

Learner Contract



{Insert college logo here}

I,…………………………………………………………………agree to:

1. Attend college on the days and times required

2. Be on time to classes

3. Inform the college when I am absent by contacting {insert appropriate contact details here}

4. Listen to what the teacher and learning support assistant say and act upon it 

5. Behave in a mature and appropriate manner throughout my time at college

6. Respect all others and their property

7. Keep the college tidy

8. Not to carry alcohol, drink alcohol, or be under the influence of alcohol whilst in college.

9. Not to carry any illegal substances, use any illegal substances, or be under the influence of illegal substances whilst in college.

10. Not to carry any offensive weapon or unauthorised knife

11. Not to cheat or deliberately copy another persons work

12. Work to the best of my ability in classes

13. Bring the necessary equipment to classes

14. Abide by all Health and Safety Procedures, including the wearing of protective clothing

15. Abide by the policies and procedures as set out in the college handbook 

16. Understand and act upon my class 'code of conduct'

I understand that breaking the learner contract could result in me losing my place at college

Signed by: ______________________
Date: _______________

If you break the Learner Contract or College Code of Conduct
{Insert in here details of what will happen if a student breaks the agreement, include procedures and stages involved}

Disciplinary Process for 14 to 16 year old learners

{Insert details of the colleges disciplinary processes}
Assessment

Reporting Progress

Student Rights

Complaints and Grievances
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