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During your induction session, you will be given information that you’ll need to refer back to during 

your course. Use this checklist to make sure you have everything you need to help you with your learning. 


One of our learndirect staff will explain each point. You can then add x in the box to show that you understand. 


If you need more information, just ask. And remember, you can always go back to your tutor or learning centre 


with more questions later. 


Learning Plan
	I have agreed my learning plan and I know what it’s for
	 FORMCHECKBOX 




Support for my learning


	I know what a personal tutor does and who mine is 
	 FORMCHECKBOX 


	I know what a course tutor does, and if my course needs one, I know who mine is
	 FORMCHECKBOX 




Contact details
	I have my personal tutor’s contact details 
	 FORMCHECKBOX 


	I have my course tutor’s contact details (if applicable)
	 FORMCHECKBOX 


	I have my learning centre’s contact details
	 FORMCHECKBOX 




The learndirect website, logging onto the learndirect system and my learner home page

	I know how to find the learndirect website and have been told what I can find there

	 FORMCHECKBOX 


	I know my username and my password
	 FORMCHECKBOX 


	I know why it is important to keep my password secure
	 FORMCHECKBOX 


	I know how to change my password
	 FORMCHECKBOX 


	I know what to do if I forget my password
	 FORMCHECKBOX 


	I know how to login to my course
	 FORMCHECKBOX 



	I understand what the learndirect system (LSE) is and what I will use it for
	 FORMCHECKBOX 


	I understand why I must tick my learning outcomes as I complete them
	 FORMCHECKBOX 


	I understand why I have a personal learning goal and why I need to make notes about my learning
	 FORMCHECKBOX 



Introduction to the learndirect system (LSE)
Using the learndirect system and moving around the learner pages
	I know what the learner home page is
	 FORMCHECKBOX 


	I know how to move forwards and backwards through the learndirect system and how to return to the learner home page
	 FORMCHECKBOX 


	I know how to use the scroll bar to access long pages
	 FORMCHECKBOX 


	I know how to access pages by hyperlinks
	 FORMCHECKBOX 


	I know how to use the help pages
	 FORMCHECKBOX 


	I know how to tick my learning outcomes when I have completed them
	 FORMCHECKBOX 




Accessing course materials

	I know how to ‘start my learning’ or ‘continue my learning’ from the learner home page
	 FORMCHECKBOX 



Logging out of the learndirect system

	I know how to finish the learning session, using the logout link, rather than closing the Internet Explorer window by clicking on the ‘x’ at the top right of the window


	 FORMCHECKBOX 



Reviewing Progress
	I know how to make notes about my learning in ‘course notes’, and share the notes with my tutor at the end of each session


	 FORMCHECKBOX 


	I understand why my tutor and I should be in regular contact
	 FORMCHECKBOX 


	I know how to view course topics and the results of my assessments


	 FORMCHECKBOX 



Using the learndirect communications centre
	I know how to send messages to my tutor
	 FORMCHECKBOX 


	I know how to read messages and reply to them
	 FORMCHECKBOX 



Getting help
	I know how to contact my tutor with technical and course specific queries
	 FORMCHECKBOX 


	I know how to contact Customer Contact Centre if nobody is available locally
	 FORMCHECKBOX 




Policies, statements and tools – useful documents 


It is important that you are know about the following documents. You need to know what they contain and 

where they can be found. Some are on paper and some are online. During your induction, you will be told 

what they cover.

Mark x in the boxes below to show that you have been told about these documents, and ask your learning 

centre or tutor to help if you want further information.

	How to access learndirect from home (or at work) 
	 FORMCHECKBOX 


	How to download drivers if you need to access a learndirect course from home or work: 

FastLoad (online/CD)
	 FORMCHECKBOX 


	Welcome Pack - paper based or online
	 FORMCHECKBOX 


	Learner charter  
	 FORMCHECKBOX 


	Privacy statement  
	 FORMCHECKBOX 


	Terms and conditions
	 FORMCHECKBOX 


	Copyright statement
	 FORMCHECKBOX 


	Centre/Hub Specific Documents

	Equal opportunities
	 FORMCHECKBOX 


	Centre facilities
	 FORMCHECKBOX 


	Health and Safety in the learning centre
	 FORMCHECKBOX 


	Fire drill for the learning centre
	 FORMCHECKBOX 


	Policy for use of computer equipment
	 FORMCHECKBOX 


	Policy for internet use
	 FORMCHECKBOX 


	Hub/Learning centre websites
	 FORMCHECKBOX 


	Learning centre complaints procedure
	 FORMCHECKBOX 
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