A CHECKLIST OF TASKS FOR FIRST YEAR COORDINATORS

1.  Organising Academic Orientation

The First Year Coordinator will take a lead role in coordinating, in collaboration with academic and general staff, an academic orientation for all commencing students in the program which:

 FORMCHECKBOX 
  clarifies their expectations of higher education and their expectations of being at UTAS, provides clear and accurate information about the program in which they have enrolled, clarifies the purpose of the program and its career outcomes, and specifies the requirements for satisfactory progress in the program.

 FORMCHECKBOX 
  outlines the role of First Year Coordinators in supporting commencing students to become self-managed learners through the provision of information regarding the degree program, courses, resources, degree related policies and procedures and being the first point of contact for discussing matters related to their academic work eg  Program and Course Catalogues, Course Outlines. 

 FORMCHECKBOX 
  incorporates contributions from other teaching and academic support staff (Student Services, Catalyst positions, Enabling Programs, Unistart Programs, Library, Riawunna, International Services), as well as from peer mentors  in outlining their supports for academic success.

 FORMCHECKBOX 
  outlines a student-to-First Year Coordinator communication strategy which covers face-to-face (drop in and appointments), hard copy, e-mail, and telephone interactions for the purpose of assisting with academic/program related concerns either through direct support or through referral to other University services or campus resources.

2.  Facilitating Student Networks

The First Year Coordinator will implement strategies to foster student-student interaction, 

 FORMCHECKBOX 
  promoting University organized mentoring arrangements. 

 FORMCHECKBOX 
  enhancing in-program opportunities for mentoring of commencing students by continuing students.

 FORMCHECKBOX 
  establishing a student-to-student communication strategy, which covers formal student forums, informal opportunities for students to network face-to-face, on-line communication & mentoring. 

 FORMCHECKBOX 
  promoting involvement in Orientation activities to familiarise commencing students with their main campus.

Monitoring Academic Achievement and Progress

The First Year Coordinator will work with Course Coordinators to monitor academic achievement and assist students maintain satisfactory academic progress in their first year of enrolment,

 FORMCHECKBOX 
  encouraging students to engage in self-assessment of their learning skills using tools available on-line.
 FORMCHECKBOX 
  facilitating access to resources and developmental opportunities.
 FORMCHECKBOX 
  identifying critical  milestones for academic success and initiating student contact at these times. 
 FORMCHECKBOX 
  identifying students “at risk”, making contact and referring them, where appropriate, to relevant support services, whilst at all times respecting students’ rights to privacy. 

 FORMCHECKBOX 
  identifying and congratulating high achieving students, outlining opportunities for extending their learning or to engage in peer support of fellow commencing students.

3.  Evaluating First Year Coordinator Activities

The First Year Coordinator is required to report on the effectiveness of the orientation and transition activities they have undertaken,

 FORMCHECKBOX 
  activities undertaken, with suggested improvements for subsequent intakes.

 FORMCHECKBOX 
  monitoring retention rates for commencing students in the program.

 FORMCHECKBOX 
  within privacy provisions, reporting on students at risk and identifying whether they discontinued.

 FORMCHECKBOX 
  seeking feedback from commencing students on the activities conducted by the First Year Coordinator and the effectiveness of the referral service.

 FORMCHECKBOX 
  outlining the key program/academic issues for commencing students, and making recommendations for improving student engagement.

4.  Contributing to Knowledge about the First Year Experience at UTAS

First Year Coordinators can contribute to the improvement of the first year experience for commencing students at UTAS  by

 FORMCHECKBOX 
  researching and/or publish on outcomes of interventions to enhance student orientation, transition and engagement.

 FORMCHECKBOX 
  participating in local and national forums/conferences on the first year experience.

 FORMCHECKBOX 
  sharing ideas on good practice.

(This checklist is based on models developed by Griffith University and University of New South Wales)

Additional resources regarding the role of the First Year Coordinator are provided on the website.
