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Purpose of and rules for

welcoming new students to ( Qo
the Faculty of Arts, Aarhus Q MF (
University \ /

Introduction

The Faculty of Arts wants to create a joint framework to support quality, a shared practice and
harmonisation in the work involved in welcoming new students and supporting their academic
education. The purpose and organisation of this welcome, and the way responsibility is allocated,
are described below. The current rules relating to our alcohol policy, crisis management, weekend
trips and other issues are outlined at the end of the document.

The target group comprises departments, student advisers and the administrative staff involved. The
new students are also informed of our policies and rules. A handbook for student advisers has also
been developed to describe their role more specifically

Purpose of welcoming new students to the Faculty of Arts

Studying at the Faculty of Arts involves a process of formative education. The faculty works hard to
support this process from start to finish. And this applies to both new BA students and new MA
students.

We have three objectives:

1. We want to give the new students a good welcome with an interesting and inclusive
programme of events.
We want our introduction week to include everyone. Our first meeting should be an enjoyable
experience. Everyone must feel welcomed by an enthusiastic team of teachers and/or student
advisers.
We will achieve this by:
e producing updated and informative websites to welcome new students
Q e planning an interesting and inclusive programme of events, focusing on academic issues
and communities to introduce new students to their fellow students, the academic
4% environment, their degree programme and its relevance, AU as an organisation, the
campus, and the facilities offered to students
e defining rules for alcohol consumption, fees for users and other issues
o refusing to tolerate offensive behaviour



e ensuring that our departments and student advisers respect the needs and
requirements of the new students

2. We will integrate the new students into the academic environment and support their studies
by providing them with strong study skills.
The faculty wants to help the students in their process of becoming academics so they will learn
to rely on their expertise and feel successful. The new students will be met with high academic
standards from the outset, and we will also help them on an ongoing basis to develop useful
study skills and strategies to support their studies.
We will achieve this by:

e ensuring that our degree programmes support the integration of the new students into

4“ their academic environment
[ ]

producing academic regulations and teaching plans that also define goals for the
development of academic study skills by the new students (reading, writing, listening,
speaking, thinking/reflection and collaboration)

e working with collective forms of learning that support the students’ coursework and
academic communities

3. We will help the new students to quickly join our community and take part in the life of a
student at the Faculty of Arts.
We want our study environment to allow plenty of space for diversity so all our students can find
a community that suits them. We will quickly introduce the new students to (and get them
involved in) all the many opportunities for sharing a multifaceted student life at the Faculty of
Arts.
We will achieve this by:

e presenting the students with opportunities for influencing their studies on various

Ro councils, boards and committees, and via AU’s evaluation culture and student politics
.'&'. e presenting the students with all the academic and social communities and activities at
'...._,e the Faculty of Arts (both electronic and physical)

e helping the new students to organise their lives and initiatives

Introduction week for BA students

Becoming a student on one of the faculty’s Bachelor’s degree programmes involves a process of
formative education which builds a bridge between upper-secondary education and further
education. This process is supported by the initiatives mentioned here in the short term as well as
the long term.

Welcoming new BA students: responsibilities, roles, content and organisation

The director of studies has overall responsibility for ensuring that our purpose is achieved in practice
on our degree programmes, and delegates responsibility for doing this to the heads of department.
The academic process of formative education is described in academic regulations and teaching
plans, and the heads of department collaborate closely with the student advisers in connection with
the introduction week programme. The heads of department may delegate the planning of this



programme and collaboration with student advisers to a member of academic staff, but ultimately it
is always the head of department who is responsible for approving the programme of events
(preferably with the inclusion of the degree programme board).

Student advisers

Older students have proved to be very effective student advisers, helping to arrange and
contributing to the programme of events to welcome new students in close collaboration with the
heads of department. These student advisers are invaluable for the success of the introduction
week, and are the main point of entry to student life at Aarhus University for the new students.

We recommend that one or more principal student advisers are paid for a suitable number of hours
to deal with the practical planning and running of introduction week in collaboration with the head
of department, including a trip to get to know each other and other social events in the early stages.
These principal student advisers may decide to put together a team of volunteer advisers for each
degree programme, and will then function as coordinators for local events. The principal student
advisers collaborate closely with the introduction week coordinators at Arts Studies Administration
when it comes to booking rooms, finalising a programme, communication and other tasks.

The student advisers have a big responsibility in terms of promoting tolerance among the students
and including them all in the activities of the introduction week. The student advisers must live up to
the purpose of their role and comply with the rules and frameworks defined in the guidelines, the
rules and the student adviser handbook. They must also remember that they represent Aarhus
University at all times.

The student advisers are equipped for their task partly by previous advisers telling them about their
own experiences, and/or by the head of department and the introduction week coordinators at Arts
Studies Administration, who arrange information meetings and various courses for student advisers
(including first aid and crisis management).

An introduction week handbook has been drawn up for use by the student advisers.

Introduction week coordinators

Introduction week coordinators have been appointed by Arts Studies Administration to give
administrative and logistical support in preparing, running and evaluating the introduction week.
These introduction week coordinators have overall responsibility for managing the process and
defining the necessary deadlines. They are the point of focus for all the various tasks across the
faculty, providing the student advisers with feedback and assistance to perform all the tasks arising
in connection with the introduction week. The introduction week coordinators have overall
responsibility for communicating with the new students before they start their studies. They ensure
that the introduction week website www.studerende.au.dk/arts/studiestart is updated, and that
programmes of events are posted on time.

Building Operations and Maintenance

There is considerable pressure on the faculty’s premises during the introduction week. So the
Building Operations and Maintenance staff are important partners. The student advisers and the
Building Operations and Maintenance staff work together to prepare and maintain the faculty’s
premises during the introduction week.

What happens during introduction week?
The activities and events normally take place during a single week. However, the student advisers on
some degree programmes also arrange a trip during the autumn to help people get to know each



other better. The programme of activities and events should reflect the overall purpose of the
introduction week, as outlined above. As a minimum, the new students should be introduced to the
following:

e The department’s presentation of their degree programme, the teachers, the teaching
formats, academic expectations, evaluation culture and the content of the first semester
e The student counsellors present
o the structure of the course and the rules for study progress and exams
o Studypedia
o good advice and recommendations for working in study groups
o their services, courses, workshops and support options for students with special
needs
e Relevant IT systems
o mitstudie.au.dk, the study portal, Brightspace, etc.
e The social and academic life of their subject area and degree programme, including clubs
and societies run by students and their traditions
e The structure and ruling bodies of their school, faculty and AU — including opportunities for
representation on the university board, the Academic Council, the board of studies, the
degree programme board and local degree programme committees run by students
e AU Library and the services they offer
e Anintroduction to future perspectives and career activities by Arts Karriere
e  Opportunities for periods of study outside Aarhus University

Integration into the academic environment and the development of study skills during
the first year

The heads of department and degree programme boards use the academic regulations and teaching
plans to define the framework for developing the students’ study skills. So during the first year of
study, students will be introduced gradually to their subject area and the academic skills they will
need.

The first-year teachers/module coordinators have particular responsibility for presenting the subject
and department and developing academic study skills. All three elements must be incorporated into
the teaching plans, with the first-year teachers focusing in particular on how to make academic
study skills more explicit for the students. In other words, they must include a meta-perspective in
their teaching so the students can see and reflect on their own academic development.

It is also important that the first-year teachers focus on relevance in their teaching so the students
appreciate the relevance of their degree programme in relation to the world around them from the
outset of their studies.

Evaluation

The introduction week coordinators and principal student advisers are responsible for evaluating the
introduction week. Both the students and the student advisers contribute to this evaluation as soon
as possible after the end of the first week. The result of the evaluation should be presented in a
manner which makes it suitable for discussion with the head of school and director of studies and in
the degree programme board and board of studies, as well as being a way of gathering experiences
for future reference.



Introduction week for MA students

The introduction week for MA students is a process which builds a bridge between the Bachelor’s
degree programme on which admission has been based and the Master’s degree programme which
students are now commencing. This process is supported by the initiatives mentioned here in the
short term as well as the long term.

Welcoming new MA students: responsibilities, roles, content and organisation

The director of studies has overall responsibility for ensuring that our purpose is achieved in practice
on our degree programmes, and delegates responsibility for doing this to the heads of department.
The academic process of formative education is described in academic regulations and teaching
plans, and the heads of department define the content of the introduction week programme,
perhaps in collaboration with the student advisers. The heads of department may delegate the
planning of this programme and collaboration with student advisers to a member of academic staff,
but ultimately it is always the head of department who is responsible for approving the programme
of events (preferably with the inclusion of the degree programme board).

All new MA students need to know about the following as a minimum:

e Student counselling services

e Group facilitation

e Relevant IT systems: mystudies.au.dk, the study portal, Brightspace, etc.

e The social and academic life of their subject area and degree programme, including clubs
and societies run by students and their traditions

e The structure and ruling bodies of their school, faculty and AU, including opportunities for
representation on the university board, the Academic Council, their board of studies, their
degree programme committee and local degree programme committees run by students

e AU Library and the services they offer

e Anintroduction to future perspectives and career activities by Arts Karriere

Some Master’s degree programmes only admit students who have completed the associated
Bachelor’s degree programme (and hardly anyone else). Other Master’s degree programmes admit
many other students — including students who have completed a professional Bachelor's degree
programme. So some Master’s degree programmes have a greater need for an introduction week
programme than others.

The heads of department decide whether a short, intensive introduction week with the content
outlined above is necessary. As a minimum, the department must plan an introduction to the
Master’s degree programme and the department, as well as facilitating the new social community,
because even the small Master’s degree programmes on which most people already know each
other from their Bachelor’s degree programme often have some students who are starting again
after a break/leave of absence. There will also be some supplementary subject students and visiting
students who must be integrated into the academic and social environment. A programme of
introduction must be posted on the introduction week website in good time before the start of the
semester.

Heads of department for Master’s degree programmes which admit a lot of students with a
professional Bachelor’s degree must decide (in collaboration with the degree programme board)



whether any special initiatives are required to support the students by strengthening their academic
study skills (reading, writing, listening, speaking, thinking/reflecting and collaboration).

Student advisers

The heads of department on some Master’s degree programmes choose to appoint student advisers
to deal with the practical planning and running of the introduction week programme in collaboration
with the head of department. If student advisers are appointed for this purpose, they have a big
responsibility in terms of promoting tolerance among the students and including them all in the
activities of introduction week. The student advisers must live up to the purpose of their role and
comply with the rules and frameworks defined in the guidelines, the rules and the student adviser
handbook. They should also remember that they are representatives of Aarhus University, the
Faculty of Arts, the school and the degree programme in question. The student advisers are
equipped for their task partly by the head of department and/or previous advisers telling them
about their own experiences, and perhaps by the introduction week coordinators at Arts Studies
Administration, who arrange information meetings and various courses for student advisers
(including first aid and crisis management). An introduction week handbook has been drawn up for
use by the student advisers.

Introduction week coordinators

Introduction week coordinators have been appointed by Arts Studies Administration to provide
administrative and logistical support. The introduction week coordinators have overall responsibility
for communicating with the new students before they start their studies. They ensure that the
introduction week website www.studerende.au.dk/arts/studiestart is updated and that programmes
of events are posted on time.

In special circumstances, the directors of studies can ask the introduction week coordinators at Arts
Studies Administration to support the student advisers in the planning process — just as they support
the student advisers for the Bachelor’s degree programmes.

Evaluation

If an introduction week programme is being planned, we recommend that an evaluation is carried
out. The result of the evaluation should be presented in a manner which makes it suitable for
discussion with the head of school and director of studies and in the degree programme board and
board of studies, as well as being a way of gathering experiences for future reference.



Rules for introduction week at the Faculty

Alcohol rules

User fees

Social media during introduction week

Trade unions, unemployment insurance schemes and companies at
introduction week

Insurance

Diversity and inclusion

Weekend trips

Emergencies and crisis communication

Sanctions
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Alcohol rules

The following rules apply to the introduction week and any weekend trips connected to it, whether
the activities concerned take place on campus or elsewhere —including weekend trips away.

¢ No alcohol before 16:00: In connection with introduction week, student advisers and new
students are not allowed to drink alcohol during academic events — and not before 16:00
under any circumstances. The student advisers must ensure that there are at least two
student advisers who do not consume alcohol after 16:00 during non-academic events, at
least one of whom must have first aid skills.

e Sober monitors: During parties and weekend trips, the student advisers must ensure that
there are at least two student advisers who do not consume alcohol. At least one of the two
must have first aid skills, and one must have a driver’s licence. The student advisers must
ensure that there is access to a car during weekend trips.

¢ No pressure to drink alcohol: The student advisers must not encourage new students to
drink alcohol. Either directly, or during activities or games which depend on the
consumption of alcohol.

User fees:

Fees must not be charged for taking part in events within teaching hours (08:00-16:00). This is
because the introduction week must be free. Fees may be charged for voluntary activities taking
place outside normal teaching hours.

Social media during introduction week

All official communication from AU to students relating to the introduction week normally takes
place via e-Boks, AU mail or the introduction week websites at studerende.au.dk/arts/studiestart.
When necessary, the student advisers can communicate via social media such as Facebook and



snapchat. But the student advisers must always link to the introduction week websites and make
sure that they are updated to include all relevant information. Invitations to events during
introduction week must never be issued via social media alone.

Trade unions, unemployment insurance schemes and companies at

introduction week

Trade unions, unemployment insurance schemes and other companies are not allowed to take part
in any introduction week activities (including weekend trips) which receive funding from AU. This
includes advertising on T-shirts worn by student advisers, advertising in introduction material, and
sponsoring refreshments or similar agreements.

Insurance

Aarhus University has its own insurance policy. This means that any damage to university material or
other people’s property caused by employees will be covered by the university. Student advisers
who are employed by the university are covered by the university’s insurance policy. However, the
university only covers damage if the activity in question has been approved in advance. For instance,
if a student adviser borrows a car from the university for a weekend trip and something happens to
this car, the university is only liable if the loan is in writing and has been approved by the head of the
school secretariat. Otherwise the student adviser concerned is liable for any damage to the car.

Aarhus University is not responsible for cars which are borrowed privately.

The university’s insurance policy only covers incidents occurring in connection with working as a
student adviser, and only if they are unintentional. The university’s insurance does not cover
damage caused by gross negligence. This means (for instance) that student advisers are liable for
incidents occurring due to the consumption of alcohol — even if these incidents are not intentional.

Insurance of property
The university’s insurance does not cover property belonging to student advisers or new students.

Insurance for new students

The university does not have any insurance that covers the students. If anything happens to the
students in connection with introduction week or weekend trips, or if the students cause any
damage themselves, the costs must be covered by the student’s own insurance policy.

Diversity and inclusion

New students must never be exposed to excessively challenging or offensive activities. The
introduction week must allow diversity in all its forms, gender and background, and student advisers
must bear this in mind at all times. This also applies to communication by the student advisers on
social media and at all events.

Weekend trips

Some degree programmes organise a weekend trip for the new students. The student advisers are
responsible for these events if they are part of introduction week. If this is the case, such weekend
trips must include academic elements helping to introduce new students to their degree programme
or specific working methods.



Emergencies and crisis communication

During the introduction week, the introduction week coordinators must be available on their cell
phones at all times in case the student advisers have any questions or run into unexpected
problems. As many tutors as possible should have taken a first aid course. In the event of accidents
and emergencies, call 112. Then call Aarhus University’s own emergency number (87 15 16 17) to
inform the university, who may be able to help in case of serious emergencies and accidents.

All student advisers are given the opportunity to attend a first aid course and perhaps a crisis
management course, as well.

Sanctions

Situations sometimes arise in which new students or student advisers cannot handle an introduction
week or party in an acceptable manner. There have been examples of violence and threats, and
drugs have sometimes been taken. The principal student advisers must always inform the head of
department about these situations, Initially the head of department decides whether sanctions
should be imposed on the students concerned, following specific assessment of the case in question.

For all other conditions and sanctions, please see Aarhus University’s rules of 1 October 2018
regarding disciplinary measures for students at Aarhus University.

You will find more information about the introduction week and

working with study skills in the following sources:

e The introduction week website for the Faculty of Arts
http://studerende.au.dk/studier/fagportaler/arts/studiestart/

e The faculty’s handbook for student advisers

e AU Educate —your first year as a student: http://educate.au.dk/temaer/foerste-studieaar/

e AU Educate — on academic skills: http://educate.au.dk/forloeb/

e  Working with study skills at the University of Copenhagen:
https://www.eva.dk/videregaaende-uddannelse/saadan-rustes-ku-studerende-komme-
igennem-pensum

e Tinto, V. (2015). Through the Eyes of Students. Journal of College Student Retention:
Research, Theory & Practice, 1-16.

e Danish Evaluation Institute (2018). Fastholdelse af studerende pa videregaende uddannelse.
Vidensopsamling om forskning i indsatser til at mindske frafald.

e Danish Evaluation Institute (2019). Study-related emotions on programmes of further
education: https://www.eva.dk/videregaaende-uddannelse/studierelaterede-foelelser-paa-
videregaaende-uddannelser

e Quortrup, A., Smith, E., Lykkegaard, E. & Rasmussen, F. (2018). Studiemiljg og frafald pa
videregdende uddannelser: Betydningen af undervisning, faglig identifikation og social
integration. Danish Journal of Teaching and Learning in Higher Education, 13(25), 151-178.

e Each year there is an international conference on working with the first-year experience. In
2020 at Aarhus University: https://conferences.au.dk/efye2020/. Search for EFYE and the
year to find a wide range of texts, ideas, presentations etc.



http://www.au.dk/om/organisation/regelsamling/0%3A-styrelse%2C-administration/01/01-06/
http://www.au.dk/om/organisation/regelsamling/0%3A-styrelse%2C-administration/01/01-06/
http://studerende.au.dk/studier/fagportaler/arts/studiestart/
http://educate.au.dk/temaer/foerste-studieaar/
http://educate.au.dk/forloeb/
https://www.eva.dk/videregaaende-uddannelse/saadan-rustes-ku-studerende-komme-igennem-pensum
https://www.eva.dk/videregaaende-uddannelse/saadan-rustes-ku-studerende-komme-igennem-pensum
https://www.eva.dk/sites/eva/files/2018-10/Videnopsamling%20om%20forskning%20i%20indsatser%20til%20at%20mindske%20frafald.pdf
https://www.eva.dk/sites/eva/files/2018-10/Videnopsamling%20om%20forskning%20i%20indsatser%20til%20at%20mindske%20frafald.pdf
https://www.eva.dk/videregaaende-uddannelse/studierelaterede-foelelser-paa-videregaaende-uddannelser
https://www.eva.dk/videregaaende-uddannelse/studierelaterede-foelelser-paa-videregaaende-uddannelser
https://dun-net.dk/media/644760/dut25_qvortrup_et_al_studiemiljoe_og_frafald.pdf?utm_medium=email&utm_campaign=DUT%2025%20er%20udkommet&utm_content=DUT%2025%20er%20udkommet+CID_1c00f64c84b71f7f6aad8cf99d8eb7ab&utm_source=Email%20marketing%20software&utm_term=Studiemilj%20og%20frafald%20p%20videregende%20uddannelser%20Betydningen%20afundervisning%20faglig%20identifikation%20og%20social%20integration
https://dun-net.dk/media/644760/dut25_qvortrup_et_al_studiemiljoe_og_frafald.pdf?utm_medium=email&utm_campaign=DUT%2025%20er%20udkommet&utm_content=DUT%2025%20er%20udkommet+CID_1c00f64c84b71f7f6aad8cf99d8eb7ab&utm_source=Email%20marketing%20software&utm_term=Studiemilj%20og%20frafald%20p%20videregende%20uddannelser%20Betydningen%20afundervisning%20faglig%20identifikation%20og%20social%20integration
https://dun-net.dk/media/644760/dut25_qvortrup_et_al_studiemiljoe_og_frafald.pdf?utm_medium=email&utm_campaign=DUT%2025%20er%20udkommet&utm_content=DUT%2025%20er%20udkommet+CID_1c00f64c84b71f7f6aad8cf99d8eb7ab&utm_source=Email%20marketing%20software&utm_term=Studiemilj%20og%20frafald%20p%20videregende%20uddannelser%20Betydningen%20afundervisning%20faglig%20identifikation%20og%20social%20integration
https://conferences.au.dk/efye2020/

Study skills in upper-secondary education:
https://www.eva.dk/ungdomsuddannelse/studiekompetence

Focusing on study skills from the start of your studies:
https://arts.au.dk/aktuelt/nyheder/nyhed/artikel/saet-fokus-paa-studiekompetencer-fra-

studiestart/
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https://arts.au.dk/aktuelt/nyheder/nyhed/artikel/saet-fokus-paa-studiekompetencer-fra-studiestart/

	Introduction
	Purpose of welcoming new students to the Faculty of Arts
	Introduction week for BA students
	Welcoming new BA students: responsibilities, roles, content and organisation
	Student advisers
	Introduction week coordinators
	Building Operations and Maintenance
	What happens during introduction week?
	Evaluation

	Introduction week for MA students
	Welcoming new MA students: responsibilities, roles, content and organisation
	Student advisers
	Introduction week coordinators
	Evaluation

	Alcohol rules
	User fees:
	Social media during introduction week
	Trade unions, unemployment insurance schemes and companies at introduction week
	Insurance
	Insurance of property
	Insurance for new students

	Diversity and inclusion
	Weekend trips
	Emergencies and crisis communication
	Sanctions
	You will find more information about the introduction week and working with study skills in the following sources:

