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Guidance on developing tailored information

Supporting International Students

Module 4: International Students and the Quality Enhancement Framework
General guidance on layout
Tailored slides should follow the general look of the rest of the presentation slides.  

Text is Gill Sans MT (or Arial if Gills Sans MT is not available) in 24 point and should not be smaller that this.  If the information doesn’t fit on one page, spread it over other slides rather than reducing the font size.  It is good practice to contain a maximum of seven pieces of information on each slide.  
Text is black.

All text is aligned left.  

Minimise use of underlines and italics.  Capitals should only be used at the beginning of sentences or for proper nouns.  

Slides
1. University policies.

List relevant procedures, policies and documents.  This could include, for example: 

· Internationalisation strategy; and

· Induction guides for students.  

Your institution may not have papers that cover international students explicitly, in which case, make this clear.  
2. University committees.

List relevant committees and staff with responsibility for implementing policies.  This could include, for example: 

· International students’ action group;
· International Office;

· International officer; 

· Dean or Vice Principal with responsibility for internationalisation; and

· Internationalisation Committee.

It’s important to show how they all connect to each other and wider university structures.

3. Quality structures.
Outline the quality processes within your institution.  This would cover the hierarchy from course reps up to Senate.  

Handouts
If there are flow chart diagrams available that illustrate the process and structures, give copies as handouts, including where they can find this information.
Provide a handout of all contact details for staff mentioned as well as membership of committees (where possible).
