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1.	 Policy	statement
The College commits to providing opportunities for successful participation in education for people from all 
backgrounds and abilities including those not traditionally represented in Higher Education. The College 
offers a broad range of courses which match national and regional requirements. The College will commit 
to providing progression opportunities or articulation and to facilitate and support these applications with 
clarity and fairness.

This Policy has been produced in compliance with and in consultation of

• QAA’s UK Quality Code for Higher Education
• UCAS’s guidance and manuals for institutions
• SPA’s good practice guidance

2.		 Purpose
 The College will endeavour to facilitate the entry into Higher Education of a broad spectrum of participants 

who, by virtue of either their possession of a recognised qualification (or other record of achievement) or 
their maturity and experience, are deemed likely to fulfil their specific learning objectives, have the ability 
to benefit from the learning experience and to achieve the standard of the award.

3.		 Scope
 This policy includes applicants to College HE programmes and for College HE students applying to 

progress or articulate onto programmes with our partner Universities.

 Where students are not deemed ready to access Higher Education, the College will seek to provide 
programmes which will support students in achieving readiness for Higher Education undergraduate, full 
and part time programmes.

4.		 Other	related	policies	and	codes	of	conduct
• Equality and Diversity Policy
• Advice and guidance procedure
• Complaints Policy
• Appeals Policy
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5.		 Policy
 The College will ensure that procedures in place for the recruitment and admission of students are readily 

accessible, fair, clear and explicit implemented consistently and that decisions regarding admissions are 
made by those equipped to make the required judgement and competent to undertake their roles and 
responsibilities. The College is committed to equal consideration of all applicants applying by the relevant 
deadline (as detailed in UCAS/CUKAS guidance for undergraduate full-time programmes, or the provider’s 
own established deadline for part-time, postgraduate etc).

 The College commits to ensuring that the application process will be transparent and consistent, and is 
committed to providing a good applicant experience.

 The College will ensure that all promotional materials and activities are accurate, relevant, current, and 
accessible and provide information that will enable applicants to make informed decisions about their 
options. The College will ensure that full details of the entry requirements are listed in the University Level 
Courses and Apprenticeships prospectus and are available in the course information on the website and 
that this information is published in a manner that is clear and accessible.

 The College recognises that situations will arise where the College will find it necessary to make changes 
to the content or delivery of some programmes, the entry requirements or other matters of admissions 
policy after the publication and distribution of printed materials. The College reserves the right to make 
postpublication changes and affirms that such changes will only be made where reasonable and necessary 
and commits to keeping online information up-to-date.

 The College will ensure that the selection procedures are clear and are followed fairly, courteously, 
consistently and expeditiously. The transparency of entry requirements, both academic and non-academic 
are used to underpin judgements made during the selection process for entry will be monitored.

 The College will ensure that all potential students receive high quality advice and guidance from the 
Careers or Admissions Team and/or curriculum staff in order to help them choose the course best suited to 
their needs.

 Students applying for full-time programmes and part-time programmes requiring interviews will be made 
aware of admissions arrangements at each stage of the process.

 The College will draw applicants’ attention to full terms and conditions no later than the offer stage and 
that these terms and conditions are easily accessible.

 Opportunities to view the College and its facilities prior to application or commencement of a course will 
be made available through open days/evenings; careers events; taster events or other arranged visits.

 The College will ensure that it conducts the admissions process efficiently, effectively and courteously 
according to fully documented operational procedures that are readily accessible to all those involved in 
the admissions process, both within and without the institution, applicants and their advisers.

 The College will inform applicants of the obligations placed on prospective students at the time the offer of 
a place is made.

 The College will inform prospective students, at the earliest opportunity, of any significant changes to a 
programme made between the time the offer of a place is made and registration is completed, and that 
they are advised of the options available in the circumstances.

 The College will ensure that full explanations are given to applicants who have accepted a place about 
the arrangement for the enrolment, registration, induction and orientation of new students and ensure that 
these arrangements promote efficient integration of entrants fully as students.

 The College reserves the right, under certain circumstances, to refuse admission to an applicant. Examples 
include:

• Applicants who have been previously excluded from this or another educational institution.
• Applicants who have previously attended the College but failed to make sufficient effort towards 

successful completion of their course.
• Applicants who have outstanding debts with the College, or who have failed to return College property 

(eg library books).
• Applicants where there is evidence that they could be a threat or danger to others.
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 All offers of places are made on the basis of:

• Sufficient demand for the course offered
• Sufficient spaces on the course

 Where necessary and appropriate, applicants may be offered alternative courses, added to waiting lists or 
advised of other institutions where the course is offered.

 The College is committed to supporting disabled learners in accordance with the Equality and Diversity 
policy. Such learners can access appropriate support and will have opportunities to disclose a support 
need at application, interview and enrolment.

 Applicants are able to challenge decisions through the College complaint procedure.

 Applications to HE programmes at the College may occur

1. Directly to UCAS for the College to process
2. Directly to College through paper based or online applications
3. Directly to UCAS for the University partner to process

6.		 UCAS	applications	for	direct	provision	
(applications made directly to UCAS for the College to process). 

See Diagram 

7.		 All	HEFCE	directly	funded	and	HEWM	funded	full-time	(FT)	
HE programmes are applied for via UCAS

8.		 UCAS	applications	for	college	programmes	and	HEWM	
Funded programmes are processed by the designated HE admissions officer in student services and in the Hub.

9.		 Process
 UCAS applications received by designated HE administrator who will report application status to 

admission tutor on a weekly basis. Applications are to be viewed and sifted by either designated admission 
officer or tutor dependent on the programme. Paper based decisions to be made by admission tutors and 
candidates to be interviewed within 2 weeks of receipt of application. Administrator to set up interviews 
and complete UCAS process with offers as instructed by admissions tutors whilst adhering to UCAS 
designated deadlines. Details of confirmed students are sent by administrator to student services to be 
allocated unique students number.

 Roles and Responsibilities of the Admissions Tutor

It is the responsibility of the admissions tutor to
• To have completed Equality and Diversity training.
• Ensure that all promotional materials and activities are accurate, relevant, current, accessible and 

provide information that will enable applicants to make informed decisions about their options.
• Ensure that the selection procedures are clear and are followed fairly, courteously, consistently and 

expeditiously. The transparency of entry requirements, both academic and non-academic, are used to 
underpin judgements made during the selection process for entry will be monitored.

• Ensure that it conducts the admissions process efficiently, effectively and courteously according to fully 
documented operational procedures that are readily accessible to all those involved in the admissions 
process, both within and without the institution, applicants and their advisers.

• Will inform applicants of the obligations placed on prospective students at the time the offer of a place is 
made.
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• Inform prospective students, at the earliest opportunity, of any significant changes to a programme made 
between the time the offer of a place is made and registration is completed, and that they are advised of 
the options available in the circumstances.

• Ensure that full explanations are given to applicants who have accepted a place, arrangements for the 
enrolment, registration, induction and orientation of new students and ensure that these arrangements 
promote efficient integration of entrants fully as students.

• Give feedback to applicants who have not been offered a place 

10.		 Directly	to	college	through	paper	based	or	online	application
See Diagram 

11.		 UCAS	applications	for	the	university	partner	to	process
These applications fall under the admission Policy and Procedures of the relevant University.

																															Higher	Education	Admissions	Process
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