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HE ADMISSIONS AND ENROLMENT POLICY AND PROCEDURE 

 
1. Policy Purpose and Scope 
 

1.1 To ensure clear policy guidelines are in place to manage admissions for the HE Central 
Admissions team, HE Management, Programme Leaders, HE staff and students in College, and 
that these guidelines meet the requirements of external awarding bodies and are consistent 
with the QAA UK Quality Code for Admissions (March November 2018) in relation to 
Expectations for quality and that all students from admission through to completion, are 
provided with the support that they need to succeed in and benefit from higher education.  

 
1.2 The admissions process will: 

 

• ensure that recruitment, selection and admission procedures are fair, transparent, 
reliable, valid and inclusive) 

• ensure that applicants receive clear, accurate, comprehensive, accessible and timely 
information, advice and guidance  

• ensure that admissions are dealt with efficiently in order to maximise enrolments, 
retention and successful student outcomes  

• provide timely, accurate management information. 
 
1.3 This policy applies to all admissions for Higher Education programmes at Selby College. It should 

be viewed alongside entry requirements documentation and publications. 
 
1.4 The College’s Higher Education Quality and Standards Committee will review findings, themes 

and trends relating to recruitment, admissions and enrolment, including equal opportunities 
monitoring, and report institutional themes to the Senior Management Team  

 
1.5 This policy covers:  
 

• promotion of HE programmes  

• selection of applicants  

• offer of a place on a programme of study  

• enrolment of students onto a programme of study  

• induction of new students  
 

2.0 Reference 
 

2.1 This policy makes reference to the UK Quality Code and Competition and Markets Authority 
regulation. 

 
3.0 Responsibilities  
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3.1 The Assistant Director of Higher Education is responsible for ensuring compliance with 
admissions and enrolment policy and procedure.  The following roles have responsibility for 
providing admissions information, advice and guidance: Information Advice and Guidance 
Advisors (Student Services); HE Quality Co-ordinator; HE Widening Participation Officer, HE 
Student Support and Engagement Officer (HE Office); Programme Leaders (Curriculum). 

 
3.2 All staff involved in the admissions process are responsible for ensuring that the information 

they provide about higher education programmes to prospective applicants throughout the 
admissions process is fit for purpose, clear, accurate, comprehensive accessible and timely.  This 
includes both verbal and visual information, including published material and information given 
at open events 

 
3.3 Staff involved in the admissions process must consider all applications in a timely manner, be 

available to interview and advise applicants as required and communicate admissions decisions 
promptly, liaising with relevant partners as required. 

 
3.4 Applicants will receive clear, accurate, comprehensive, accessible and timely, information, 

advice and guidance on: 
 

• Initial IAG, welfare and financial support (HE Administrator) 

• programme choice, progression, careers and learner support (HE Student Support and 
Engagement Officer) 

• programme content, structure and assessment requirements (Programme Leader/tutors) 
 
3.5 The Assistant Director for Higher Education, in liaison with the Director of Students Marketing 

and Student Experience and Programme Leaders, will ensure that programme information is fit 
for purpose, clear, accurate, comprehensive, accessible and timely  

 
3.6  The College aims to provide the programmes that have been advertised on UCAS, in the 

prospectus or elsewhere. However, if there is any significant change to the programme between 
the time at which an offer is made and the point at which registration is complete (for example, 
because of changes imposed by an awarding body, the College fails to recruit minimum 
numbers, or changes to staffing), the College will consult with applicants promptly and advise 
them of the options available to them, gaining agreement where relevant. This will be made 
clear to applicants in the pre-contract information, the terms and conditions and on the website  

 
3.7 Decisions relating to the suitability of applicants for a programme are the responsibility of the 

Programme Leader but the Assistant Director for Higher Education has overall authority on 
admissions decisions.   

 
3.8 The College will ensure that the staff within the HE Admissions team are appropriately trained, 

supervised and updated in order to implement relevant sections of the policy.   
 

4.0 Information (QC, CMA regulation) 
 

4.1 Prospective applicants will be provided with material information which will include:  title and 
award, entry criteria, length of course, core modules, content and structure of the course, 
location of study, assessment methods, regulator of the provision, professional accreditation, 
course fees and extra costs. 

 
4.2 Fee payments, any fee increases, fee obligations upon withdrawal, and any additional costs the 

applicant is likely to incur on a programme including resits will be made clear and accessible to 
applicants. 
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4.3 Terms and conditions will be published and accessible with any important or surprising 
information highlighted 

 
4.4 Information relating to the complaint’s procedure will be made available to applicants. 
 
4.5  All applicants will be given notice of their 28 day right to cancel. 
 

5.0 Applications 
 

5.1 All applicants for part-time higher education programmes must complete a Selby College Higher 
Education Application Form and submit this via hard copy or electronically to the HE Office. 

 
5.2 Applications for full -time higher education study will be made directly through UCAS.  
 
5.3 The applications procedure is detailed in the list appended to this policy. 
 
5.4 Admissions records for unsuccessful candidates will be held for one year by the HE Office. 

Admissions records for successful applicants become part of the current student records. 
Disposal of records will be 7 years after a students’ departure (i.e. following their graduation or 
withdrawal, or following any subsequent appeal, complaint or similar contact).  

 
6.0 Entry Requirements 
 

6.1 Each higher education programme will specify entry requirements which will be communicated 
to applicants transparently and will be published on the relevant programme specification 
(subject to approval by the HEI, where applicable) This will normally be a Level 3 qualification in 
a relevant subject but all applications will be considered on an individual basis. 

 
6.2 In addition, applicants will normally hold a relevant Level 2 qualification in English and Maths.  

For some programmes a Level 2 qualification in Science may be required.  In some instances, 
applicants may be accepted onto a programme with a recommendation that a relevant Level 2 
qualification is completed. 

 
6.3 International applicants from within the European Union (EU) and applicants for whom English 

is not a first language will be required to provide acceptable evidence of their English language 
proficiency.  This would normally be a Common European Framework of Reference for Language 
(CEFR) Level B1/B2 as defined by the UK Border Agency; GCSE/GCE “O” level English grade C or 
IELTs 4-6 or equivalent.  For university programmes, applicants must meet the English language 
proficiency standards required by the university.  For HNC/D programmes, applicants must meet 
the English language proficiency standards required by Pearson.  For international applicants, 
resident in the UK or EU, qualifications from any country are considered, but they should be 
equivalent to standard UK entry requirements.  

 
6.4 The selection process will take into account a range of evidence including:  the applicant’s skills, 

knowledge, workplace experience, motivation, enthusiasm to learn and potential to succeed on 
each programme.   An applicant’s suitability may be determined by means of an interview, test, 
academic assessment and/or consideration of prior learning by experience or qualification, or 
applicants may be required to provide a portfolio of evidence to support their application. 

 
6.5 Applicants with non-standard qualifications will be assessed in light of the entry criteria defined 

within the approved programme documentation, an approach intended to support applicants 
from a wide range of backgrounds and qualifications. Entry requirements for non-standard 
applicants may take into account relevant experience, interests and ability to study at the 
required level, and as an entry requirement, must be articulated clearly and approved within 



 

HE Admissions and Enrolment Policy and Procedure 
Page 4 of 10 

the programme specification. Whilst criteria for non-standard cases may justifiably vary across 
programmes, within a single programme the same criteria must be applied for all non-standard 
applicants. 

 
6.6 The University of Hull defines ‘special cases’ as those students who do not have the entry criteria 

as approved within the validation document (standard or non-standard).  Special cases must be 
approved by the relevant University of Hull faculty before an offer is made. 

 
7.0 Accreditation of Prior Learning for Entry to HE Programme 

 
7.1 Accreditation of prior learning (APL) is based on the identification and recognition of equivalence 

between an applicant’s prior learning and the provision offered at Selby College and through 
partner universities and other awarding bodies. 

 
7.2 Applications for the accreditation of prior learning, including experiential learning, will be judged 

on a case by case basis.  The decision to accredit prior learning is one of academic judgement to 
be made by at least two members of staff, one of whom must be the Programme Leader, and 
authorised by the Assistant Director of Higher Education 

 
7.3 The College recognises the following as appropriate for accreditation as prior learning: 
 

• Credits or individual University modules awarded by a partner university 

• Credits or accredited learning awarded by a recognised UK or overseas higher education 
institution/other awarding bodies 

• Other certificated learning (e.g. from a professional body) 

• Experiential (non-certificated) learning 
 
7.4 For experiential learning (APEL), decisions must be based on a portfolio of evidence, provided 

by the applicant. 
 
7.5 In evaluating evidence of APEL, attention should be paid to:  identifying relevant experience and 

the learning achieved from that experience; assessing the comparability of learning to relevant 
unit/module learning outcomes; ensuring that if accreditation is granted, it is likely that the 
applicant will be able to cope with the demands of the programme. 

 
7.6  For applications to university programmes, the APL regulations of the relevant university must 

be adhered to.  
 
8.0 Additional Learning Needs/Disabilities 

 
8.1 The College will ensure that applicants with additional needs/disabilities are supported through 

the admissions process and that arrangements are in place to identify students’ needs through 
disclosure and/or initial screening so that appropriate support strategies are implemented in a 
timely manner. 

 
9.0 Admission Requirements 
 

9.1 The College requires that learners declare their funding status (Student Loan Company, an 
employer, themselves or another body), in order that the College receives payment for the cost 
of studying. 

 
9.2 The College’s policy and procedure on DBS is outlined in the Criminal Records Checks on 

Students Policy and Procedure.  The College will insist that Disclosure and Barring checks (DBS) 
are made prior to entry on programmes/work experience placements where this is a 
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requirement. Appropriate risk assessment will be carried out in response to disclosure 
information arising at any point in the student’s programme of study.  Certain convictions may 
lead to a refused enrolment or curtailment of programme. 

 
9.3 The College reserves the right to request references for an applicant and to make two 

satisfactory references a requirement of entry to a programme.  Applicants will also be required 
to present their original certificates for inspection and the right is reserved to verify these 
directly with the awarding institutions.  

 
9.4 The College reserves the right to refuse admission to any applicant/learner previously excluded 

from this or known to be excluded any other educational institution. Persons previously 
excluded will be interviewed prior to re-entry to the College.  

 
9.5 The College reserves the right not to admit an individual who previously attended College but 

failed to make sufficient progress towards successfully completing their studies. 
 
9.6 The College reserves the right not to admit a learner with any outstanding debt with the College. 
 

10.0 Offer of a Place on a Programme  
 

10.1 All offers of places and enrolments at the College are made on the basis of: 
 

• Meeting the entry requirements of the chosen course 

• Meeting the admission requirements of the College 

• There being sufficient demand for the course offered 

• There being sufficient spaces available on the course concerned 
 
10.2 The College reserves the right to refuse entry to applicants who do not meet the relevant entry 

criteria at any stage. 
 
10.3 Upon offering a place on a programme of study the College will include information relating to 

terms and conditions of accepting a place on the programme, and explain to applicants 
accepting offers the arrangements for enrolment, induction and orientation.  The College will 
send out pre-course information packs where relevant (e.g. course information, course 
book/equipment requirements). 

 
11.0 Enrolment of Students  

 
11.1 Successful applicants will be required to enrol before beginning their programme.  This may be 

on designated days or arranged at a time to suit the applicant.  The College will ensure that 
appropriate arrangements are made for part-time students who may not be able to access 
designated enrolment days. 

 
11.2 Upon enrolment, students will be asked about their nationality, ethnic origin, disabilities and 

any additional support or learning needs. This information will be used for the purposes of 
providing support, for monitoring/review purposes, and as a reference when considering 
necessary modifications to curriculum, timetables, buildings, materials and equipment. 
Applicants and students do not have to comply with such requests.  

 
11.3 Students may be required to undertake an assessment and advanced screening process to 

identify any learning or study support needs. The College will take all reasonable steps to meet 
both the general need for access and the specific needs of individuals with additional support 
needs.  
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11.4 At the point of enrolment students are required to sign a learning agreement confirming their 
understanding that all outstanding fees must be paid in the event of withdrawal or transfer from 
any programme. Full details of fees payable are outlined in the Fees Policy and will be made 
available to students as part of the terms and conditions of acceptance on programme.  The 
College’s Complaints policy and procedure will also be made available. 

 
11.5 At enrolment, students will be advised of their right to a 28 day ‘cooling off’ period. 
 

12.0 Induction  
 
12.1 All enrolled HE students will be invited to attend a College HE Induction event and will be offered 

induction activities as part of their main programme. Induction activities will take into account 
a range of accessible times to encourage access for all students including full and part time 
students.  

 
12.2 Induction will usually cover: 
 

• An introduction to teaching/academic team 

• Tour of the College and facilities 

• Library tour/resources and library registration/lanyards 

• Opportunity to finalise applications/enrolment/references (e.g. for late applicants) 

• Information about fees and funding – the College’s and Student’s rights and 
responsibilities 

• Health and safety 

• Preparation for Higher Education 

• Overview of programme of study, semester dates and assessment information 

• Provide information about College/University support services and facilities available to 
HE students, student consultation and relevant committees 

• Direct students to handbook and information about College and University HE policies 
and procedures, academic and disciplinary regulations, attendance requirements etc. 

• Discuss any support requirements 

• Check DBS (if appropriate) 
 
13.0  Complaints and Appeals 

 
13.1 In the case where applicants have been unsuccessful in their application it is appreciated that 

they may wish for feedback for the reasons why, or believe they have cause for complaint.  If 
you request feedback in regards to the application process you will initially contact the Higher 
Education Administration & Quality Coordinator at highereducation@selby.ac.uk.  If the 
applicant believes they have a cause for complaint please refer to 13.4 

 
13.2  The College acknowledges the providing of constructive feedback is an element of good 

customer care and will provide such feedback to applicants who have been unsuccessful in 
gaining an offer of a place of study on request from that applicant. Feedback on specific 
applications will not be offered to other associates (e.g. parents or teachers) without the express 
consent of the applicant. 

 
 Requests for feedback must be made by the applicant in writing within three months of the date 

that the application was unsuccessful. The Higher Education Office will attempt to provide 
feedback in writing within 15 working days of receipt of a request for feedback, or inform 
applicants when feedback will be provided. 

 

mailto:highereducation@selby.ac.uk
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13.3 If the applicant feels a cause to appeal an admissions decision this would normally be made in 
writing to Selby College Higher Education Abbot’s Road, Selby YO8 8AT outlining the detail and 
nature of the appeal.  The Higher Education office will check that all information on the 
application had been taken into account, that there was no misinterpretation of the information 
and that procedures were followed correctly.  The Higher Education office will review the 
application and confirm within 10 working days whether the appeal has been rejected or upheld. 
Applicants should note that if the appeal has been rejected on academic grounds they cannot 
appeal the decision. 

 
13.4 Learners wishing to complain about any aspect of the admissions or enrolment process should 

contact the Quality Manager in writing at: 

c /o Selby College, Abbot’s Road, Selby, YO8 8AT. Alternatively 

email complaints@selby.ac.uk or call 01757 211153 
 
14.0 Policy Statements 

 
14.1 Equal Opportunities 
 
 The College will actively combat discrimination in all its forms by implementing effective policies 

and empowering staff and students to take appropriate action. The College is committed to 
ensuring that people with disabilities, including those with learning difficulties, are treated fairly. 
All reasonable adjustments to provision will be made to ensure that individuals with disabilities 
are not substantially disadvantaged. The College aims to extend the diversity of its student 
population through the development of an inclusive learning environment. 

 
14.2 Confidentiality 
 
 The College is committed to ensuring confidentiality during the admissions and enrolment 

process to comply with the requirements of the Data Protection Act 1998. 
 
14.3 Widening Participation 
 
 Selby College aims to offer a broad range of courses to a varied learner population and to ensure 

that learners are appropriately matched to a programme of study and make fully informed 
choices about their future. 

 
15.0 Equality and Diversity Statement  

 

 Selby College welcomes and celebrates equality and diversity. We believe that everyone should be 

treated equally and fairly regardless of their age, disability, gender, gender identity, race, religion or 

belief, sexual orientation and socio-economic background.  We seek to ensure that no member of the 

College community receives less favourable treatment on any of these grounds which cannot be shown 

to be justified. 

 

 This document is written with the above commitment, to ensure equality and diversity is at the centre 

of working life at Selby College.   

 

16.0 Safeguarding Policy 

 

 Selby College recognises its moral and statutory responsibility to safeguard and promote the welfare 

of students. We work to provide a safe and welcoming environment where students are respected and 

valued. We are alert to the signs of abuse, neglect, radicalisation and extremism and follow our 

mailto:complaints@selby.ac.uk
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procedures to ensure our students receive effective support, protection and justice. Selby College 

expects Governors, staff and volunteers working on behalf of the college to share this commitment. 

 
17.0 Fraud, Bribery & Corruption 

Selby College follows good business practice and has robust controls in place to prevent fraud, 

corruption and bribery.  Due consideration has been given to the Fraud Act 2006 and the Bribery Act 

2010 in the development/review of this policy document and no specific risks were identified. 

18.0 General Data Protection Regulation (GDPR) 
 
 Personal data held by Selby College is subject to General Data Protection Regulation (GDPR). 

For information about your rights under GDPR you can see our Privacy Notice - 
www.selby.ac.uk/privacy. 
 

19.0 Covid19 Virus Precautions 
 

Selby College has attempted, so far as is reasonably practicable, to reduce the risk of exposure to staff 
and students from Covid 19. It is therefore essential that government and college guidance is followed. 
 

 
 

http://www.selby.ac.uk/privacy
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Procedure 
 
Application  
 

• Students complete Application Form/apply through UCAS for College, Disability Disclosure and 
Criminal Disclosure Form and submit to HE Office.  Applicants advise referees and forward reference 
request forms to their referees. For indirectly funded students, a University application form should 
be completed in addition to the Selby College form. 

 

• HE Quality Co-ordinator acknowledges application within 10 working days, reminding applicants about 
references and qualifications and any other outstanding documentation. 

 

• HE Quality Co-ordinator inputs initial data into EBS/Admissions Spreadsheet. 
 

• HE Quality Co-ordinator liaises with Programme Leader who checks Application Form, appropriateness 
of qualifications and references and makes the decision to interview applicant. 

 
Interview 
 

• HE Quality Co-ordinator sets up interview with HE Student Support and Engagement Officer/HE 
Administrator and interview with Programme Leader, within 20 working days of receipt of application: 

 
o Quality Co-ordinator provides initial IAG, welfare and financial information. 
 
o As part of the interview, HE Quality Co-ordinator checks the Applicant’s File with the Applicant 

(Completed and signed application form, Disability Disclosure and Criminal Disclosure Form, 
References).  The Administrator forwards the file to the Programme Leader/interviewers for 
consideration. 

 
o Programme Leader and HE Quality Co-ordinator /HE Support and Engagement Officer or another 

relevant member of staff interview applicant and make the decision about eligibility/acceptance 
onto the programme.  Applicant may be invited to undertake further tests/interview/provide 
evidence (if stipulated in entry requirements)  

 

• Programme Leader records detailed interview notes including offer conditions or reasons for refusal 
and returns Applicant’s File to Administrator/HE Office within 5 working days. 

 

• HE Quality Co-ordinator writes offer letter with conditions/reject letter with reasons, to be checked by 
Assistant Director of Higher Education/Student Support and Engagement Officer/Widening 
Participation Officer and sent within 10 working days with a reply slip for the applicant to return. For 
UCAS applicants, offers/rejections are made on UCAS track.  Terms and conditions of acceptance are 
provided on a durable medium. 

 

• Applicant returns reply slip to HE Office/Administrator/accepts or rejects offer on UCAS track 
 

• Programme Leader checks outstanding qualifications and receipt of satisfactory references when 
received. 

 

• Prior to enrolment, the HE Office/Quality Co-ordinator will send out a letter/email giving information 
about enrolment dates and activities, and enclosing pre-course information where relevant (including 
DBS forms if appropriate). 
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• Applicant completes DBS forms and returns to HE Office with relevant evidence for checking.  Finance 
issue receipt and checked forms are forwarded to DBS signatory. 

 
Enrolment 
 

 HE Quality Co-ordinator /HE Office organises enrolment to include:  completion of learning 
agreements/ checking of received DBS Disclosure Forms /student loan confirmation/ HE Terms and 
Conditions/relevant policies – fees/network services and computer use/complaints.  

• Completed learning agreements are forwarded to HE Office. Student keeps one copy; administrator 
files one copy, sends a copy to MIS and a copy to the HEI. 

 

• HE Student Support and Engagement Officer collates disability/learning need requirements of enrolled 
students and liaises with HE Student Support and Engagement Officer/Additional Learning Needs 
Manager/Programme Leader. 

 
Induction 
 

• Enrolled students are invited to an induction event and other preparation for HE activities, where 
appropriate. 

 

• Enrolled students commence their programme 
 

• HE Office/Quality Co-ordinator updates University on confirmed numbers 
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