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Version Control

Version Changes from previous 12 months policy
Number
6.0 Minor updates to job titles.

Wording in section 15 and 18 updated to provide consistency with Full Time Further
Education Admissions policy. Minor changes to terminology including removal of ‘audition’
information for performing arts programmes.

Changes to policy in year

Equality Impact Assessment Tool

Name of Policy: UCC Recruitment and Admissions Policy

Yes/No Comments
1 |Does the policy/guidance affect one
group less or more favorably than
another on the basis of:
Race or ethnicity No
Disability No
Gender No
Religion or belief No
Sexual orientation No
Age No
Marriage and Civil Partnership No
Maternity and Pregnancy No
Gender Reassignment No
2 |Is there any evidence that some groups are No
affected differently?
3 |[If you have identified potential N/A
discrimination, are any exceptions valid,
legal and/or justifiable?
4 |Is the impact of the policy/guidance likely No
to be negative?
5 |If so, can the impact be avoided? N/A
6 |What alternatives are there to N/A
achieving the policy/guidance
without the impact?
7 |Can we reduce the impact by taking N/A

different action?
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1 Overview and Scope

1.1 This policy applies to all admissions to University Centre Colchester programmes
and covers all stages of an applicant’s student journey from enquiry through to
enrolment and progression.

1.2 University Centre Colchester is a sub-brand of Colchester Institute and represents
the College’s Higher Education (undergraduate and postgraduate) offer. In this
document the organisation may be referenced by either name or the term ‘College’.

1.3 The aim of this policy is to provide an applicant-focussed framework for admissions
and to promote a consistent approach to student recruitment.

1.4 University Centre Colchester offers a centralised admissions service through the
UCC Academic Services office to all applicants.

15 University Centre Colchester is committed to ensuring that every student is on the
most appropriate course relevant to their academic ability and aspirations for their
future.

1.6 University Centre Colchester admissions processes are subject to annual review.
1.7  Application statistics are monitored by the UCC Academic Services office.

2 Publicity and Information on Admissions

2.1 University Centre Colchester will outline its course provision within the relevant
prospectus and on the University Centre Colchester and UCAS websites. Guidance
on how to apply, entry requirements, and the process will be made available within
these media. Prospective students have the opportunity to visit Open Events to
consult with staff, receive information on courses, and tour the premises and learning
environments.

3 Entry Requirements
3.1 Entry requirements for University Centre Colchester courses are stipulated on the
University Centre Colchester and UCAS websites.

3.2 Entry requirements are defined within a programme validation document, which has
been approved by the validating organisation. All applicants will be made aware of
any assessment criteria prior to interview.

3.3 Each subject area will adhere to equality legislation in its assessment and offer-
making for all applicants.

3.4 University Centre Colchester reserves the right to amend its entry requirements up to
12 months in advance of the date of admission.
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4.2

4.3

4.4

4.5

4.6

4.7

Application Process

Colchester Institute (University Centre Colchester) is a member of UCAS
(Universities and Colleges Admissions Service). Its full-time courses are processed
in accordance with the UCAS Applications Recruitment Policy. Applications for part-
time and postgraduate courses are made directly to University Centre Colchester.

On completion of an application the applicant is agreeing to their information being
shared with Local Authorities, the Department for Education, the Office for Students,
and the applicant is giving permission for University Centre Colchester to contact
previous schools and colleges, or referees, for information relating to predicted
grades and any other information relevant to the application. All data obtained from
applicants, or other relevant people, is stored and processed in accordance with the
Data Protection Law.

Full time applications are received online from UCAS and are checked for
completeness prior to submission to Admission Tutors. University Centre Colchester
aims to acknowledge all applications no later than 10 working days after receipt of
the completed application. The content of the application, personal statements, and
references will be considered carefully by the Admission Tutor. Applicants will be
invited to attend an interview. University Centre Colchester will consider all aspects
of an individual’s application before making a decision. Communication of offers will
set out the terms of an offer clearly and unambiguously, and the procedure for
responding. University Centre Colchester recognises that the provision of
constructive feedback is an element of good practice, 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. Requests for feedback must be made by the applicant in
writing within three months of the date notified that the application was unsuccessful.

Applicants will be sent information on specific topics e.g. open events, finance,
disability support, accommodation, and the local area during the application process
and as deemed appropriate to foster a UCC/applicant relationship. Applicants will
receive confirmation of the tuition fee to be charged for the first year of their
programme of study with their offer. Fees will also be published on the University
Centre Colchester website. Applicants will also be advised about financial support
and where to obtain further information.

Where an applicant has been made an unconditional offer or where a conditional
offer subsequently becomes unconditional during the confirmation process, the
applicant will receive information on enrolment, fees and induction in August. (For
courses that recruit during February and September, information will be sent to the
applicant in January and August respectively).

Applicants will be made aware during the application process of the options available
to them if they wish to make a change to the status of an offer. The UCC Academic
Services office follows UCAS guidelines on course withdrawal.

University Centre Colchester will accept applications through UCAS Extra and UCAS
Clearing where course vacancies exist.
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4.8

5.2

5.3

54

5.5

Part-time courses that commence at different periods during the academic year are
processed as they are received.

Interview/Audition Policy
University Centre Colchester will normally require an interview to assess an
applicant’s suitability to undertake a course.

The UCC Academic Services office is responsible for inviting selected applicants for
interview/audition. Wherever possible, a range of dates will be offered to an applicant
to give them the opportunity to choose when they have their interview, but this may
not always be possible. Upon invitation, the following information will be sent to the
interviewee:

e date, duration, and location of the interview;

e an interview information sheet providing information on the format of the
interview and advice on how to prepare;

o if necessary, a request for any information needed from the applicant either
before they arrive or to bring with them on the day (essay/written work,
gualifications, ID);

e details of any online assessments required prior to interview, including a web
link to the assessment and unique log-in details;

o details of where to report and a phone number in case of emergencies on the
day;

e travel information.

In the interests of fairness, all selection interviews for a particular course are
structured in a consistent manner, following an agreed format. There may be the
need to ask questions that do not influence the outcome of the interview (e.g.
placements, module choices). A clear distinction is made between the two, and the
interviewer should indicate when this is the case. A decision sheet will be completed
for each interview/audition. At the end of an interview/audition or Interview Day, the
applicant will be given an indication of when they will hear the outcome.

In certain circumstances, an interview/audition will be conducted remotely. In such
cases, every effort must be made to recreate the length and format of the interview to
mirror an interview conducted in person.

University Centre Colchester reserves the right to make academic and non-
academic judgements outside of the published guidelines in complex and
exceptional cases, but the reasons must be documented and relate to an
applicant’s potential suitability to study.
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6.2

6.3

6.4

6.5

Criminal Convictions Policy

University Centre Colchester is part of Colchester Institute which is an institution with
a concentration of young and potentially vulnerable people. In considering whether to
admit a student, University Centre Colchester seeks to ensure that an applicant
would not constitute an unreasonable risk to its staff or student members or property.
Consequently, it requires all applicants and enrolling students to declare whether
they have a criminal conviction, reprimand, warning, cautions, police investigations or
pending prosecutions.

Convictions that are spent (as defined by the Rehabilitation of Offenders Act 1974)
are not considered to be relevant and should not be revealed. However, applicants
should be aware that for programmes in teaching, health and social work, or
programmes involving work with children or vulnerable adults, any criminal
convictions, including sentences and cautions (including verbal cautions),
reprimands, final warnings and bind-over orders are exempt from the Rehabilitation
of Offenders Act 1974. Individuals applying for those subjects will be asked to secure
a disclosure from the Disclosure and Barring Service (DBS), or Disclosure Scotland,
or an overseas police check, whichever is relevant.

Applicants must inform University Centre Colchester if at any time in the application
process any of the items in paragraph 6.1 apply. Applicants can do this either
through UCAS for full-time Undergraduate courses or via the University Centre
Colchester direct application form for part-time Undergraduate courses and
Postgraduate courses.

Failure to declare a criminal conviction at point of application, or enrolment, may
result in a student’s place on a course being withdrawn when the conviction is
disclosed subsequently.

Where an applicant enters ‘yes’ or leaves the box blank to the Criminal Convictions
guestion on their application form the UCC Academic Services office will:

a. Obtain confirmation from the Admission Tutor that the student is suitable for
the programme on academic grounds;

b. Send a Self-Disclosure form to the applicant requesting further information;

c. On receipt of the completed Self-Disclosure form, the Head of UCC Academic
Services will review the content in liaison with the Head of School and may
convene and administer the Admissions Review Panel process in accordance
with the Colchester Institute Pre-Admission Criminal Convictions Background
Screening Policy: Students.

Applicants with Additional Support Needs

Applicants are encouraged by UCAS and on all University Centre Colchester
application forms to disclose their disabilities, although they have a legal right to
choose not to do so.
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7.2 University Centre Colchester uses information regarding a disclosed ability in the
following ways:

o To identify those students who require "reasonable adjustments" to access
the learning and social opportunities offered by University Centre Colchester
and to ensure that they are provided with any information and advice which
would help them make an informed choice of programme and institution;

e To ensure that there are no disability-related factors which would make it
unlikely, despite the provision of "reasonable adjustments”, that applicants
could meet the learning outcomes of the particular programme(s) for which
they have applied. In relation to certain programmes which also lead to
professional registration, this would include consideration of the impact of the
disability on applicants' ability to meet the additional requirements of the
relevant professional bodies;

e To identify non-trivial health and safety issues;

o To alert applicants to any actions they need to take before taking up their
places, including applications for funding for disability-related costs for which
they may be eligible.

7.3 At all stages of the application process an applicant is encouraged to make contact
with UCC Academic Services to discuss any personal requirements; this information
will be treated in confidence. All offer holders are contacted by email to encourage
contact and to find out more about the support that can be provided.

8 Applications from Staff or their Near Relatives

8.1 All members of staff have a responsibility to disclose to the relevant Head of
Department and Admissions team at University Centre Colchester that they are
related to a prospective student. Where it has been identified that an applicant is a
member staff or a near relative of a member of staff, the applicant will be invited in for
interview/audition to assess their suitability for the course. The Admissions team
must make provision so that any potential conflict of interest is avoided. In particular,
members of staff must not participate in the interview and admission of any student
to whom they are related. Arrangements must be recorded in writing.

8.2 The decision as to whether or not to admit and whether special conditions shall apply
to that admission will take into account:

e whether the applicant or a near relative of the applicant will have access to
sensitive student records;

e whether the applicant or a relative of the applicant would be party to the
assessment process or teaching or administration of the course in any way.
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9.2

10

10.1

11
111

12
12.1

13
13.1

13.2

13.3

14
14.1

Accreditation of Prior (Experiential) Learning

Applicants seeking recognition for prior or experiential learning are handled in
accordance with University Centre Colchester’s procedure on AP(E)L. If the AP(E)L
request is approved, the offer will note the volume of credit which has been
accredited and the changes to the applicant’s planned course structure which result
from the approval. Applications for second, third or final year entry are submitted via
UCAS or directly to University Centre Colchester.

AP(E)L admissions are subject to the regulations of the validating University or
organisation.

Verification of Qualifications

University Centre Colchester will seek evidence from applicants of the result of any
qualification that is not received from UCAS through the Awarding Bodies Linkage
(ABL). Details of verification of qualifications and examination results are sent to
applicants at the initial offer and at the confirmation stage of the admissions cycle.

Discontinuation, suspension or change of course titles

University Centre Colchester reserves the right to discontinue or suspend a course
for which offers have already been issued, but undertakes to do this in exceptional
circumstances only. Where a course is discontinued, applicants holding offers are
informed as soon as possible; where possible and appropriate, applicants are offered
a place on an alternative course offered by University Centre Colchester, or given the
opportunity to add a new course choice on UCAS Track. Where the title of the course
is changed, applicants holding offers are informed as soon as possible of the change.

Legal Issues
Colchester Institute will abide by its legal and statutory obligations in the processing
of applications.

International Applications

University Centre Colchester welcomes applications from those living in countries
outside the UK, and aims to provide a consistent and co-ordinated response to
international students by experienced and appropriately trained staff.

Applications received from outside of the UK will be considered by the Admission
Tutors. Qualifications obtained outside of the UK will be checked with UKENIC for
their equivalence with our general entry requirements. All students are required to
have a minimum of IELTS 6.0 (with a minimum of 5.5 in Reading, Writing, Speaking,
and Listening) or equivalent prior to acceptance on to a University Centre Colchester
course.

Colchester Institute holds a Tier 4 Licence and Highly Trusted Sponsor Status from
the UK Border Agency (UKBA).

Funding Assessments
If an applicant declares that they have a non-UK nationality, or that they have been
living outside of the UK within the last three years on the first day of learning, they will
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be asked to complete a Funding Assessment. The purpose of the Funding
Assessment is to determine whether the applicant will pay Home or Overseas fees.
For more information on Higher Education fee status, please visit the UKCISA
website:
www.ukcisa.org.uk/Information--Advice/Fees-and-Money/England-HE-fee-status

15 Admissions Review Panels

15.1 The Admissions Review Panel makes decisions regarding admission of students in
cases of a complex nature and where coordination of admission and support
processes are required.

15.2 The Admissions Review Panel will also hear cases of a complex nature where
students have been admitted and are on-course and where decisions are required
relating to continuation or progression which cannot be dealt with by any other
committee.

15.3 An Admissions Review Panel could be convened for a number of reasons. Please
see below for a non-exhaustive list:

e Concerns raised through the application process, either through information
provided from other education providers, personal references, previous
programme areas within the College or behaviours exhibited through the
interview or other pre-enrolment events.

¢ Concerns about the College’s ability to meet an applicant’s specific needs or
implement the level of reasonable adjustments required for them to access a
programme.

e Disclosure of Criminal Convictions through application, enrolment, or on
programme, including on the return of a Disclosure and Barring Service
(DBS) Check;

¢ Identified Safeguarding concerns;

¢ Anindividual’s fitness to study through health or mental health grounds.

15.4 The Panel operates to:
e ensure a supportive and fair admissions process for applicants;

e provide assistance and support to admissions staff in carrying out their duties;

e provide guidance on current issues that may impact on an admissions
decision, or on the continuation of a current student.

15.5 An Admissions Review Panel is required to explore all relevant issues and obtain
information from all appropriate sources pertaining to each case to reach a collective
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agreement on whether a student is accepted onto, or retained at, a course at
University Centre Colchester.

15.6 The College reserves the right to refuse a place to an applicant if the individual is
considered to be a risk to others, themselves or if the College is unable to provide a
safe or controlled environment for an applicant’s specific needs.

15.7 The Admissions Review Panel meets on an ad hoc basis and a request to initiate a
meeting may be made by a member of staff to the Deputy Principal . Notes of the
meeting will be kept and the Admissions Review Panel decision will be
communicated to the Applicant/Student in writing.

15.8 A student may appeal against the outcome of the Admissions Review Panel in writing
within 10 working days of receiving written notification of the ARP decision. The
letter/email must outline the grounds of the appeal. The appeal will normally be heard
within 10 working days of receipt of the written appeal. This decision will be final.

Appeals should be emailed to executivesupportteam@colchester.ac.uk
15.9 The Admissions Review Panel shall comprise:
o Deputy Principal (or a nominated member of the Senior Leadership Team);
o Area Head from relevant subject area,;
¢ Head of University Centre Colchester Academic Services
e Additional Learning Support, where appropriate;
o Additional members will be co-opted where required.

16 Re-admissions

16.1 Itis policy that applicants cannot normally be considered for re-admission to the
same programme from which an individual has been required to withdraw, or a
similar programme which contained modules already taken, for a minimum of two
years after leaving (with the exception of students who have been required to
withdraw for debt).

16.2 Applicants can be considered for immediate re-admission to a completely different
area of study if there are good reasons to indicate that the wrong course was chosen
originally and there is evidence that an applicant could be successful in a new area.

17 Appeals and Complaints

17.1 Inthe event that an applicant is dissatisfied with any aspect of the admissions
process, they may submit an appeal. Applicants should write to the Head of
Academic Services at uccacademicservices@colchester.ac.uk within 14 days of the
decision. The appeal should outline the nature and details of the appeal.
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17.2 Appeals and complaints will only be seen to be valid if they clearly demonstrate
procedural irregularity in the Admissions process. Appeals and Complaints
challenging the academic judgement of the application process are not permitted.

17.3 The Head of Academic Services 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 Head of Academic Services will then
confirm within 15 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.

18 Exceptions to the Normal Admissions Process

18.1 University Centre Colchester reserves the right to refuse admission to an applicant at
the Principal’s discretion. This could be for a number of reasons; examples would
include an applicant who has previously been refused admission or excluded from
this or any other educational institution, where a student’s behaviour during the
recruitment process could be considered as misconduct under the College’s
disciplinary polices or where there is reason to believe that the admission of an
individual could present a risk to the applicant, other students, staff, or other college
visitors.

18.2 In these cases the Principal’s decision is final and there is no right to appeal.

18.3  Whilst University Centre Colchester is committed to widening participation and to
providing opportunities to all students who will benefit from its programmes and
services, it must be noted that it is part of a Further Education College which is under
no statutory obligations to admit any individual student or to provide any specific
programme of study. Ultimately decisions regarding the admission of individual
students and the provision, continuation, of specific programmes rest with College
leadership.
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