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1. INTRODUCTION

Gloucestershire College is a career-focused FE college, providing people with
transformational experiences for their future lives, maximising their life chances. We
welcome applications from those who are aspirational, irrespective of background,
ethnicity, or past educational attainment, providing a nurturing and progressive
environment that benefits both the economy and community,

The Admissions Policy and associated procedures comply with the relevant legislation
and regulatory frameworks and are based on guidance by external bodies which protect
consumer law, customer protection, and education standards. This includes the
regulatory frameworks set out by the Office for Students and the Competition and
Markets Authority, the core practices of the UK Quality Code for Higher Education and
general guidance such as Supporting Professionalism in Admissions (SPA) good practice
(or, following its closure, as updated by the Higher Education sector and/or UCAS).

2. PURPOSE AND SCOPE

This Policy outlines the principles and procedures by which prospective students may
access full-time and part-time further education, higher education, and apprenticeships
at Gloucestershire College.

2.1 The Policy is aimed at prospective students, applicants, education advisers and
professionals, and College staff involved with student recruitment and
admissions.

2.3 Gloucestershire College works in partnership with a number of higher education
institutions and awarding bodies (Pearson, University of Gloucestershire,
University of the West of England, City of London College, and LD Training
Stanmore) to deliver higher education courses. The relevant policies and
regulations of these institutions will apply to prospective students and will be
marketed in line with Consumer Marketing Authority regulations.

3. RESPONSIBILITIES AND OVERSIGHT

3.1 The Principal and Board of Governors have institutional responsibility for the
review of Gloucestershire College’s Admissions Policy adhering to the
Governance policy review cycle and updating the Policy to ensure its currency for
prospective students and stakeholders.
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Overall responsibility for Admissions activity lies with the Chief Finance Officer.
Operational responsibility is owned by the Head of Data Management,
Admissions & Enrolment Manager, and the Admissions Team.

The Vice Principal of Curriculum and Quality have responsibility for approving
and reviewing entry criteria which is informed by performance data and
supported by the Head of School for the specific academic area. Head of
Schools and relevant Curriculum Leaders will provide specialist advice to
support fair and transparent admissions assessment, decision, and selection.

Responsibility for the recruitment and admissions decisions for applicants with
learning support needs lies with the Director of Student Employment and
Experience assisted by the Learning Support and Transition Teams. The Learning
Support and Transitions Team will provide specialist advice to support fair and
transparent admissions assessment, decision, and selection.

The admission of international students is owned by the Admissions Team.
The College will ensure that all staff involved in the admissions process receive

appropriate training and development to perform their role to the required level of
compliance with this policy and its associated procedures.

ADMISSIONS POLICY PRINCIPLES

Gloucestershire College aims to provide outstanding application experience to
prospective students, through excellent customer service, timely communications and
high quality, accurate information. The College delivers this by:

4.1

4.2

4.3

4.4

4.5

4.6

4.7

Ensuring its Admissions procedures align with the relevant strategic plan
and values.

Increasing and widening participation in education and training, ensuring steps are
taken to engage and support all applicants at each stage of the admissions
process.

Ensuring the Admissions Policy and procedures are transparent and accessible
and administered in a fair and consistent manner.

The Policy incorporates the College’s approach to equal opportunities
of legislation for students.

Assessing any applicant's individual merit and their potential to contribute and
benefit from the proposed programme of study or course. The College will ensure
that a relevant and suitable range of course entry criteria and assessment
methods are used by the College Teams.

Complying with the College’s Data Protection and IT Security policy.

Ensuring a process of continual improvement through an annual quality review
cycle.
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4.8 The Admissions Policy and application procedure are monitored to consider
sectoral best practice and maintain legislative compliance.

4.9 The effective communication of the Admissions Policy across Gloucestershire
College resulted in coherent and consistent admissions practice.

INFORMATION, ADVICE AND GUIDANCE FOR PROSPECTIVE STUDENTS

Gloucestershire College is committed to providing high quality information online, in the
College prospectus and through promotional materials. The College aims to provide as
much information as possible about our provision including course entry requirements,
course structure, delivery, and assessment which is clear, accessible, and accurate at
the time of publication and which actively supports and informs course options and
decisions.

The College also provides prospective students with information online and additional
promotional materials about the application and enrolment process, including
information on course costs and financial support available. The College actively
engages with applicants during each stage of the application process, periodically
confirming and explaining each step in a clear and accurate format.

The College best endeavors the accuracy of published course information by periodically
reviewing the College’s provision. The College reserves the right to make post-publication
changes to sources of information where reasonable and necessary to ensure information
is accurate and current.

To support applicants in making their course choices, the College will provide a range of
events and information sessions, including open evenings, enabling prospective
students to gain information by visiting our campuses, viewing the services and facilities
available to them, and providing clarity on the process. Each event is communicated to
prospective students via our website, promotional materials, and the application
process.

The College’s Admissions Team is committed to providing initial information, advice and
guidance to prospective students. The Admissions Team will continue to work with the
College’s Careers Lead and Team to ensure that consistently high-quality advice and
guidance underpin all recruitment activity and that each staff member has an appropriate
level of training or qualification.

APPLICATION SUBMISSION

The College actively recommends that prospective students submit applications through
the College website, which gives access to the self-service and application tracking
facilities such as the online applicant portal. Alternative methods of application
submission can be made through face-to-face/telephone enquiry.

6.1 First Choice Course Selection
For applicants applying for full-time courses, where there are multiple

applications, applicants will be required to select a first-choice course. The term
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“First Choice Course” refers to the course an applicant most wants and is

suitable to study.

Throughout the application process, applicants are given opportunities to revise
and confirm their first-choice course. The Admissions Cycle timetable for first
choice course confirmation for specific applicant groups is as follows:

e AllApplicants: 31 July

Any failure to declare a change to afirst-choice course before the first-choice
confirmation date above may result in an applicant having to make a new
application potentially affecting the applicant’s course of space priority for
enrolment.

Key Application Dates

6.2.1 FullTime Further Education
The College opens its admissions cycle for full-time further education
courses commencing in September each year from the preceding
October. The College strongly recommends that applicants apply before
31 March to ensure they have the best opportunity to join their chosen
course of study.

Equal consideration will be given to applicants that apply after 31 March
when course capacity is available.

6.2.2 Higher Education
The College opens its admissions cycle for Higher Education courses,
commencing in September each year from the preceding October. The
College strongly recommends that applicants apply before 31st January
to ensure they have the best opportunity to join their chosen course of
study.

Equal consideration will be given to applicants that apply after 14™
January; however, applications submitted after this date are subject
to the discretion of academic departments.

6.2.3 PartTime Further Education and Apprenticeships
Applications for part-time further education and apprenticeship courses
are accepted all year round.

Equal consideration will be given to applicants throughout the admissions
cycle; however, we encourage all applicants to submit their applications
as much time as possible before the start date of an applicant’s chosen
course. All applications submitted within five working days of the course's
start date are subject to the discretion of academic departments.

7. ENTRY REQUIREMENTS

71

Initial Assessment

All applications are assessed against an initial set of criteria to ensure applicants
are provided with the appropriate information, advice, and guidance (IAG) specific
to their application and personal circumstances. This process must take place
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before any offer is confirmed and will supersede any offers already held by an
applicant.

711

7.1.2

713

71.4

71.5

Practical and Technical Knowledge Criteria

Individual courses may require specific practical and technical
knowledge that could be attained through direct progression routes to
the course. In this instance, applicants will be assessed on qualifications
attained or the predicted achievement that would demonstrate the
practical and technical knowledge to undertake the course.

All relevant qualifications will be considered that do not form part of the
College’s preferred progression route and will be assessed on an
individual basis.

Home Student Status Criteria

All applicants are required to provide information about their background
including Nationality, Date of Entry to the UK and passport details. This
information is used to determine the appropriate IAG. If the applicant is
identified as an international applicant, the Admissions Team will complete
the due diligence to confirm the applicant has the residency status to study
in the UK.

Student Conduct Criteria

All applicants are assessed against any existing information available,
which could include disciplinary actions. The College reserves the right to
refuse entry to any applicant who has breached the Student Agreement
and Code of Conduct or has been withdrawn from their programme of
study following the College’s Student Disciplinary Process. The College
also reserves the right to refuse entry to any applicant who jeopardizes the
security, safety or reputation and integrity of the College.

Age Criteria

All applicants are required to provide information about their background,
including their date of birth. This information is used to determine the
appropriate IAG. Courses that require a specific age criterion to be met are
in most cases, due to government education funding rules and
regulations, as well as the appropriateness to study courses in relation to
course material and content. If the applicant is identified as not eligible or
suitable for the course, they have applied for in relation to age at course
date, the College will use all reasonable endeavors to contact, notify and
advise of a suitable alternative.

Devolved Funding

All applicants for our online course provisions will have their postcode
eligibility checked where funding for courses may be devolved from local
or combined authorities in the UK. Where a learner cannot study an online
course due to funding available, the Admissions team will provide
alternative provider information in seeking those opportunities.

Course Entry Requirements

The College considers avariety of nationally recognised qualifications and gives
equal consideration to academic and vocational qualifications that evidence the
potential for an applicant to achieve the qualification.
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The College will define the most commonly achieved qualifications that
applicants present as “typical” and other less presented qualifications as “un-
typical”. The College will also consider the term, Recognition of Prior Learning
(RPL), appropriate life and work experience, knowledge in the form of prior
learning, or industry-based qualifications.

Entry requirements for specific courses are published on the College website,
prospectus and associated UCAS web pages. The College also uses the UCAS
tariff to inform academic offers and decisions for Higher Education applications.
The College will also consider any information provided in a personal statement
when applying for Higher Education as this may demonstrate appropriate
experience and knowledge.

The College will conduct regular reviews of student performance data to
accurately inform the consistency or amendment of entry criteria. All
amendments to entry requirements will be considered in relation to key
application dates and cycles to ensure applicants have relevant up to date
information.

The College reserves the right to assess prior attainment fairly and objectively
within the parameters of academic judgment and discretion. Due to the limited
number of places on specific programmes, attainment of the entry criteria does
not guarantee the applicant's access to their course.

Due to the nature of college courses, for example Health and Social Care and
Early Years Studies, students will be required to apply for a Disclosure and
Barring Service check in line with awarding body and industry practice
requirements and guidance.

Interviews

Applicants may be invited to a formal academic interview as part of the course of
entry criteria or conditions of offer.

In these instances, the Admissions Team will schedule an interview on behalf of
the applicant with a Head of School or Course Leader from the academic
department. Applicants will be clearly and fully informed about the rationale for
the interview and all requirements. Where appropriate Gloucestershire College
will, with the approval of the applicant, record Admission interviews so that the
College can monitor and review the best interview practices to ensure a fair and
transparent process for all applicants.

The College will use all reasonable endeavors to be flexible in making alternative
arrangements to remove barriers and support an applicant attending an interview.
The College may use its discretion to use an alternative assessment.

Non-attendance, without prior warning, may be taken as an indication that an
applicant no longer wants to study the course applied for. The College reserves
the right to withdraw the application on the basis of failing to meet the course
entry criteria.
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Assessments
Applicants may be required to complete a formal assessment as part of the
course entry criteria or conditions of offer. Assessments can include, but are not
limited to, questionnaires, online tests and portfolio evidence.

In these instances, the College will notify the applicant of the assessment criteria
and inform the applicant about the requirement for the assessment.

The College will ensure that all assessments as part of course entry criteria are fit
for purpose and relevant to the course applied for. Assessmentresults will be
evaluated by an appropriately qualified individual. The College may use its
discretion to use an alternative assessment method if extenuating circumstances
dictate.

Non-completion without prior warning may be taken as an indication that an
applicant no longer wants to study the course applied for. The College reserves
the right to withdraw the application based on failing to meet the course of entry
requirement or conditions of offer.

ASSESSMENT DECISIONS AND OFFERS

The College will make a decision which is suitable to both applicants and course entry
criteria. All decisions are communicated to applicants and made available through the
College’s online applicant portal.

If an applicant has made an application via UCAS, decisions will be transmitted to UCAS
by the Admissions Team. Once a decision has been entered, it is available to be viewed
through UCAS track and the College’s online applicant portal.

The College aims to make offer decisions within six weeks of an applicant’s initial
application submission date. Time periods stated are for guidance only and may vary by
the College.

8.1

8.2

Conditional Offers

All conditional offers will be communicated to the applicant and will set out the
conditions which an applicant needs to fulfil in order to be admitted onto the
chosen programme of study or course.

Applicants may be required at the request of the College to provide satisfactory
evidence of qualifications before admission. Failure to provide such evidence to
the College’s reasonable satisfaction may result in the withdrawal of the offer. If
the conditions of the offer are not fulfilled before the date notified in the offer or
any other date notified to the applicant, the College reserves the right to withdraw
the offer.

The College reserves the right to offer a course on a specific campus dependent
onthe applicant’s postcode where it enables the best opportunity to access
learning.

Progressing Conditional Offers

All progressing conditional offers are applicable to Full-Time Further Education
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students. Each offer will be communicated to the student and will set out the

conditions which an applicant needs to fulfil in order to be admitted onto the
chosen programme of study or course.

Progressing conditional offers are conditional offers that give progressing students
a framework where flexibility, independent of academic qualifications, can be used
to recognise an individual’s achievement and progression whilst on programme.

The College’s Academic teams will work with students during their course to
ensure they understand what individual progress means for an applicant, so
clear expectations are communicated on programme in order for a student to
continue learning with GC. Typical course entry criteria will continue to be used
as a guide.

Unconditional Offers
Allunconditional offers will be communicated to the applicant.

Applicants may be required to provide evidence of qualifications, where already
declared, before admission. Failure to provide such evidence to the College’s
reasonable satisfaction may result in the withdrawal of the offer.

Referrals

Where an application is referred to the College will communicate the decision to
the applicant. The College does not currently provide automatic feedback on
referral decisions. This will be made available to applicants where possible and
appropriate on request.

Gloucestershire College is committed to ensuring applicants are supported
should an application be referred. This might include liaison with the applicant
and identifying a possible suitable alternative course. The College may signpost
applicants to the appropriate information, advice, and guidance of expertise in
college or to an external education provider in the community.

Application Decline

An applicant can request to decline their course application at any point within
their applicant's journey.

Applicants can decline their course application by submitting a request through
the online application portal or direct contact with the Admissions Team through
face to face, phone call, or email interaction.

Withdrawals

The College will ensure that all withdrawal decisions fall under the Admissions
Policies Entry Requirement principles.

Each withdrawal decision will be given the appropriate independent
consideration and will be based on the relevant evidence and information

pertinent to the decision.

Where a withdrawal decision is made, the Admissions Team will attempt to
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contact applicants to ensure the rationale behind the decision is explained.

The College will attempt to provide additional advice and guidance, suitable
course alternatives if appropriate and external education provider referrals.

ACCEPTANCE

As part of the application process Gloucestershire College requires the acceptance of
any offers made to an applicant.

Due to the limited number of places on specific programmes, accepting a conditional
offer with Gloucestershire College does not guarantee the applicant access to their
course.

ENROLMENT

Clear and timely information about the enrolment process will be sent to applicants
should an applicant been made or accepted an offer.

Applicants will be expected to complete the two steps of the online enrolment process
within the times communicated for them to be enrolled before the start date of their
chosen course. Failure to complete both steps of the online enrolment process may
affect an applicant’s ability to enrol.

Enrolment for full-time further education will refer to the applicant’s first course of choice.

A number of the College’s courses are extremely popular and there may be limited
places. In these circumstances, priority enrolment will be assessed in relation to the
time of application and meeting entry criteria. In the event that a course reaches its
capacity, the applicant will be offered an alternative available course.

INTERNATIONAL APPLICANTS

Gloucestershire College accepts international students; students must already have the
right to study in the UK or be able to obtain this.

COURSE CHANGES AND CLOSURES

Due to the period between prospectus and website publication and registration,
circumstances may change and therefore it may be necessary to vary the terms or
content of the programme or services described in the prospectus or published on our
website.

The College will use all reasonable endeavors to ensure that changes are keptto a
minimum, but if significant change is required to a programme (as described in an offer
and/or prospectus and website) the College shall bring this to an applicant’s attention as
soon as possible and provide clarity on the next possible steps. If an applicant believes
that a proposed change will prejudicially affect them, they may withdraw from the
programme.
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The College will use all reasonable endeavors to deliver all programmes described in the
prospectus and website. However, if there is insufficient student recruitment to make the
course viable, the College may be forced to cancel and close the course.

If an applicant has received an offer for a course described in the prospectus or on the
website that is closed prior to enrolment, the College will notify the applicant as soon as
possible and will use reasonable endeavors to provide a suitable replacement
programme. If an applicant is unhappy with the suggested replacement programme, they
may withdraw their application for the course.

For Higher Education applicants, the College will work with UCAS to amend or release
any course choices made for a course that is changed or closed.

DISABILITY AND LEARNING DIFFICULTIES

Applicants are encouraged to declare a learning difficulty or disability on initial
application to ensure an appropriate referral can be made to support them with the
application process and transition to their programme of study or course. On receiving
disclosure of any learning difficulties or disabilities, an applicant may be contacted by
the Learning Support Team.

Recruitment and Admissions decisions for applicants with learning support needs will
be undertaken by the Learning Support Team. The College will make reasonable
adjustments to accommodate applicants with support needs in accordance with the
Equality Act 2010. However, if the College is unable to meet these additional needs or
can only do so by compromising the learning experience of the student in question, or
other students, the College will inform the applicant as soon as the situation becomes
apparent.

For any prospective student with an Education Health Care Plan, a consultation process
should take place prior to any offer. The EHCP Consult process is a legal process
between the Local Authority and education providers to determine if the provider can
meet an individual’s educational needs. This process must take place for any
prospective college offer where the applicant has an EHCP. The result of the
consultation will be communicated to the Local Authority who is responsible for
communicating the decision to the applicant. Where it is felt the College cannot meet
the needs of a student, this decision will supersede any offer of placement through the
College application process.

If an individual’s circumstances change or an EHCP is updated, the SEND Service
Manager will reconsider an EHCP consultation.

APPLICANT DECLARATIONS

As part of all website application processes to Gloucestershire College, applicants are
asked whether they have any spent or unspent convictions and/or under investigation with
the police for any offences. Ahead of an applicant enrolling ahead of the start of the course
they will be asked to fillin a self-declaration form. Our Safeguarding Team will review this,
and a decision will be made based on the information we have either been made aware of
from previous convictions, a self-declaration form or information from external
professional agencies. Gloucestershire College also has the right to rescind an offer or
enrolment if a conviction/declaration has not been disclosed to us.
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Gloucestershire College encourages all applicants to be transparent about their situation
so we can enhance the likelihood of supporting them on their journey of education.

PLAGIARISM AND FRAUDULENT APPLICATIONS

The College expects applicants to be aware of their individual responsibilities in support
of the effective application and admissions process. It is the applicant’s responsibility to
ensure that all the information provided to the College is valid and accurate. If it is
discovered that an application contains material inaccuracies or fraudulent information,
or that significant information has been omitted, the College may withdraw or amend the
application.

Gloucestershire College reserves the right to withdraw or reject any application based on
the significant evidence that information provided by a prospective student is fraudulent
or plagiarised. The application process may be put on hold whilst the alleged fraud
and/or plagiarism is investigated. Further evidence and information may be requested as
part of the investigation. Failure or refusal to provide requested information will result in
the application being withdrawn or rejected.

Should a prospective student enrol on a course, and it is found at a later stage that the
application was fraudulent/plagiarised the College reserves the right to terminate a
students enrolment.

EXTENUATING CIRCUMSTANCES

Gloucestershire College understands that there are times when circumstances occur,
often unexpectedly, that can affect a prospective student’s studies and exams. This
could include illness or bereavement or perhaps adverse family circumstances. Any
decision to offer a place on the programme if you do not meet the grades would be at the
discretion of the Admissions Team and relevant academic department. The College
strongly recommends that applicants notify the College of any such circumstance so
that an application can be given the fullest consideration.

Following the College’s consideration of an applicant’s extenuating circumstances an
applicant may be given a bespoke offer to reflect specific conditions relevant to their
individual circumstances or an approved exemption for elements of the course entry
requirements.

If an applicant believes there are circumstances the College needs to be aware of,
please contact the Admissions Manager to submit a statement that explains fully the
extenuating circumstances. The Admissions Manager will endeavour to communicate
the outcome to you within 15 working days of your submission date. All information
provided is treated with the strictest confidentiality and will be progressed with
sensitivity and discretion.

Submitting extenuating circumstances does not guarantee that the College will accept if
you do not meet the conditions of your offer. We cannot say in advance whether an
application is likely to be successful or not in consideration of extenuating
circumstances. Any application that does not meet our published offer level is
submitted at the applicant's own risk.

Should an applicant be unable to complete this process independently, a school or
relative can be asked to submit a statement on the applicant’s behalf.
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Time periods stated above are for guidance and may vary by the College.

DISADVANTAGED AND UNDERREPRESENTED APPLICANT GROUPS

Gloucestershire College is committed to demonstrating commitment to equality,
diversity and inclusion in all admission and recruitment activities and to further support
the overarching Access and participation plan.

To ensure the College is responsive to the needs of disadvantaged and
underrepresented groups the College asks applicants to self-declare information during
their application that may indicate they are part of a disadvantaged or underrepresent
applicant group.

These indicators are then used in the Admissions Process to inform how best the College
can implement support strategies so that disadvantaged and underrepresented
applicant groups have fair and equal opportunities to access learning at Gloucestershire
College. The College will also use this information to support the development and
content of the College’s overarching Access and participation plan.

RIGHT TO APPEAL

Prospective students have the right to appeal to the Vice Principal of Curriculum and
Quality against an application withdrawal or rejection decision/recommendation if they
can provide evidence that there are mitigating circumstances not previously raised.

A student must send a notice of appeal by email or letter to the Admissions Manager and
give the reasons forthe appeal, along with any further evidence which should be included
and is not limited to character/employment references.

The Admissions Manager will acknowledge and consider the appeal should be deemed
necessary. The Admissions Manager will endeavour to communicate the outcome of
your appeal to you within 15 working days of your appeal submission date.

You may be required to attend a formal meeting with the relevant academic and support
specialists and the Admissions Manager. All information provided is treated with the
strictest confidentiality and will be processed with sensitivity and discretion.

Applicants who consider the appeal decision unfair and wish to make a formal
complaint can do so in accordance with Gloucestershire College’s Talkback Policy.

Time periods stated above are for guidance and may be varied by the College.

FEEDBACK AND COMPLAINTS

Gloucestershire College aims to provide a high-quality service to all students, employers,
partner organisations, members of the public and employees.

To ensure continuous improvement, feedback on the services the College provides is
welcomed and this may from time to time include dissatisfaction with aspects of
customer service. Any customer or stakeholder feedback received will be recorded and
considered during annual College reviews of the Admissions process.
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Applicants wishing to submit feedback, compliments or complaints can do so in
accordance with Gloucestershire College’s Talkback Policy and process.

Gloucestershire College’s Talkback Policy, including timeframes involved with the
complaints procedure, is available on the Gloucestershire College website. The College
will provide access to relevant/related policies should an applicant request.

USEFUL CONTACTS
Gloucestershire College Admissions Team

The Admissions Team endeavors to respond to any enquiries received by phone, email, in
person, or by letter within three working days of receipt.

Gloucester Campus Postal Contact Telephone: Contact Email:

Address: 0345 1552020 applications@gloscol.ac.uk
Gloucestershire College

Llanthony Road

Gloucester

GL25JQ

Gloucestershire College Student Services Team

Our Student Services Team is open between 8.30am and 5.00pm, Monday to Friday.

Cheltenham Campus Postal Gloucester Campus Postal Forest of Dean Campus Postal
Address: Address: Address:

Gloucestershire College Gloucestershire College Gloucestershire College
Princess Elizabeth Way Llanthony Road Northern United Way
Cheltenham Gloucester Cinderford

GL517S) GL25JQ GL14 3FF

Contact Telephone: Contact Telephone: Contact Telephone:
03451552020 03451552020 03451552020

Contact Email:
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Contact Email: ZIContact Email: info@gloscol.ac.uk
info@gloscol.ac.uk info@gloscol.ac.uk

Related Policies and Procedures

Gloucestershire College Strategic Plan 2022-26

Equality, Diversity, and Inclusion Policy

Talkback Guidance and Policy (Compliments and Complaints)
HE Student Protection Policy

HE Terms and Conditions

Tuition Fee Policy

Data Protection and Information Security Policy

Student Agreement and Code of Conduct

Student Disciplinary Policy

Approved by: N Pratt
Date for Review: November 2027
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