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1. Aim 

This policy aims to ensure that: 

 

 Every new and progressing applicant is provided with outstanding customer service to help them 

develop a career plan that is underpinned by a programme of study, wider learning and support 

services that meets their individual needs. 

 From initial enquiry through to enrolment, applicants are provided with appropriate information, 

advice and guidance at each stage and that the applicant’s starting point, career aspirations and 

interests are used to inform their choice of a suitable learning programme. 

 Chesterfield College demonstrates its commitment to transparency, consistency and fairness 

through its admissions policy and procedures. 

 No applicant is treated less favourably on the basis of their age, disability, gender, gender identity, 

religion or belief, sexual orientation, race or nationality, pregnancy or maternity status or because 

of any unrelated criminal convictions.   

 

2. Scope 

This policy and associated operating procedures apply to Chesterfield College which includes Learning 

Unlimited and to our subsidiary companies; Training Services 2000 Ltd (LU Derby), Learning Unlimited 

ATA Ltd, Recruit Unlimited Ltd and Chesterfield College Enterprises Ltd.  Collectively, the College and its 

subsidiary companies are referred to in this document as ‘The Chesterfield College Group’.  

 

This policy provides the framework for the admissions cycle for entry to the College during the academic 

years of 2018/19, 2019/20 and 2020/21.  It covers the application and admission process for both 

Further Education classroom-based and work-based learning.  It does not include Higher Education 

which has its own separate policy.  For the purpose of this policy, the terms ‘applicant’ and ‘student’ are 

used to include apprentices. 

 

The purpose of the admissions function is to: 

 Consider applications from potential students, consistently and without prejudice. 

 Ensure that applicants receive information, advice and guidance appropriate to their needs and 

aspirations. 

 Ensure that applicants make an informed and appropriate choice of course. 

 Ensure that applications are dealt with in a timely manner and to an agreed timeframe. 

 Ensure that applicants are communicated with effectively at all stages of their application, 

providing clear updates on the progress of their application, the next steps they should take, 

and the ways in which they can prepare for their studies. 

 

The objectives of the admissions function are: 

    To provide a clear and easy to follow process for external customers, progressing students and 

stakeholders, to enable fairness, consistency and transparency in all admission decisions. 
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 To ensure that all applicants to the College are welcomed, engaged and supported throughout 

the application process, providing all of the information required to support them with their 

career planning and course choices. 

 To provide a clear process for staff to follow, to ensure fairness, consistency and transparency 

in all admissions decisions. 

 To maximise student numbers by increasing the conversion from enquiry, application to 

enrolment, and by increasing the internal progression rates of those who are already studying 

at the College. 

 

3. Policy Statements 

The College will ensure that all staff involved in the admissions process are suitably qualified and trained 

to give impartial advice and guidance, support students throughout the application process, and make 

admissions decisions in the best interests of the applicant. 

 

The College is accredited with the Matrix Standard for Advice and Guidance, and aims to provide a 

careers service that meets the requirements of the Gatsby Careers Guidance Benchmarks. 

 

The College will provide clear, accurate and accessible information about the career pathways, study 

programmes and part time courses in a variety of formats to meet different needs. 

 

Potential applicants will be made aware of how to apply to the College through various media, including 

the website, prospectuses, telephone enquiries, open evenings and marketing events.  

 

Entry requirements for each programme will be set out on the College’s website and in marketing 

materials and will be discussed in interviews following an application.  Where entrance to a programme 

is also dependent upon demonstrating a competency standard, the curriculum will ensure it is 

appropriate and necessary as a means of assessment.   

 

Applicants for adult provision will complete an initial assessment in English and maths as part of the 

admissions process, regardless of their chosen programme of study. 

 

Where an applicant wishes to apply for more than one course, their application will be dealt with in order 

of course choice. 

 

All applications will be managed through the agreed procedures for Further Education Admissions, with 

clear service levels at all stages of the process, and clear communication to applicants. 

 

Once offered a place, the applicant will be invited in to enrol at the College in line with the enrolment 

schedule for that programme.   

 

The College makes offers based on the College’s targets and capacity for delivery, to ensure effective 

learning environments for all students. 

 

Offers may be reconsidered after results are available. The College will strive to place all applicants on 

a suitable level of programme and will seek to make an alternative offer to any applicant who does not 

achieve the entry criteria for their first choice programme. 
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In the event of an offer being made for a course still in the pre-validation stage any advertising materials 

and any offers will make this clear, and set out the process for confirming the course offer to applicants. 

  

Where the College makes changes to the advertised course offer, applicants will be notified at the 

earliest opportunity, and be provided with clear, supportive advice and guidance to ensure that the 

College continues to provide the appropriate support for their career plan.  Where the College is unable 

to offer an appropriate alternative, or the applicant chooses to withdraw their application as a result of 

any changes, the College will offer independent support and careers advice to ensure that the student is 

able to access an appropriate learning programme with an alternative provider.    

 

The College will provide accurate and up-to-date information about any course fees and other costs, 

which will be confirmed to the applicant at Enrolment.  It will also produce information detailing any 

fees support and financial assistance available.   

 

The applicant must be able to pay all fees and costs if liable. Different fees may apply to applicants for 

the same course depending on the way the course or the student is funded. Applicants who have 

outstanding debts may be refused entry to the College. 

 

Applicants should inform the College of any support needs they have.  This can be conveyed to the College 

via the application process or by external organisations, parents or carers if appropriate.  Where required, 

reasonable adjustments will be made to assessment methods used in the interview process and whilst on 

programme, to ensure the College meets its duties under the Equality Act 2010. 

 

Applicants who declare a previous criminal conviction will be dealt with in accordance to the 

Rehabilitation of Offenders Act (1974).  The College will adhere to the procedure on ‘Dealing with 

Positive Disclosures/Self-declaration of Criminal Convictions’ as outlined in the College’s safeguarding 

procedures.    

 

Where an applicant has previously been excluded or been the subject of disciplinary action, the College 

will carefully consider the suitability of admission onto further study.  Any offer may be subject to 

conditions around attendance and/or behaviour.  If the individual is deemed to present a risk to the 

College environment, they will be subject to the College’s usual risk assessment process to help inform 

any decision. 

  

Applicants are responsible for providing the College with accurate information on which it will make 

admissions decisions.  Any student found to have provided false information is at risk of being withdrawn 

from the process or from programme if they have already enrolled at the College.   Any individual that is 

required to leave the programme will be subject to the conditions for fee payment and refund as outlined 

in the College Fees and Refunds Policy (FIN09).  

 

All students who enrol at the College will be expected to sign the student statement to agree the Terms 

and Conditions of enrolment prior to starting their course, and will be expected to abide by the College 

Student Code of Conduct. 

 

Where an applicant is unhappy with the service they have received or the decision the College has made, 

they can express their concern using the College’s complaints procedure. 
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4. Implementation 

The applicant will: 

 Provide relevant and accurate information in support of their application. 

 Return any reference that is required, in a timely manner. 

 Attend any scheduled interviews or group presentations and, if unavailable, contact the 

admissions service to re-arrange. 

 Respond to any correspondence in relation to their application. 

 Attend events throughout the process including any student experience events, taster 

sessions, summer schools and enrolment. 

 
The Admissions team (classroom-based) will: 

 Create an applicant record in the student records system on receipt of an application and 

send out an acknowledgement communication within 5 working days. 

 Invite the applicant to attend an interview within 4 weeks of the application being received. 

 Co-ordinate the initial and curriculum interviews as per the College’s Service Level Agreement 

between admissions and curriculum Departments. 

 Maintain correspondence through the application process including chasing up non-

attendees and re-offering interview/group presentation times.   

 Withdraw applicants following 3 attempts to re-arrange without response pending any future 

correspondence from the applicant if they wish to continue with their application. 

 
Learning Unlimited Partnership Account Officers (work-based) will: 

 Create an applicant record in the student records system on receipt of an application. 

 Create a candidate pre-screen record in CRM on receipt of an application within 5 working 

days.  Telephone contact will then be made with the applicant. 

 Co-ordinate the initial interview and follow-up communication with any student that doesn’t 

attend. 

 Invite students into a Learning Unlimited Centre to take part in an apprenticeship interview 

for their chosen course.  Learning Unlimited may require further information to determine 

the level of support an applicant needs.   

 Withdraw applicants following 3 attempts to re-arrange without response pending any future 

correspondence from the applicant if they wish to continue with their application. 

 
Curriculum teams (classroom-based) will: 

 Provide the admissions team with regular interview times to meet the demand of the course. 

 Conduct interviews that enable the applicant to make an informed choice about their career 

plan, and which programme of study would be most appropriate to study. 

 Investigate any additional needs and record these in the eILP. 

 Explore the suitability of the applicant for the programme, through sensitive discussion and 

questioning. 

 Ensure the applicant is clear what programme they are being offered and record this decision 

on the eILP. 

 Work closely with the marketing and admissions teams to provide a programme of clear and 

supportive communications, events and activities to ensure that applicants are well informed 

and well prepared for their chosen programme before starting their studies. 
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 Ensure that, if the applicant is not suitable for the programme, the applicant is clear as to why 

and they are referred to the College’s Careers Service to explore further options. 

 
Learning Unlimited Business Development Consultants (work-based) will: 

 Conduct interviews that enable the applicant to make an informed choice about their career 

plan, and which apprenticeship pathway to study. 

 Inform the Partnership Account Officer of their decision regarding an applicant. 

 Ensure that, if the applicant is not suitable for the apprenticeship, the applicant is clear as to 

why and the decision is relayed back to the Partnership Account Officer.  This must also be 

made clear on the interview record in CRM.   

 Work closely with the marketing and admissions teams to provide a programme of clear and 

supportive communications, events and activities to ensure that applicants are well informed 

and well prepared for interviews with employers, starting work and the demands of their 

apprenticeship programme. 

 Refer any applicant that is not suitable for an apprenticeship to the College’s Careers team to 

explore further options. 

 

Admissions and Curriculum Managers (class-based)/Operations Managers (work-based) will: 

 Co-ordinate the admissions process for all applicants. 

 Work with Information Services to ensure that suitable management reports are available 

showing application data, including like for like comparisons, and use these to monitor the 

effectiveness of procedures, information and advice given to applicants. 

 Ensure the admissions policy is adhered to. 

 
 

5. Communication Flow 

The College will ensure that: 

The Further Education Admissions Policy will be readily available to all internal and external stakeholders 

via the college website.  

Appropriate training will be offered to all relevant staff to ensure that they recognise their responsibilities. 

Staff responsibilities and targets for progression of applications will be communicated annually via the 

Director of Career Planning and Progression. 

 

6. Monitoring of Implementation 

The implementation of the Admissions Policy is overseen and monitored by the Director of Career 

Planning and Progression. 

An applicant who is not satisfied with the way in which the College has dealt with their application may 

complain using the College’s Complaints Procedure available on the College website.  

The Admissions and Careers Manager and Operations Manager LU will provide timely reports to the 

College Leadership Team as required throughout the year in order to monitor achievement of overall 

recruitment targets. 
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Response times will be monitored through departmental Key Performance Indicators with regular 

reporting to the College Leadership Team to track targets. 

 

7. Associated Information and Guidance 

 Education Skills Funding Agency Procedure for dealing with complaints about providers of 
education and training 

         https://www.gov.uk/complain-further-education-apprenticeship 
 

 The Equality Act 2010 (Disability Regulations) 2010 
www.legislation.gov.uk/uksi/2010/2128/contents/made 
 

8. Related Chesterfield College Group Policies and Documents
 

 Data Protection Policy – INF03 

 Equality, Diversity & Inclusion Policy and Procedures – GOV03 

 Fees and Refund Policy – FIN09 

 Complaints and Compliments Policy and Procedures – CSE06 

 Safeguarding Policy and Procedures – GOV05 
 

 

https://www.gov.uk/complain-further-education-apprenticeship
http://www.legislation.gov.uk/uksi/2010/2128/contents/made

