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Purpose of Policy

Internal services involved

This policy applies to students and applicants. It
contains a requirement that applicants undergo an
enhanced Disclosure Barring Service check
(organised by the University) before they can be
enrolled on certain courses. Depending on the
outcome of that check, the applicant may not be
eligible to enrol on those courses. There is a
complaints procedure through which applicants can
challenge the operation of the policy.
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ADMISSIONS POLICY AND APPLICANT COMPLAINTS PROCEDURE

Principles

The University believes that education is a basic right and that individuals should
be encouraged to participate in the education process throughout life to the
highest level of their ability to benefit. This is central to the University’s mission to
encourage and enable individuals to develop their full potential. Therefore, the
University is committed to enhancing access to its courses through the continued
development of local provision, flexibility in course design and delivery,
recognition of work based and prior learning and collaboration with external
partners in the development and delivery of courses. The University believes that
intakes to courses should reflect all groups in society able and eligible to
participate, and recognises the importance of the recruitment and selection
process in achieving this. The University is resolute in the view that the potential
to study successfully draws from a range of academic and other attainments,
motivation and commitment, and that course-based selection and admissions
criteria should reflect this.

Background

The University is a signatory to the Universities UK/GuildHE Fair Admissions
Code of Practice, and this policy takes into account the sector guidelines within
the UK Quality Code for Higher Education and the work of Supporting
Professionalism in Admissions. It is also underpinned by relevant legislation.

Admissions Policy Statement









5.1.14 The University will inform prospective students as soon as possible of any
significant changes to a course. This will apply from the point at which they
make an application up to their point of enrolment. In accordance with
Competition and Markets Authority (CMA) guidance, if any change made to a
course to which an applicant has applied makes a material difference to any
aspect of its delivery, the University will advise applicants regarding alternative
options. Where no suitable options are available at the University, the
University will advise applicants of other opportunities open to them.

5.1.15 Senior Admissions Officers will monitor successful and unsuccessful
applications to ensure equality and consistency, and will liaise with admissions
tutors to clarify atypical decisions. Similar monitoring will be carried out by
Partner Colleges.

5.1.16 Enquirers are encouraged to visit and the University operates a number of open
days throughout the year. An invitation to attend a course-based offer holder day
will be offered to all UK applicants to whom offers are made.

5.1.17 A contact schedule is reviewed each application cycle to provide timely information









5.5

5.5.1

5.5.2

5.5.3

5.54

Admission of Students with Criminal Convictions

The University actively promotes equality of opportunity for all, and welcomes
applications from a wide range of people. Having a criminal conviction will not
necessarily prevent someone from studying at the University; this will depend on
the nature of the course and the circumstances and background of the
offence(s).

The University complies fully with the Disclosure and Barring Service (DBS)
Code of Practice and undertakes to treat all applicants fairly. Any information
about an applicant’s criminal convictions will be disclosed only to those people
who need to see it as part of the admissions process.

This policy sets out two distinct processes for the declaration and consideration
of information about criminal convictions. The extent of disclosure required to be
made by the applicant will depend on the course applied for.

The University uses this information to consider whether it is appropriate to admit
the applicant to the University, in the context of helping to provide a safe
community in which staff and students can teach and learn, and in which the
University



courses which comprises University staff and representatives from
associated placement providers.
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5.5.6.2.  The University asks for information relating only to relevant
convictions (as listed above) that are ‘unspent’ under the terms of the
UK Rehabilitation of Offenders Act 1974 (or the equivalent law from a
country outside of the UK). This allows some convictions to be
disregarded after a certain period has passed and, subject to some
exceptions, the person is considered to be rehabilitated and therefore
treated as if the offence was not committed. The rehabilitation period
varies depending on the nature of the conviction, and some very serious
offences can never become ‘spent’. However, apart from conditional
cautions, a caution (including a youth caution or a reprimand or warning
given to a youth offender) becomes spent immediately after it is given.
Further guidance on how to identify whether a conviction is ‘spent’ can
be found here: https://hub.unlock.org.uk/wp-content/uploads/ROA-
Unlock-A5-8pp.pdf

5.5.6.3.  Once an offer has been made and communicated to the applicant,
they are informed as part of that offer that should they accept the offer,
they will then be subject to an information follow-up request in relation to
criminal convictions.

5.5.6.4. When the offer holder accepts an offer, an automated
communication is sent. This includes all the relevant information
needed and links to external sources to allow the applicant to make the
relevant declaration.

5.5.6.5. If a declaration is made, this will not automatically bar an applicant
from being admitted to the University. Further information may be
requested from relevant authorities (e.g. police and probation service,
pre-sentencing report) in relevant cases. A failure to provide
information or to consent to the University obtaining it from third parties
may mean that there is insufficient information to assess risk, and hence
eligibility for admission to the relevant course.

5.5.6.6. The Director of Admissions will consider the declaration and, if
necessary, will liaise with the relevant authorities to collect information
to undertake an initial risk assessment. This initial assessment will be
based on the conviction type, sentence type, time since sentence, re-
offences, or patterns of similar offence.

5.5.6.7.  If the outcome is a low risk the application will proceed as normal
through to enrolment and the applicant will be notified.

5.5.6.8.  If a medium or high risk is determined from the initial risk
assessment, the information will be shared with the Disclosure Panel.

5.5.6.9. Membership of the Disclosure Panel is as follows:
» Director of Admissions
» Director of Student Services

» University safeguarding lead
» Dean of School (or nominee)
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5.5.6.10.

12


mailto:uadmissions@uclan.ac.uk

5.5.8.1.  The failure of an applicant to comply with this policy in terms of
providing information to the University for the Disclosure Panel to arrive
at a decision will be a breach to the conditions of offer and will be
treated seriously. It may lead to cancellation of the individual's place on
the course or withdrawal from the University if already enrolled.

5.5.8.2. The requirement to disclose relevant convictions will continue to
apply in relation to any new convictions (including cautions) obtained
after the time for disclosure as part of the admissions process.

5.6 Occupational Health Requirements/Fitness to practice

5.6.1Applicants may be subject to a condition of offer which asks for satisfactory health
screening abd/or fitness to practice as described in the course literature and in the
offer. The University may not allow enrolment or may withdraw a place of an
enrolled student if the satisfactory health clearance has not been granted or if the
necessary vaccination schedules are not upheld.

5.6.2The University will use the services of an external occupational health provider to
undertake the necessary screening required, which will be outlined in the
admissions process.

5.7 Admissions of Students with a Disability and/or Learning Difficulty

5.7.1 Admission to a course is based on the academic judgement that the student can,
with reasonable adjustments by the University, be reasonably expected to fulfil the
learning outcomes of the course to achieve the award.

5.7.2 Inline with the University’s Disability Policy, applicants are strongly encouraged to
disclose disability-related information within the application process. A failure to do
SO0 may mean that the University or Partner College cannot put appropriate support
arrangements in place for the start of the course.

5.7.3 Operating under advice from the University Disability Decision Panel, the
University or Partner College may require further information from the applicant
regarding anticipated support needs in order that a considered judgement can be
made.

5.7.4 Admission or enrolment may be refused or deferred if, following an assessment of
need, provision of the adjustments required by the applicant cannot reasonably be
provided at that time.

5.8 International Student Admissions

5.8.1All international admissions functions must comply with the latest requirements of
the Home Office for student visas. These require04 842.52 rel/&€008882 Ostudent
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and could result in a different option for an international applicant when
compared with a UK/EU/Island applicant.

5.8.2All Home Office compliance matters are the responsibility of the Compliance Team
based within Academic Registry who work closely with the Admissions team.

5.8.3The University is guided by the National Academic Recognition and Information
Centre in terms of the equivalence accorded to international qualifications. The
University’s Admissions Office is responsible for the maintenance of reference
material in relation to international and European qualifications.

5.8.4Acceptable minimum qualifications in the English language are agreed and reviewed
by the Admissions Office in line with Home Office requirements, and are set out in
the Academic Regulations.

5.9 Admission of Students under the age of 18 years old

5.9.1The University considers all applications to study on the basis of the applicant’s
individual merits, which occasionally leads to students who are under the age of 18
being admitted to study on a University course. The University will treat all students
in
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5.14.1 Applicants who wish to complain about the operation of the University's
admissions process should submit their complaint in writing to the Director of
Admissions within 10 working days of the issue arising. The Director of Admissions,

or nominee, will investigate the complaint and respond in writing within 15 working
days.

5.14.2 If the complaint relates to the Director of Admissions or nominee, the
complaint should be directed to the Director of UK Recruitment and Partnerships
who will deal with it in the manner prescribed above.

5.14.3 Complaints will not be considered:

» About matters of academic judgement regarding an applicant’s suitability to
study a course;

« About an applicant’s failure to satisfy non-academic requirements specified
by external agencies for a particular course (except in respect of criminal
records checks — these complaints will be considered in accordance with
section 5.5 above);
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