
FE AND APPRETICESHIP ADMISSIONS
POLICY
1.0 PURPOSE

The purpose of this document is to ensure that all applicants to join a Further Education or
Apprenticeship programme at Carlisle College are:

 Treated fairly and impartially.
 Guided and supported appropriately through the admissions process and a range of guidance is

made available to them so they can make informed decisions about their future development,
aspirations and career choices.

 Receive information relating to entry criteria that is accurate, is annually updated and is
accessible to all applicants and related stakeholders.

 Are subject to judgements and decision making that is sound and based on clear information
provided by the applicant and college.

This policy sets out the standards for College admissions processes.

2.0 SCOPE

This policy covers all applications to join further education or apprenticeship programmes at Carlisle
College.

3.0 POLICY AND RESPONSIBILITIES

Student entitlement

All applicants to Carlisle College are entitled to:

 Be treated equally and with fairness. No applicant will be refused admission on the basis of race,
sex, marriage/civil partnership disability, age, religion/belief, gender reassignment,
pregnancy/maternity or sexual orientation.

 Receive up-to date information about courses, entry criteria and student support available. This
will be through a range of marketing platforms including prospectuses, online through the
college website and face to face through open days and subject specific information events.

 Be interviewed for their programme and receive confidential and impartial information, advice
and guidance prior to commencing study at the college.

 Be offered a place on a programme based on the assessment of a range of criteria including
academic qualifications, professional and personal experience. Where an applicant has applied
for a programme that is not appropriate they will be offered an alternative wherever possible.
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 Be offered appropriate support as part of their course. All applicants are proactively
encouraged to declare an educational need or a learning difficulty/disability prior to
commencing a course. Additional support needs will be assessed and appropriate support
implemented as early as possible once a learner enrolls on programme.

Formal references will not normally be required from applicants, however DBS disclosure checks and
additional reference checks for students applying for admission to courses which require a work
placement with children or adults at risk will be required.

Student Responsibilities

Student entitlements aremost likely to bemet in full when a student fully acknowledges and actively
engages in fulfilling their responsibilities by:

 Providing honest and accurate information and documentation about themselves in order for
the college to provide informed advice regarding their programme and progression.

 Notifying the college of any criminal convictions that they have or may receive.
 Inform the college of any change in circumstances, personal details such as address or

emergency contact details.
 Inform the college, at the earliest opportunity, of any special educational needs or disability

and/or learning difficulties they have which may affect their entry to a course and the support
theymay require whilst on programme.

 Taking personal responsibility for promoting a safe, secure and healthy environment and
comply with the terms of the college and codes of practice as a student of Carlisle College.

 Being prompt, efficient and courteous in dealing with the college, its staff and fellow peers.

Staff Responsibilities

Teaching and support staff will ensure that:

 Appropriate information and support to both potential and enrolled students is accurate and
readily available to enable them tomake informed decisions and choices at relevant stages of
the admissions and progression.

 Applicants are made an offer that is reflective and appropriate to both the students aspirations
and course entry requirements.

 Applicants are provided with guidance when course entry criteria is not met providing an
alternative offer in relation to their current academic and achievement levels.

 Course entry criteria and course content is regularly updated in response to regional, national
and international academic and career related benchmarks.

CollegeManagement Responsibilities

Managers will ensure that:
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 All staff involved at each stage of the admissions process are informed and are clear about their
roles and responsibilities and have received relevant training and development to ensure they
are effective and efficient in their roles

 An annual review of all aspects relating to the admissions procedures will take place which will
include:
1) reflecting and responding to external curriculum changes in the post 16 qualification sector

taking into account applicant data relating to race, sex, marriage/civil partnership disability,
age, religion/belief, gender reassignment, pregnancy/maternity or sexual orientation

2) review of admissions entry criteria for each programme by the Leadership Team.
3) determining generic and specific entry criteria by subject level in response to the academic

and vocational content of the course e.g. portfolio, interview or audition requirements
4) changes to procedures will be approved bymembers of the Leadership Team and

communicated internally and externally to all relevant stakeholders in a timely manner as
part of the recruitment and admissions cycle

5) developing appropriate links with external partners to continuously improve transition
arrangements between Carlisle College and associated education partner organisations

6) allocation of responsibilities will be annually reviewed, led by the Carlisle College
Leadership Team to ensure the policy is implemented and delivered accurately and in a
timely manner

Where there is a concern about the suitability of an applicant to a specific programme, or to the College
as a whole, this should be raised with the CTM in the first instance. If the CTM agrees that the applicant
may not be suitable for a specific programme they should work with staff and the learner to secure an
offer on an alternative programme. If the CTM feels that the applicantmay not be suitable to attend
any programme at the College this must be referred to the Vice Principal for Curriculum and Quality
whowill investigate the circumstances. Any decision that an applicant should not be offered a place at
the College will be made by the Principal of the College.

Responsibility for implementing this policy

Responsibility resides at all levels of the College

 Carlisle College Principal has the overall responsibility for implementing this policy
 Senior managers are responsible for overseeing the operation of this policy
 Curriculum TeamManagers are responsible for working collaboratively to implement the

requirements of the policy
 Staff across the College are responsible for administering the admissions process in line with

this policy

Carlisle College reserves the right to refuse entry to any applicant whomay jeopardise the security,
safety or reputation and integrity of the college or where the College believes the applicant may
present a risk to themselves or others.

The criteria for students whomay present a risk to themselves or others could include:
 Those with disclosed mental health, emotional or behavioural problems.
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 Those with disclosed prior conviction or imprisonment.
 Those who are perceived a risk to themselves; this could include physical, psychological or

emotional threat.
 Where there is prior knowledge of situations or information, which indicate that the student

may present a risk.

Appeals

If you wish to appeal a decision made in regards to admissions and an offer of a place on a course at
Carlisle College this should be done in writing and within 7 working days. The appeal should be
addressed to the appropriatemember of staff as listed below.

Admissions decisionmade by Appeal addressed to

Course tutor, lecturer, teacher or Curriculum
Leader

Curriculum TeamManager

Curriculum TeamManager Vice Principal – Curriculum and Quality

Vice Principal – Curriculum and Quality Principal

Principal Chair of the College Board

Complaints

If you wish tomake a complaint about any aspect of the admissions process this should be done using
the College’s complaints procedure which can be found on the College website.

4.0 APPROVAL AND REVIEW

Approved: Leadership Team Insert date: Sept 2021 Review date: Sept 2022
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