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1. Introduction
This document sets out the standard College procedure for the admission of full-time students, short 
full-time students where entry requirements are assessed, and in time other part-time courses. 
College programmes exempt from these procedures include Schools provision, commercial 
courses, community courses and open learning programmes.

This procedure aims to be both applicant-focused and applicant-friendly. It is essential that the 
admissions and interview procedure results in the placing of students on the most appropriate 
course for their abilities, needs and aspirations. Fundamentally, this procedure aims to ensure 
equality of access and opportunity for all applicants and that the admissions process is free 
from bias. In maintaining such approaches the College seeks to ensure a positive and successful 
experience for all prospective students.

2. The Admissions Procedure
The following points give a brief description of the standard procedure to be followed for College 
admissions. Whilst this procedure seeks to ensure consistency in approach for all applicants 
applying for College courses certain aspects of this procedure may be modified to meet the 
individual requirements of College curriculum teams. Any changes to this procedure must first 
be discussed with the Head of Faculty and then sanctioned by the relevant Director of Learning or 
Director of Business Development.

2.1  Applications

2.1.1  Applications, except for those courses mentioned above, are made through an online portal  
 on the College website. Those considering applying to College will be directed to the  
 portal to complete an online application. To ensure accessibility the form is available in  
 different formats from our Student Advice Centres, and can also be downloaded from  
 the College website. Support for the applicant can be arranged by contacting the Student  
 Advice Centre (SAC) at studentadvice@nescol.ac.uk or attending an advertised application  
 session. These sessions will be offered regularly. All applications will be processed and  
 managed through the Student Application Management (SAM) system. Applicants can  
 track the progress of their application and be notified of any action required by logging in  
 to their online application account.

2.1.2 Applications will be open to all from November onwards. Applicants can only have one  
 ‘live’ application at a time. Progressing students will be encouraged to apply by an  
 agreed date, nominally set at 31 January to ensure the offer of a place on the most  
 suitable course is available to them. Students enrolled on year 1 of an HND course will  
 have an application processed on their behalf for year 2 of the relevant HND course.

2.1.3 To ensure that enrolment targets are met, each course should have an agreed offer  
 target which exceeds the enrolment target. For most courses the target will be 120%,  
 although in areas where resources limit numbers an excess can be negotiated between the  
 relevant Curriculum Manager and Head of Faculty/Manager.

https://www.nescol.ac.uk/downloads/
mailto:studentadvice@nescol.ac.uk
Change titles throughout document e.g. HoF to Head of Sector and DoL to Associate Vice Principal 

KG confirming when these will be offered for the new recruitment cycle and how frequently. 

Applications open on 1 December this year. 

Lots of discussion around this. Curriculum staff present thought the date had been around 16 Feb in 2020.  They all felt a deadline shouldn't be put against current students applying as many don't feel they are far enough into the course to know whether they want to continue in that particular area or indeed at NESCol in general.  Thoughts were that this date should become the deadline for Academic Tutors having the discussion about progression and the options/process for doing so (while still encouraging them to apply)  Brian Dunn suggested a calendar date be added for around April for AT's to revisit progression again with class groups and find out if they still wish to continue their application for the next session.

DH reported that some of his new students were still under the impression the deadline for applications was February.  It was thought this could have arisen from the system in previous years when the last principal introduced a series of deadline dates.  

Action against M&C to ensure messaging on website, socials, at events and general comms is that while early applications are encouraged, they remain open until the beginning of the academic session.
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2.1.4 An applicant will receive an automated message within 24 hours confirming receipt  
 of their completed application. In addition, an applicant will receive information on  
 what will happen next and by when. Where a paper application form has been submitted,  
 a confirmation of receipt will be sent within 5 working days.  Information on activities that  
 applicants will be expected to view and take part in will be sent monthly by email and  
 shared on social media platforms.

2.1.5 Applicants with care-experienced backgrounds or those from SIMD 10 postcode areas will be  
 guaranteed a place at College, where places are still available or an alternative offered  
 (e.g., referral to SDS) if places are no longer available, and the offer of pre-entry and  
 on-course support measures. If further support is required, or a discussion to explore  
 options outwith College then the applicant should be referred to the Student Advice and Support  
 Team.  Further referral to SDS by SA&ST may be a suitable outcome. Other special groups  
 of interest may be added to this guarantee as appropriate.  Focus on specific groups can  
 be required in our Outcome Agreement or our Equality Outcomes.  

2.1.6 Courses will be considered as ‘high demand’ where all available places are allocated.  
 Heads of Faculty must seek approval from their Director of Learning before advising  
 the Student Information Officer when a course moves to high demand and whether  
 further applications can be accepted. Should anyone apply for a course after it as marked  
 as ‘high demand’, SAC staff will offer to advise such applicants of places available on other  
 courses or make a referral to SDS. Should places on high demand courses become  
 available later, applicants will be contacted to progress their application. When the course is  
 closed curriculum staff must update the status of applicants from High Demand Letter Sent to  
 Course Full.

2.1.7 If an applicant is not a UK National or has not lived in Scotland all their lives, then further  
 information will be requested from the applicant during the application process. Once the  
 application is submitted it will be reviewed by the Student Admissions and Funding Team.  
 The first step is to assess the applicant for residency status and advise them if any course  
 fees are payable. If the applicant is assessed as being an international student then their  
 qualifications held and/or pending will be reviewed to ensure they meet Visa requirements.  
 Additionally, the applicant may be asked to sit an English language test which may incur a  
 charge. If the applicant is assessed as being home fees status their qualifications will be  
 reviewed only if required to establish if entry requirements have been met and to make a full  
 or conditional offer, or on the request of the Curriculum Manager or member of staff considering  
 the application by sending an email to enquiry@nescol.ac.uk giving the details of the  
 applicant/s.  If the applicant has still to upload copies of their certificates they should be asked  
 to upload them to documents@nescol.ac.uk. The Student Admissions & Funding team will  
 assess the documents and confirm the comparable SCQF level. 

2.1.8 If the applicant is an exceptional entrant i.e. will not have reached official school leaving  
 age at the course start date, the College Administration will contact the relevant school  
 asking for application approval, or where the applicant is home schooled then the Local  
 Authority is contacted. The application cannot be processed until the school has confirmed  
 its approval.

mailto:enquiry@nescol.ac.uk
mailto:documents@nescol.ac.uk
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2.1.9 If the applicant has an unspent conviction they will asked to provide details to the  
 Student Advice and Support Team. This is to ensure safeguarding of the applicant,  
 staff and other students.

2.1.10 The College Student Admissions & Funding team will check for any financial alerts held  
 against applicants. Should any applicant debt be outstanding to the College the application  
 will be withdrawn, until the debt has been repaid or a payment plan agreed. This particular  
 process will be managed by the staff from the Student Advice Centre and Credit Control Team.

2.1.11 Applicants who declare an additional learning and/or support need or who are care- 
 experienced will be advised of the services of the Student Advice and Support Team and  
 informed on how to make an appointment should one be required. This will ensure that  
 applicants are aware of, and encouraged to access – if required, support services prior to  
 interview.

2.1.12 The Student Advice and Support Team will provide young people who are care- 
 experienced with the opportunity to discuss any additional needs they may have.

2.1.13 A shortened selection process is usually adopted for progressing students and may not include  
 an interview. Some curriculum areas, however, may choose to interview such students to  
 support their progression.

2.2 Next steps

2.2.1 For applications on courses agreed between the Curriculum Manager and Student  
 Information Officer the entry requirements and any other mandatory conditions set by the  
 curriculum team will be reviewed by the Student Admissions & Funding team. If the  
 requirements and condiitions have been met, the Student Admissions & Funding team will  
 make a full offer to the applicant.  Where the entry criteria have not yet been reached  
 but the applicant is working towards it, then a conditional offer will be made by the Student  
 Admissions & Funding team.  Where the criteria has not been met, and is not being worked  
 towards then the application will be managed by the curriculum team.  The Student  
 Admissions & Funding team will make an offer or refer the application to the curriculum  
 team within 2 weeks of the application being submitted.  A work flow plan is attached as  
 Appendix 1.

2.2.2 For applications to other courses the Curriculum team will review the application. The  
 applicant will be advised if any additional evidence or pieces of work are required along  
 with details of how to submit this, or they may be sent an invitation to book an interview  
 slot. Contact should be made with the applicant within 6 weeks of the application being  
 submitted.

2.2.3 The Curriculum Manager will, by mid-December at the latest, advise the College  
 Administration and Examinations Manager of planned interview dates taking place.  
 Interviews should be available for booking as early as possible and within 6 weeks (about  
 1 and a half months) of the application submission date. Applicants will, be invited to book  
 an interview only when SAM is updated to indicate this.

This will need to change to reflect the later opening of applications?

However with the 6 week timescale those applicants applying from the 1st December should have an interview opportunity around the 12 January. 

The point was also made that last session, many applicants were not being progressed through the system quickly enough.  LE asked how it could be ensured that all applicants receive the same service standard, regardless of which curriculum area was being applied to.  Is there a reporting function through SAM which could flag up those who have been sitting in the system for longer than they should? BD made the point that it is often the case that applicants seem to sit at a stage because they are not supplying the relevant information to allow CMs to progress the application further. 



Improvements were made to the online application earlier this year to encourage applicants to provide/upload as much information as possible. This allowed the Admissions team to make offers where the entry requirements and conditions had been met by the applicant. The general consensus was that although this development was very useful for some teams, not all curriculum areas use the facility.  KG to confirm how many courses/areas the team can make offers on behalf of. 

DF said he would still want to interview all applicants not just to ensure placement on the correct course but to have the opportunity to promote NESCol as the best route for a career in science. 

DH reported that he cannot access attachments on SAM which leads to him contacting students individually to request qualification info etc. KG to investigate. 

Everyone present agreed that online interviews are a more efficient way of carrying out the process for both applicants and staff in terms of convenience (travel time etc) although DP is an advocate of face-to-face.  The point was made that due to uncertainty over ongoing Covid restrictions and limits to the number of people on campus at any time, remote interviews were likely to continue in 2022. 
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2.2.4 The Curriculum Manager will appoint interviewers from the relevant curriculum team. All  
 interviewers must be fully conversant with the admissions and interview process, guidelines  
 and scorecard approach for selection.

2.2.5 The following interview guidelines and the completion of the scorecard are critical elements  
 for ensuring that the right applicants are placed on the right courses. Accordingly, these  
 requirements must be adhered to for all applicant interviews. Curriculum Managers must,  
 prior to interviews commencing, agree any required or suggested amendments to the  
 scorecard with their Head of Faculty.

2.2.6 Scorecards will be used to assist the selection of suitable applicants for available courses.   
 Scorecards can be customised by Curriculum Managers. To determine the criteria for offer  
 (conditional or unconditional) the Curriculum Manager and Head of Faculty will set a  
 minimum score for all, or parts of (pre-selection), the scoring process. If an applicant fails to  
 reach the minimum criteria than an alternative course should be recommended.

2.2.7 The scorecard should prompt the member of staff to ask relevant questions of the  
 applicant, to discuss their personal situation, previous experience of study and 
 identify any potential barriers to their learning. Where an applicant has applied for  
 a course that is either at a higher or lower level than their current abilities or  
 qualifications, the interviewer may offer to interview the applicant and score them  
 for the more appropriate level of course. Where a need for support is encountered  
 then the applicant should be referred to the Student Advice Centre teams.

2.2.8 Curriculum Managers are responsible for ensuring rooms are booked for the group and  
 individual interviews, where required or for inviting the applicants to a virtual meeting.  
 Curriculum teams are responsible for informing College Reception staff as to where and  
 when interviews will take place.  Curriculum staff must meet applicants at Reception where  
 interviews are to take place on Campus.

2.2.9 If an applicant fails to attend an interview and has not notified the College that their time  
 and date is unsuitable, the Curriculum Manager will send a further invitation to book on to  
 another interview/information session using the status 2nd interview Invitation Sent. If the  
 applicant fails to attend this subsequent interview then the application should be  
 withdrawn and the applicant will be sent a notification.
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2.3 Offers

2.3.1 Where the entry requirements and any criteria agreed by the curriculum team are already  
 held by the applicant then the Student Admissions & Funding team will make a full offer:  
 where any of the entry requirements and criteria are pending then the Student Admissions  
 & Funding team will make a conditional offer.

2.3.2 The outcome for each applicant must be shown on SAM as either: 
 
 • Full (unconditional) offer made

 •  Conditional offer made with details of conditions to be met, i.e. successful completion  
  of pending examinations.
 
 Please note if the condition/s is/are copied into the ‘notes’ section on SAM this can  
 viewed in the summary, removing the need  to click on the ‘make conditional offer’ link  
 every time.

 Unsuccessful. Should this particular outcome occur the applicant’s scorecard must clearly  
 indicate the reason(s) why the candidate has not been offered a place on the course  
 applied for. The Curriculum team will recommend an alternative coourse to the  
 unsuccessful applicant, and where the applicant wishes to consider the new course,  
 the application should be transferred within SAM.  This means that the applicant is not  
 required to complete another application. If the applicant decides not to take up the  
 new course they should be referred to the Student Advice Centre.  (Please note that where  
 an application is transferred the information on Additional Support Needs (ASN), or  
 information provided by international students or parental or school approval is not  
 transferred automatically so will not appear against the transferred application  
 straightaway).

2.3.3 The Curriculum Manager will update SAM with the agreed offers to be made. Applicants  
 will then be notified of the outcome of their interview automatically by email for online  
 applications or by the College’s Student Admissions & Funding Team sending a letter if a  
 paper application. 

 Offers must be communicated to applicants within 10 days (about 1 and a half weeks) of  
 an interview being held.

2.3.4 The Director of Learning and the Head of Faculty will monitor offers made against target on  
 a regular basis to ensure that unmet demand is minimised and that all places are filled.  The  
 Head of Faculty must advise the Student Information Officer when any course is to be  
 placed on ‘High Demand’ and whether further applications can be accepted, or if the  
 course should be flagged as ‘Course Full’.

2.3.5 An applicant’s acceptance of an offer made (full or conditional) should be confirmed  
 within 10 working days from the date of offer, otherwise the offer may be withdrawn. Where  
 the offer is conditional the precise details of the conditions to be met must be set out in  
 the offer. Applicants will also be advised of who to contact to provide evidence of  
 conditions having been met. Acceptances will be recorded on the Unit-e management  
 information system.  Applicants who have accepted an offer will be advised to check their  
 emails (including junk mail) regularly and inform the College of any changes to contact  
 details.
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2.3.6 Student Support Funds applications usually open in April. FE applicants who have been  
 sent a conditional or full offer will receive an automated email with a ‘live’ link to apply for  
 funding (bursary/EMA). HE students should complete a Scottish Awards Agency Scotland  
 (SAAS) application at Undergrad Funding - SAAS - Higher Education - Student Loan.   
 
 Applicants who submit their funding application and have provided all of the required  
 documentation by 30 June will be guaranteed to have their funding award in place for the  
 start of session. Full details on how to apply for funding will be provided to applicants along  
 with contact details of Student Advice Centre staff who can assist with this process during  
 the keep warm activities (see 2.4). 

2.3.7 As previously stated, unsuccessful applicants may, where places are available, be  
 considered for other courses. Where an applicant is considered for another course, within  
 the same curriculum area, the interview process need only include the individual interview  
 (If required) and a rescoring of any specific course questions. Furthermore, if an alternative  
 course is to be offered to the applicant then the Curriculum Manager deeming so should  
 update SAM by transferring the applicant to an appropriate course.   

 If this transfer is to a course within the same curricula area then the Curriculum Manager  
 can authorise an offer. If the course is within a different curricula area then the Curriculum  
 Manager from the new curricula area will be able to access the application and make an  
 appropriate offer without the applicant having to reapply.

https://www.saas.gov.uk/full-time/funding-information-undergraduate
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2.4 Keep Warm Activity

2.4.1 A calendar of activity will be agreed prior to applications opening to the public.   
 Monthly activities and information will be made available to applicants, and the public  
 where appropriate.  Activities will have a whole-College, Campus and Curriculum theme.   
 The calendar will include activities and information to verify that the applicant has applied  
 and subsequently been offered a place on the most suitable course.  They will also provide  
 support to the applicant to ensure they are ready to commence their College course  
 at the start of session with all preparatory work completed.  The information will be held on  
 the ‘Getting Started’ section of the College website so that subsequent applicants can  
 access and benefit from it.  Attending ‘Keep Warm’ activities may be a condition of  
 gaining a full offer of a place on a course.  The draft calendar for 2021/22 applicants is  
 attached in Appendix 2.

2.4.2 If it is discovered that an applicant is not on the most suitable course then the relevant  
 Curriculum Manager should transfer their application to another course (see 2.3.2)

2.4.3 The Student Admissions & Funding Team will notify prospective students of enrolment details  
 and induction details. Induction details will also be publicised on the College website and  
 social media platforms.

2.5 Appeals

2.5.1 Any appeals relating to the admission process must be made in writing. Such  
 correspondence should state the applicant’s reasons for appeal and should be sent to the  
 relevant Director of Learning or Director of Business Development. Appeals can only be  
 made on the grounds that the selection procedure has not been followed correctly.
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Making an Offer to Full-time Applicants
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Appendix 2
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Equality Impact Assessment (EIA) Form

Part 1. Background Information. 
(Please enter relevant information as specified.)

Title of Policy 
or Procedure. 
Details of Relevant 
Practice:

NNESCol Admissions Procedure

Person(s) 
Responsible.

Directors of Learning, Director of Student Access and Information

Date of 
Assessment:

3 Feb 2021

What are the 
aims of the policy, 
procedure or 
practice being 
considered?

The aim of the procedure is to ensure applicants are admitted on to the 
most suitable course to meet their abilities, needs and aspirations. The 
procedure aims to ensure equality and opportunity for all, and to ensure 
the process is free from bias.

Who will this 
policy, procedure 
or practice impact
upon?

Most full-time students, Teaching teams – especially Curriculum 
Managers and Heads of Faculty and staff working in the Student Advice 
Centre.
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Part 2. Public Sector Equality Duty comparison 
(Consider the proposed action against each element of the PSED and describe potential 
impact, which may be positive, neutral or negative. Provide details of evidence.)

Need Impact Evidence

Eliminating unlawful
discrimination, 
harassment and 
victimisation.

There is the potential for 
the procedure to impact 
positively on those students 
who live in SIMD10 areas, 
or who come under the 
care experienced banner 
(although these are not 
in themselves protected 
characteristics).

PI data – success ratios, retention 
data, although success rates 
for SIMD10 CE students have 
declined over the last 3 years. 
Further investigation required.

CS2s – reason for withdrawal.

Advancing Equality of 
Opportunity

Students from all groups 
will be advised and 
encouraged to discuss 
any needs that they have 
with a Student Support 
Tutor so that any barriers 
to attending College and 
learning are removed or 
reduced.

PI data – success ratios, retention 
data. Interview notes.

Promoting Good relations As this procedure may 
impact more on students 
with some Protected 
Characteristics full 
communication is essential.
Problems should not arise 
if learners are open about 
their needs but it should be 
noted that some indi viduals 
may initially be reluctant to 
discuss sensitive issues.
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Part 3. Action & Outcome 
(Following initial assessment, describe any action that will be taken to address impact detected)

Sign-off, authorisation and publishing *

Name:   Linda Taylor

Position:   Director of Student Access and Information

Date of original EIA:   28 May 2019

*Please note that an electronic sign-off is sufficient


