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1. INTRODUCTION 
 

1.1 This document provides the basis for admissions practice for Higher Education courses at 
Coventry College (the college). It describes the aims, principles and processes followed 
by the college to select and admit new learners to undergraduate programmes including 
Higher National Certificate/Diploma, Foundation Degree and BA/BSc (Hons) (referred to 
as undergraduate programmes). 

 
 

2. PURPOSE AND SCOPE 
 

2.1 This policy outlines Coventry College’s position on key matters relating to recruitment and 
admission of learners to Undergraduate programmes. Procedures should be seen in the 
context of supporting the institution’s goals and ambitions as set out in the College’s 
strategic plan. 

 
2.2 The principle aim of the policy is to ensure recruitment and admission practices are fair, 

explicit, and implemented consistently to support equality of opportunity. The college 
welcomes applications from candidates from all ages, and from all backgrounds. We 
recognise that learner potential is not always evident simply through formal academic 
qualifications and we particularly welcome applications from those who are currently 
under-represented within higher education. The college is committed to diversity in the 
learner population and will make available a range of measures by which applicants may 
demonstrate their readiness and commitment to study in higher education. As such, this 
document has been informed by the College’s policies on equal opportunities and 
widening participation as well as relevant good practice guidance. 

 
2.3 The College is committed to ensuring equity of opportunity for all our learners. No 

potential learner will be excluded from entry to any undergraduate programme as a result 
of discrimination on the grounds of gender reassignment, sex, age, sexual orientation, 
marital or civil partnership status, disability, nationality, ethnicity, race, religion or belief, or 
pregnancy or maternity status. 
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2.4 The College is committed to the delivery of an efficient and professional admissions 
service to all applicants. The College will be open and accessible in its requirements and 
selection processes. Each applicant will be entitled to a prompt and professional 
assessment of their application against clearly available criteria, and complaints and 
appeals will be handled in an independent process. 

 
 
3. RESPONSIBILITIES 
 

3.1 Vice Principal Curriculum Innovation, Quality and Performance will: 
 

• Ensure that the College HE offer has clear entry routes. 
 

• Establish and publish on the College website entry requirements for all HE courses. 
 

3.2 Curriculum Staff will: 
 

• Ensure interview dates and arrangements are submitted to the Admissions and MIS 
teams in a timely manner. 

 

• Ensure that Learner Services staff are aware of any changes to the curriculum or 
entry requirements so that these can be communicated to applicants. 

 

• Ensure that all staff are available for the main College recruitment events such as HE 
Open Evenings and the main enrolment period. 

 

• Ensure that all applicants have the necessary information, advice and guidance to 
make informed decisions about their chosen study programme. 

 

• Carry out recruitment activities with prospective learners ensuring that applicants are 
interviewed and selected with integrity. 
 

3.3 Admissions Staff will: 
 

• Provide applicants with the information they require about the progress of their 
application and the next steps. 
 

• Process all applications received from the on-line application system in a timely 
fashion. 
 

• Keep curriculum teams updated on the progress of applications. 
 

• Check Applications for all full-time Higher Education courses which should be 
completed online through the Universities and Colleges Admission Service (UCAS) at 
www.ucas.com 
 

• Applications for part-time Higher Education courses should be made direct to the 
College through the College website 
 

• Prospective learners with difficulty accessing these online materials are asked to 
contact the College direct. Applications can be accepted in alternative media where 
necessary. 

 
 
 
 
 

http://www.ucas.com/
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4. ADMISSIONS CRITERIA 
 

4.1 Minimum entry requirements for undergraduate degree programmes are quoted in UCAS 
tariff points and are notified in the college prospectus and website, course literature and 
on the UCAS website. Other qualifications such as GCSE/Specific A-Levels may be 
included or excluded on a subject-by-subject basis. Entry offers are normally made on a 
tariff point basis and cannot be met by AS examinations alone for undergraduate degree 
programmes, other levels of study below this may have exemptions. Individual 
programmes reserve the right to judge the relevance and acceptability of any qualification 
or individual subject when considering an application. 

 
4.2 Teaching, assessment and learner support will take place in English. The College must 

therefore be confident that the applicant has proficiency in the English language 
necessary to succeed in their chosen programme. Therefore, applicants may be required 
to take an English language test or provide suitable evidence to support this requirement 
as part of the condition of an offer. 

 
4.3 All applicants will be required to present original certification of their qualifications upon 

request. Applicants who fail to do this may have their applications terminated. The college 
also reserves the right to request further information in relation to an application either 
directly from an applicant or from a former place of education or referee whose details 
have been provided by the applicant. 

 
 
5. COURSE INFORMATION 
 

5.1 We are committed to providing clear, comprehensive and accurate information on our 
courses and entry requirements, which is accessible to all enquirers and applicants. 
Detailed information is published in our Higher Education section on our website to enable 
prospective learners to make informed choices and decisions.  

 
5.2 We welcome applications from learners studying a wide range of UK, European and 

international qualifications that offer effective preparation for study. Further information 
about both general and course specific entry requirements can be found at: 
www.coventrycollege.ac.uk/higher-education/ 

 
 
6. COSTS AND FEES 
 

6.1 Information about the financing of programmes at the College is available on our website, 
as well as being included in our prospectus.  

 
 
7. ASSESSMENT AND SELECTION 
 

7.1 General 
 

7.1.1 When making admissions decisions the college considers an applicant’s academic 
ability and potential to succeed on the chosen course. This may be evidenced by a 
range of factors, including: 

 

• Achieved or predicted academic/professional qualifications and grades 

• Qualifications in the use of the English language 

• Own statements of interest in the course provided in a personal statement 

• Potential to perform well as evidenced by references (usually academic, but 
also professional where relevant to the proposed course) 

• Relevant work or other professional experience 

http://www.coventrycollege.ac.uk/higher-education/
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• Where appropriate, an interview or a portfolio or sample of the applicants’ work 

• Contextual data (see below) 
 

7.2 Contextual information 
 

7.2.1 Coventry College is committed to widening access to Higher Education. We 
encourage applications from all learners with the potential to succeed, regardless 
of their background, and seek to ensure that no groups are disadvantaged during 
the application process. To support our mission, the college makes use of 
contextual data in the undergraduate admissions process. This helps to identify 
applicants with the greatest potential to succeed in higher education and so that 
particular groups of applicants are not disadvantaged during the application 
process. We may therefore consider contextual information in our offer making 
process based on the following: 

 

• Currently lives in an area of low participation to Higher Education 
(POLAR4, Quintile 1):  

 
▪ This data is downloaded from a publicly available dataset and mapped to 

the home postcode indicated in an applicant’s UCAS application. 
 

• Has spent more than three months in care:  
 

▪ This information is taken from an applicant’s declaration as part of their 
UCAS application. 

 

• Has a disability or long-term health condition:  
 

▪ This information is taken from an applicant’s declaration as part of their 
UCAS application. 

 

• Where an applicant will be aged 21 or over at the start of the course 
(defined as mature):  

 
▪ These applicants may require additional consideration based on a period 

spent away from education, personal circumstances and/or additional work 
or life experience. This information is taken from an applicant’s declaration 
as part of their UCAS application.  

 

• Other:  
 

▪ Any personal or extenuating circumstances not covered by the above that 
may have had a negative impact on an applicant’s studies. For example, 
having caring responsibilities within the home or significant disruption to 
education. This information is taken from either an applicant’s personal 
statement and/or reference as part of their UCAS application. 

 
7.3 Special entry routes 

 
7.3.1 The College may develop specific entry opportunities in partnership with schools 

or colleges at home or abroad with the intention of supporting the college’s 
commitment to widening participation in higher education within the UK and 
increasing the number of international learners within the college. 
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8. APPLICATIONS 
 

8.1 How and when to apply 
 

8.1 Full-Time Undergraduate applications must be submitted via UCAS (Universities 
and Colleges Admissions Service: www.ucas.com) and the college will observe 
the UCAS procedures and deadlines with regard to undergraduate applications. 
There are a small number of part-time courses that need to apply directly to the 
College (information can be found on our website/prospectus). 

 
8.2 Applicants should be aware that there is competition for places on popular 

courses. As a result, we may close courses to new applications during the 
admissions cycle if we believe courses to be full. For undergraduate courses, any 
closure will always be after the main UCAS scheme deadline of 15 January for 
entry in the following academic year. 

 
 
9. INTERVIEWS AND SELECTION EVENTS 
 

9.1 For the majority of programmes, the College does not require applicants to be interviewed 
or undertake a selection event as part of its recruitment process. However, for some part-
time courses and in some individual cases, applicants will be interviewed if it is felt that 
this is the best method of identifying potential for study or a requirement by the validating 
institution/awarding body. 

 
 
10. OFFER 

 
10.1 Any offer of entry will be outlined in a formal offer communication from the college 

together with the College’s Undergraduate Learner Contract (and additionally for 
undergraduate applicants on UCAS Track). 

 
10.2 Types of offer 

 
10.2.1 Conditional: 
 

• This offer will require the applicant to achieve certain qualifications or meet 
specified non-academic conditions before entry is granted. 

 
10.2.2 Unconditional 
 

• This offer will not require any academic conditions to be met, but may require 
other non-academic conditions to be met before entry is granted. 
Unconditional offers will be made where learners have already achieved the 
college’s minimum academic entry requirements. In exceptional 
circumstances, the college may choose to waive the minimum requirements 
and make (an) unconditional offer(s) to applicant(s) in line with the assessment 
and selection criteria, where it is deemed to be in the applicant’s best interest. 

 
10.3 Change of offer 

 
10.3.1 Occasionally, the College may decide that it is unable to offer admission to the 

original course to which an applicant has applied, but is able to make an offer for 
an alternative course. In this situation, the College will contact the applicant to 
confirm that the offer has been made for the alternative course. 
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10.4 Replying to an offer 
 

10.4.1 The College offer communication will provide details of how to accept our offer. 
When doing so, an applicant agrees to abide by the college’s Terms and 
Conditions of Study outlined in the Learner Contract. 

 
10.4.2 If an applicant fulfils the conditions of their offer, or if the College exercises its 

discretion to accept an applicant on the basis of satisfactory academic 
performance or other contextualised reasons, their place at the College will be 
confirmed. 

 
 
11. UNSUCCESSFUL APPLICANTS AND FEEDBACK 
 

11.1 The College reserves the right to refuse admission to applicants who have not met 
academic or non- academic entry requirements; where there is evidence that they are 
unable to meet the academic, professional or vocational requirements of the course, or 
where there is a cap on recruitment numbers.   

 
11.2 The College is committed to providing feedback on request to applicants who have not 

been offered a place. Feedback is provided to enable applicants to reflect on their 
progress through the application process but does not constitute a reconsideration of an 
application or a challenge to the college’s decision on an application. Applicants 
requesting feedback are asked to do so promptly and must contact HE Admissions in 
writing (by email or letter) within 28 days of the decision being made.  

 
11.3 The College aims to respond to requests for feedback within 20 working days of receipt, 

unless otherwise indicated. Feedback on specific applicants will not be provided to any 
third party. 

 
11.4 If an applicant is subsequently dissatisfied with the feedback received, they may wish to 

request a formal review of the decision or make a complaint, as outlined in Section 23 
below (Complaints Procedure). 

 
 
12. APPLICANTS WITH A DISABILITY OR LONG TERM HEALTH CONDITION 
 

12.1 The College has a long tradition of working to provide an inclusive and accessible 
environment that welcomes nurtures and supports learners to reach their full potential. 
Suitability for study will be considered against the same criteria as all other candidates 
following the process outlined in the Section 5 above (Course Information) 

 
12.2 Applicants are encouraged to seek advice on the suitability of the course and other 

matters prior to making an application and are also advised to declare additional 
requirements on their application form. If an offer is made, the appropriate College 
department will contact an applicant to discuss support needs and plan for any 
reasonable adjustments the applicant is likely to require. In the unlikely event that, despite 
reasonable adjustments, an applicant is unable to access his or her chosen course, the 
College undertakes to offer the applicant support in submitting an alternative application. 

 
 
13. EXTENUATING CIRCUMSTANCES 
 

13.1 It is the applicant’s responsibility to inform the College of any extenuating circumstances 
that may lead, or have led to, academic performance that is not truly indicative of their 
true potential. We recommend that information on extenuating circumstances that have 
affected or are likely to affect academic performance be included in the referee’s 
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statement. Extenuating circumstances should be brought to the attention of the 
admissions team before examination results are released. 

 
13.2 We would usually expect circumstances affecting assessment to have been taken up with 

the relevant examination body in the first instance and the College may require written 
confirmation that an examination board/awarding body has not already made reasonable 
adjustment to an applicant’s results, where making further adjustment in the admissions 
process might lead to an applicant having an unfair advantage over other applicants. All 
relevant cases will be considered as part of the decision-making process and the College 
reserves the right to request further information from any applicant submitting extenuating 
circumstances, but cannot usually take into account information that is supplied after an 
adverse decision has been made on an application. If deemed necessary, and with the 
applicant’s permission, the applicant’s academic institution, examination body, doctor or 
other appropriate third party may be contacted. 

 
 
14. CRIMINAL CONVICTIONS 
 

14.1 Having a criminal conviction will not normally prevent an individual from studying at 
Coventry College. However, as part of our duty of care to the college community, 
Applicants and Prospective Learners may be asked to declare unspent criminal 
convictions for particular types of offences in circumstances where there is a legal ground 
to ask for such a declaration. This is to enable the College to assess and appropriately 
manage the risk linked to admission. 

 
 
15. DEFERRED APPLICATIONS 
 

15.1 The College will consider all requests from learners to defer their application or offer of a 
place for one year after an application has been submitted. The college allows learners 
applying for undergraduate programmes to defer their application twice before asking the 
learner to re-apply, whereby their application will be considered along with the new cohort 
of applicants. 

 
15.2 A deferral can only be considered if it is made in writing (email or letter); verbal requests 

must be followed up in writing before they will be implemented. If an applicant applies for 
deferred entry and then wishes to bring their entry forward to the current academic cycle, 
such requests should also be put in writing (by email) and a decision will be made 
dependent on places still available on the given course. 

 
 
16. RE-ADMISSION OF LEARNERS 
 

16.1 The College will not normally allow re-admission for learners who have had their studies 
terminated where the application is made within 24 months of the date of the termination 
decision, or period specified whichever is the longer. Re-admission of learners will not be 
considered where validating/awarding body regulations do not permit. 

 
16.2 Where a re-admission is requested within the 24-month period, further consideration will 

not be given to the application unless suitable evidence is provided indicating an 
appropriate level of change and/or development since the termination. An interview to 
determine suitability for re-entry must take place before an offer for re-entry within the 24-
month period is made. 

 
16.3 Applications from learners who have previously withdrawn themselves from the College 

and are seeking admission to the same course previously studied, will require the 
approval of the relevant curriculum area (and where applicable validating/ awarding body) 
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before the applicant may be offered a place. Applicants who fail to declare their previous 
attendance at Coventry College and/or who fall into any of the above categories may 
have their applications withdrawn. 

 
16.4 Applications from learners who have a debt to the College will require the approval of the 

College’s finance department before the applicant may be offered a place.  
 
 
17. PREVIOUS EDUCATION 
 

17.1 Learners should give details of all previous education, including any previous study in 
higher education, even if this was not successfully completed. This requirement also 
applies to applicants who have previously studied at Coventry College. Applicants should 
give the reason for any unsuccessful outcomes (e.g. academic failure, decision to 
withdraw, required to leave for disciplinary reasons, financial problems etc.). 

 
17.2 Each application will be considered on its merits and future potential to succeed will be 

taken into account. Failure to disclose all relevant information may lead to action under 
Section 19 below (Fraud, Omission and Plagiarism). 

 
 
18. ENTRY WITH ADVANCED STANDING 
 

18.1 The College makes provision for entry to some of its programmes of study with advanced 
standing on the basis of Recognition of Prior Learning (RPL), which can be either 
experiential or learning credit based. Only results obtained whilst studying at Coventry 
College will be used to calculate final classification. 

 
 
19. FRAUD, OMISSION AND PLAGIARISM 
 

19.1 The College reserves the right to withdraw any offer made on the basis of an application, 
which has been found to contain fraudulent information, non-disclosure of information 
relevant to the application, or is plagiarised. Enrolments based on fraudulent applications 
will be covered by the college learner disciplinary policy and procedure or HE learner 
contract, which may lead to the withdrawal from a programme of study. 

 
 
20. WITHDRAWAL/AMENDMENTS TO COURSES/PROGRAMMES 
 

20.1 While the College endeavours to ensure all programmes run as advertised, there may be 
a need to discontinue a course with varying degrees of notice. It will however seek to 
minimise the level of disruption that such actions will cause, and where possible offer a 
suitable alternative course. 

 
20.2 Whilst we try to ensure that all of our courses run as advertised in our prospectuses it is 

sometimes necessary for us to make significant changes to the structure of our courses. 
The College will inform applicants of major changes to programmes which occur after the 
application round begins and will advise applicants of possible courses of action should 
they be dissatisfied with the intended change. 

 
 
21. FINANCIAL INFORMATION 
 

21.1 Tuition fees and finance 
 



 

Page 9 of 12 

 

21.1.1 Information about the financing of undergraduate programmes at the College is 
available on our website as well as our prospectus. 

 
21.1.2 Where a third party is providing financial support, the College requires applicants 

to provide written evidence of this. 
 

21.2 Fees assessment 
 

21.2.1 All applicants are required to indicate their nationality, country of birth and country 
of permanent residence as part of their application. In most cases, the provisional 
residential category indicated on the application form will enable the college to 
make a decision on the fee status of an applicant. Applicants can be assessed as 
eligible to pay either Home tuition fees, or overseas tuition fees (where 
applicable). 

 
21.2.2 If the College considers an applicant’s fee status to be unclear from the 

information provided in their application, Admissions will write to the applicant to 
ask for further information. This process will normally take place before the 
applicant has been academically assessed. The College reserves the right to 
identify an applicant as eligible to pay overseas tuition fees at any point in the 
admissions process up to the point of enrolment. Applicants whose fee status is in 
question will be defaulted to overseas until the outcome of the assessment is 
confirmed, at which point the relevant outcome will be recorded. Disputed fee 
status decisions will be considered as per the College complaints procedure. 

 
 
22. RETENTION AND DISCLOSURE OF ADMISSIONS INFORMATION 
 

22.1 The data submitted as part of each application is used to assess the suitability of an 
applicant for study at the college. Anonymised data is also used by the College for 
statistical and reporting purposes. Application data forms part of the learner record for 
applicants who are admitted to the College. 

 
22.2 The College is mindful of the requirements of the Data Protection Act (1998) in handling 

admissions. Information on the College’s practice in respect of retention or disclosure of 
information concerning admissions is set out in our privacy policy: 
www.coventrycollege.ac.uk/wp-content/uploads/2019/06/GDPR-Privacy-Policy-College-
Students-converted.pdf 

 
 
23. COMPLAINTS PROCEDURE 
 

23.1 The College is committed to upholding the principles of fairness and transparency within 
its admissions process. However, we acknowledge that occasionally applicants may have 
reason to question or express an opinion about the college’s decision, or the way in which 
their application has been handled. Our complaints procedure can be found at: 
www.coventrycollege.ac.uk/wp-content/uploads/2019/05/Concerns-Complaints-and-
Appeals.pdf   

 
 
24. STAFF TRAINING 
  
 24.1 The College will ensure all members of staff who are involved in the recruitment of 

students onto Higher Education provision are appropriately trained before each 
recruitment cycle. 

 
 

http://www.coventrycollege.ac.uk/wp-content/uploads/2019/06/GDPR-Privacy-Policy-College-Students-converted.pdf
http://www.coventrycollege.ac.uk/wp-content/uploads/2019/06/GDPR-Privacy-Policy-College-Students-converted.pdf
http://www.coventrycollege.ac.uk/wp-content/uploads/2019/05/Concerns-Complaints-and-Appeals.pdf
http://www.coventrycollege.ac.uk/wp-content/uploads/2019/05/Concerns-Complaints-and-Appeals.pdf
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25. IMPLEMENTATION OF THE POLICY  
 

25.1 The Vice Principal Curriculum Innovation, Quality and Performance, is responsible for  
  reviewing the Admissions Policy every year and making appropriate changes. 

 

25.2 The Learner Services team will monitor and evaluate the service provided to prospective 
learners through written feedback, learner surveys, complaints and compliments and 
learner forums. 

 

25.3 The Senior Leadership Team will review applicant data and recruitment trends on a 
regular basis to enable them to make informed decisions regarding the viability of the 
programmes on offer. 

 
 
26. MONITORING AND EVALUATION  
 
 

26. 1  The Vice Principal Business Growth, Engagement and Partnerships is responsible for 
reviewing the Admissions Policy every year and making appropriate changes. 

 
26.2 The Learner Services team will monitor and evaluate the service provided to prospective 
 learners through written feedback, learner surveys, complaints and compliments and 
 learner forums. 
 
26.3. The Senior Leadership Team will review applicant data and recruitment trends on a 
 regular basis to enable them to make informed decisions regarding the viability of the 
 programmes on offer. 
 
26.4 Relevant College boards will monitor application and recruitment trends by student 

characteristics. 
 

 
27. REVIEW OF POLICY 
 

27.1 The above policy will be reviewed by the relevant parties every annually or as 
 required. 

 
 
28. ENVIRONMENTAL IMPACT ASSESSMENT    
 

28.1 The College is fully committed to the sustainability agenda. 
 
28.2 All policies take into consideration, at the time of writing and approval with the Senior 

Leadership Team, their impact on the agenda.  
 
28.3 Policies may not be approved or be amended if they impact significantly on our 

commitment to improving our carbon footprint and our corporate social responsibility. 
 
 
29. GENERAL DATA PROTECTION REGULATION (GDPR)         

 
29.1 All policies which are approved by the Senior Leadership Team are in line with our GDPR 

  suite of policies and procedure. 
 
  

30. LIST OF APPENDICES 
 
 Appendix 1: Appeals Procedure 
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APPENDIX 1 
 

 
  
  
 
1. INTRODUCTION  
  

1.1 Coventry College (hereafter referred to as the College) welcomes applications from 
individuals with the potential to succeed in further education.  Our commitment to equal 
opportunities ensures that all applicants are treated solely on the basis of their merits, 
abilities and potential.  We recognise, however, that there may be occasions when 
applicants feel they have cause for complaint.    

  
1.2.  Therefore, the purpose of the Further Education Admissions Appeal Procedure is to 

provide an opportunity for applicants to raise matters of concern without risk of 
disadvantage and for the College to resolve as quickly and as possible complaints about 
the admissions process.    

  
2. PRINCIPLES  
  

2.1.  The principles which underpin the Admissions Appeal Procedure are that:    
  

• the process should be fair, effective, timely and comprehensible with complaints being 
resolved as quickly as possible and in a reasonable manner;  

• any investigations undertaken as part of the Admissions Appeals Procedure;  

• the applicant and relevant members of staff will be informed of the outcome of the 
appeal;  

• appropriate action will be taken to improve the College’s procedures where the 
outcome of an appeal suggests that improvement is necessary.  

 
3.  APPEALS  
 

3.1.  Applicants who wish to appeal should put their concern in writing to the Vice Principal 
Curriculum Innovation, Quality and Performance. Copies of all previous correspondence 
related to the appeal should be enclosed along with an explanation of the reasons for the 
appeal and the outcome desired by the applicant. Appeals submitted more than 10 
working days after the original decision which is the subject of the appeal will not normally 
be considered.  

  
3.2.  An investigation into the matters complained of will be undertaken by the relevant Director 

of Faculty and completed within 15 working days of receipt of the appeal. If it is not 
possible to complete the investigation within 15 working days, the applicant will be 
advised in writing of the reasons for this and given a date by which it is expected that the 
investigation will be completed.  

   
3.3.  The Director of Faculty may request additional information from the applicant or relevant 

staff if this is deemed appropriate and, if necessary, may convene a meeting of the 
College’s Senior Management Team and/or the appealing applicant to discuss the 
appeal.    

  
3.4.   An appeal hearing is held and the Director of Faculty will find either:  

  

HIGHER EDUCATION  
ADMISSIONS APPEAL PROCEDURE 
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• that there are grounds for further consideration and the application is to be 
reconsidered accordingly; or  

• that there are no grounds for taking the matter further. At which point The Further 
Education Administration Team are informed, the  

• Admissions Appeal record is updated and the applicant is informed.  
or  

• An alternative course is proposed.  
  

3.5 If the appeal hearing finds that there are grounds for further consideration and the 
application is to be reconsidered the relevant programme area is informed that the 
applicant should be accepted.  The MIS team is informed, and the Admissions Appeal 
record is updated.  

  
3.6 The decision reached is considered to be final and will be communicated to the applicant 

within 15 working days of considering the appeal.  
 
 
 
 
 


