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1. Admissions Procedures - UCAS
1.1. Information to Potential Applicants and Application Process

1.11. The information on programmes of study available to applicants is designed to be clear, attractive and socially inclusive and is available in the current undergraduate and post-graduate prospectuses and on the University web-site and at UCAS in the form of Entry Profiles.  
1.12. Separate course literature for each programme amplifies the information given in the prospectus and specific information about facilities, resources, support services, timetabling and physical access can also be found.
1.13. Information is also available for applicants who may require additional support.  Applicants with specific detailed queries about particular programmes of study can contact the Selector for additional details.  

1.2. Consideration of Applications 
1.21. Each application for a programme of study will be considered carefully on its own merits by a trained and experienced assessor taking into account the educational and professional experience and aspirations of the applicant.  

1.22. All applicants will be admitted in line with the University's admissions policy.

1.23. Consideration will be given as to whether applicants will be able to fulfil the objectives of the programme of study and achieve the standards required. 

1.24. A range of factors additional to, and in some cases instead of, formal examination results are considered in the selection process. These can include:

i. The personal statement and reference.
ii. Additional evidence of achievement, motivation and potential as gathered through interview or assessment of written materials.
iii. Other factors as appropriate to the discipline, such as employment or volunteer work in relevant fields and sustained critical engagement with relevant issues.

1.25. Achieving examination grades equivalent to or above the standard offer for a course does not automatically entitle a candidate to an offer. 

1.26. The requirements of the UCAS scheme will be observed for Undergraduate entry. 

1.27. Applications will be dealt with efficiently without unnecessary delay.
1.28. Procedures for handling applications may vary from subject to subject. Most offers are based purely on the information provided on the appropriate application form, and may be conditional on obtaining a certain standard in specified subjects in examinations. In addition, Faculties may, at their discretion, ask applicants to attend for interviews, undertake supplementary assessments or provide examples of work. In such cases, the Faculties should clearly explain how and why this will be used in assessing the candidate and treat all candidates on an equal and fair basis. 

1.3. Full time Undergraduate applications
1.31. Applications for all full-time undergraduate programmes of study will be made through the Universities and Colleges Admissions Service (UCAS).  The UCAS institution code for York St John University is YSJ Y75.
1.32. Applicants, who are currently in education, will be able to make an application through their school or college. Applicants who have recently left school or college and are still in contact may find their school/college willing to provide them with a BUZZWORD. Applicants should contact their school/college directly for this.
1.33. Applicants who are not at school or college, can apply using the UCAS secure, web-based online application system UCAS Apply 
1.34. Applicants can use UCAS Apply wherever there is access to the internet, and full instructions and detailed online help are available. Application details can be checked and printed at any time, text for personal statements and references can be copied and pasted into applications from a word processing package, and applications can normally be processed by UCAS within one working day once submitted. More details on UCAS Apply can be found on the UCAS website at www.ucas.com 
1.35. Applicants can apply for up to five programmes on the UCAS form. Choices can be formed in any way from the courses listed in the UCAS Directory or online. Students wishing to apply to the same institution for more than one course will have to make a separate entry for each choice. Applicants should ensure that they use the correct course code when making their application. Applicants who are unsure as to which course code to use should contact the University for advice. 
1.36. Choices should be listed in alphabetical order, when a form arrives at the University, admissions selectors will not be able to see at this stage which other institutions have been applied to as these will have been 'blanked out' by UCAS. 
1.37. Applicants who wish to defer their entry, can indicate this in section 3j of the UCAS application form. 
1.38. Applicants should ensure they note in section 3f any information which is requested when completing the UCAS application form.
1.4. Acknowledgment
1.41. Applicants will receive an email confirmation upon receipt of their electronic record within the institution.

1.5. UCAS Deadlines
1.51. Completed application forms should be submitted, along with the relevant registration fee, to UCAS between 1 September and 15 January in the year before the programme commences - except for certain Art and Design courses which have a deadline of 24th March - although it is possible to apply later than this if courses still have vacancies. 
1.52. Time should be allowed for a reference to be provided before the form is sent to UCAS
1.53. Selectors will normally only consider late applications, i.e. those received after the 15 January deadline, if there are still vacancies on a programme. Applicants applying after 1 July will be automatically beentered into Clearing. 
1.54. Places may also be available through UCAS Extra, this starts mid January and continues until July, this is for applicants who have not received an offer, or have declined all the offers they obtained when they originally submitted their application to their preferred 5 institutions. Full details on how to enter UCAS Extra, and programmes which are available to UCAS Extra applicants can be found on the UCAS website.
1.55. Clearing takes place after the publication of the A Level results in August when Universities will have a clearer picture of how many offers have been accepted and therefore how many vacancies they may have. Anyone in Clearing may then apply for these vacant places. 

1.6. Art and Design Programmes
1.61. Aplicants applying for either:

i. Fine Arts

ii. Design Practice

Or any of their Joint Honour combinations have a later application deadline of 24th March.

1.7. UCAS Data
1.71. The Admissions database (SITS) is updated with the latest application information by a direct download from UCAS on a daily basis, through an overnight process.
1.72. Paper application forms, on which decisions are made, are received by the institution around 5 days after the receipt of their electronic records. Decisions are only made once a paper application has been received from UCAS.
1.8. Contextual Data

1.81. UCAS provides additional contextual data on UCAS forms, eg whether an applicant has ever spent time in care. The University does not use this information to inform its admissions decisions. The University reserves the right to use this additional data for selection purposes in future admissions cycles, should this happen this statement will be revised to reflect this.
1.9. Processing of applications
1.91. Once a paper UCAS application form has been received in York St John University it is initially processed by trained Admissions staff. This process highlights relevant pieces of information on the application form for the benefit of the selectors, as well as ensuring that minimum entry criteria are met.
1.92. Applicants whose form suggests there us a query around their fee status are highlighted and sent a ‘Fee Status Questionnaire’ to complete. 

1.93. Those who fail to meet the minimum entry criteria and do not qualify for alternative routes into the institution are rejected at this stage. The decision is transmitted to UCAS through overnight processing, along with a coding identifying that the applicant has failed to meet the minimum entry criteria.

1.94. Applications are then passed to the Selectors to make a decision on entry:
1.10. Decisions 
1.101. The following scheme is used for grading forms: 

1.102. R - Rejection.  

This decision is made on academic grounds, based on the selection criteria agreed for the programme. It is recognised that in heavily over-subscribed faculties, where entry is highly competitive, some very able and well-qualified candidates may have to be rejected. The following codes will be transmitted along with a reject decision for UCAS applicants:

R20 - Failed to meet minimum requirements
R21 - Does not show clear understanding of subject

R22 - Did not perform well at interview.
R23 - Not as qualified as others receiving offer.
R24 - Course full.
R25 - Lack of recent school experience.
R26 - Reject - Other reason (see notes)

1.103. U - Unconditional Offer.  

This decision indicates that an unconditional offer is to be made without interview.  Such an offer should only be issued when a candidate has met all academic and non-academic requirements based on the selection criteria agreed for the programme.
1.104. C - Conditional Offer.  

This decision indicates a conditional offer is to be made without interview.  The academic or other conditions required by the faculty should be noted on the application form. 

1.105. I - Interview.  

This indicates that the candidate is to be called to attend for an interview as per the selection criteria agreed for the programme.  After the interview the form must be re-graded U, C or R. 

1.106. Under the UCAS scheme, applications received at UCAS by the closing date (15 January or 24th March for Art & Design Courses) must all be given equal consideration. In practice, this means that a programme must not run out of offers prior to receiving the last of the on-time applications received at UCAS

1.11. Alternative course offers
1.111. Where an applicant is rejected for the programme of study for which they have applied no rejection decision will be sent before consideration is given as to whether an alternative programme of study available in the University could be offered.  If this is the case the application form will be passed to the Selector concerned for independent consideration.  
1.112. If an interview is required the applicant will be contacted prior to interview to check that the applicant has an interest in the alternative programme.  Where no interview is involved a changed course offer will be transmitted directly to UCAS.
1.12. Interviews
1.121. For programmes of study where an interview forms part of the admissions process Selectors will indicate which applicants they intend to invite based on the selection criteria agreed for the programme. 

1.122. The Selector will ensure that the applicant can meet the normal entry requirements for the programme of study and, where necessary, consult with Admissions staff in cases where this is not clear.  Further information may then be sought from the applicant.  Admissions will check forms for viability before an invitation to interview is extended.
1.123. All candidates must be treated on an equal and fair basis. This does not necessarily mean that if one applicant is interviewed, then all the others must be interviewed as well. It may, for example, be appropriate to interview candidates to distinguish between candidates with similar academic profiles, or to interview a candidate whose UCAS form does not provide sufficient information on which to base a decision (eg a candidate presenting non-standard qualifications). 

1.124. When Admissions issues an invitation to interview this will normally be sent to allow 10 days between dispatch of the invitation and the date of interview. Applicants will also be asked to confirm attendance by returning the reply slip, e-mail or telephone and acceptance will be recorded by Admissions on the admissions database (SITS).  
1.125. Applicants will be expected to respond to the request for interview no later than 72hrs prior to the actual interview date, applicants who do not respond and fail to attend based on a second invite or later will be withdrawn.

1.126. When an interview candidate indicates that the interview day is not suitable and requests an alternative date, the applicant will be placed on the next available date and a new letter will be issued confirming this.
1.127. Applicants, who do not attend interview without advising Admissions that they will be unable to attend, will automatically be given a fresh interview appointment.  If, subsequently, the applicant again fails to attend interview without advising Admissions their application will be withdrawn in line with UCAS procedures.  An appeal can be considered if acceptable reasons for non-confirmation and non-attendance are received.
1.128. No applicant will be offered in excess of three interview invitations regardless of whether they have informed admissions of their inability to attend. Applicants may be liable for fewer options depending on the number of interview days left for their chosen programme.
1.129. Interviews will be conduct on a consistent basis for all applicants applying for the same programme of study.  A set of interview/selection criteria will be produced by the Selector and will be applied consistently to all interviews.  Notes will be kept and recorded on an interview pro-forma.  (A standard interview form will be produced by the Admissions, but may be modified to meet the needs of a particular programme.) 
1.1210. Questions related to the race, ethnicity, nationality, gender, sexuality, religion or age of the applicant must not be raised either at the interview or in subsequent discussion. However, staff should encourage applicants to disclose any disability or In Care need to the University, to help ensure that any necessary adjustments can be planned to support their education.  It will be the responsibility of the Selector to organise the interview sessions.  

1.1211. Selectors will normally make decisions on whether to make an offer of a place within 10 working days of the interview taking place.  The decision will be recorded on the interview report form which accompanies the application form.  Where a rejection decision is made reasons for the decision are to be shown on the interview report form.  Relevant sections of the interview report form should also be completed so that a documented record of the interview is available in the event of a request for information, or a complaint by the applicant.  Admissions will normally communicate these decisions to applicants within 5 working days of receipt of the interview forms with recorded decisions in Admissions.

1.13. Offers without interview
1.131. Applicants who have been made offers for programmes where no interview is conducted will receive a letter from Admissions advising of the decision to offer a place and inviting the applicants to visit the University.  
1.14. Visit Days
1.141. Normally a choice of 4 visit day opportunities will be offered, though this will naturally decline as the dates pass, and the applicant will be asked to choose a suitable day. 
1.142. The purpose of the visit day is to make clear to the applicant the facilities the University has to offer, to give detailed information about the programme of study, to give opportunities to meet members of the current student body and to receive information about the distinctive learning experience identified in the University Mission Statement.  In addition there will be opportunities to obtain accurate and detailed information from University support services such as Accommodation, Student Finance and Disability Services.
1.15. Firm and Insurance Choices

1.151. Only applicants who have chosen the University as their Firm Choice will receive further updates from the institution, this includes access to accommodation applications, book lists and pre-entry information.
1.152. Applicants holding deferred offers from the previous application cycle will receive a letter from Admissions asking for confirmation that they intend to take up their places in the current year.  Those applicants indicating that they will be taking up deferred places will also receive pre-entry information. 

1.16. UCAS Extra

1.161. Applicants who have failed to secure a place through the main body of the season have the opportunity to apply in a further round to courses which have been identified as having vacancies in UCAS Extra. Eligible courses will be shown on UCAS with an X next to their listing.

1.162. Extra applicants will be treated in the same manner as those applying before the 15th January, and will still be liable for interview where this is a condition of entry.
1.17. Confirmation 
1.171. Admissions will automatically receive published results from UCAS for a number of qualifications (see Appendix 1 for a full list):

1.172. Admissions will prepare results files for consideration by the Selectors and will highlight the following information for each applicant:

i. Outstanding non-academic conditions which prevent a decision being made
ii. Outstanding academic conditions such as GCSE which prevent a decision being made
iii. Year of entry other than current year

1.173. Selectors will make decisions on results in all cases where this is possible.  In programmes of study where offers exceed available places the Selectors will adopt the following procedure:

i. Accept all applicants who have met or exceeded the offer conditions made
ii. Hold all applicants who have not met the offer conditions
iii. Reject all applicants who cannot meet the minimum entry requirement of two A-levels or their equal.
iv. Total all acceptances and calculate the number of places unfilled, taking into account those with conditions outstanding but which are likely to be met.
v. Accept applicants whose tariff score is closest to the offer made and continue until all places are filled or it is decided that applicants with higher qualifications might be found during the Clearing process.

1.174. Selectors who do not have sufficient offers to fill the available places allocated will decide at what minimum tariff score they will accept applicants and will confirm the places of all applicants up to this threshold.
1.175. Selectors for under-subscribed programmes of study will, wherever possible, confirm the place of any applicant who has applied to the University and who can meet the minimum entry requirement and any other specific entry requirement.
1.176. Admissions will advise UCAS of those decisions which have been made based on meeting or exceeding the conditions of the offer and for which results have been received. Admissions will prepare enrolment documentation which will be posted first class through Royal Mail.  
1.177. In addition the Clearing Call Centre will be able to provide information to applicants on their status.  Applicants who have not yet had a decision made on their application will be referred by the Call Centre to Admissions.  Admissions will advise callers of the status of their application and where necessary inform them of any procedural matters they may need to complete to expedite a decision, or finalise their position with the institution.
1.18. Late or delayed results or requests for re-marking

1.181. In cases where an applicant's place cannot be confirmed because of delayed or incomplete results or where a re-mark has been requested the University will take the following action:
i. Advise the applicant that a place will be held until the result is known and confirm the place if a result is available up to one week after the commencement of teaching which meets the offer conditions set or which is at a level at which other applicants were accepted. 
ii. If a result is available after this time and the offer conditions are met  or the result is at a level at which other applicants on the programme were accepted  the place will be confirmed for entry in the following application year and UCAS advised accordingly
iii. If the result is available after the closure of the UCAS current application file and the applicant would have been accepted the applicant will be advised that an unconditional place will be made available on receipt of a single application through UCAS in the next application cycle.

1.19. Clearing

1.191. Clearing begins on the day the A Level results are released in August, applicants may be considered before the official start date but no offers will be made before this time.

1.192. The decision whether to make an offer to such an applicant will depend upon various factors such as:

i. Possession of qualifications suitable for entry

ii. Whether qualifications held are sufficient for entry
iii. The number of offers accepted as firm/insurance in relation to places available on particular programmes and the consequent likelihood of vacancies
iv. Whether the applicant is eligible for the University’s Alternative Entry System.

1.193. Interest may also be expressed in programmes of study by applicants who do not have a current application in UCAS.  Such applicants may already have qualifications or be awaiting results.  Suitable applicants may be admitted to programmes of study by use of UCAS Records of Prior Acceptance (RPAs) provided that an unconditional offer can be made.
1.194. Results of some applicant’s assessments may be made available to Admissions prior to the publication of A2, AS and AVCE results.  This applies particularly to National Diplomas and Access programmes.  In circumstances where such results are sufficient in themselves to make a decision, i.e. there are no other outstanding conditions the following procedure will be implemented:
1.195. The offer conditions are met or exceeded – applicant’s place confirmed
1.196. The offer conditions are not met entirely – applicant informed that a decision will be made when the results of all other applicants are published and the availability of places is known. 
1.197. The result is such that the qualification offered will not be awarded – applicant advised that their place cannot be confirmed for the current year of entry.  Such applicants will be encouraged to apply again in the next cycle if they are able to meet the entry requirement by re-sitting or offering an alternative qualification and are not successful in obtaining a place elsewhere.

1.20. Enrolment documentation
1.201. Applicants whose places have been confirmed will be sent an Enrolment pack of information which will include details on the following:
i. Enrolment letter containing:

a. Online registration username

b. Online registration password

ii. Medical Registration form

iii. Information on Welcome Week

iv. Student handbook
v. Moodle registration information (QTS students only)

2. Admissions Procedures - GTTR

2.1. Information to Potential Applicants and Application Process

2.11. The information on programmes of study available to applicants is designed to be clear, attractive and socially inclusive and is available in the current undergraduate and post-graduate prospectuses and on the University web-site and at the GTTR in the form of Entry Profiles. 
2.12. Separate course literature for each programme amplifies the information given in the prospectus and specific information about facilities, resources, support services, timetabling and physical access can also be found.  
2.13. Information is also available for applicants who may require additional support.  Applicants with specific detailed queries about particular programmes of study can contact the Selector for additional details.  

2.2. Consideration of Applications 
2.21. Each application through the GTTR will be considered carefully on its own merits by a trained and experienced assessor taking into account the educational and professional experience and aspirations of the applicant.  

2.22. All students will be admitted in line with the University's admissions policy.

2.23. Consideration will be given as to whether applicants will be able to fulfil the objectives of the programme of study and achieve the standards required. 

2.24. A range of factors additional to formal examination results is considered in the selection process. These include:

i. The personal statement and reference

ii. Additional evidence of achievement, motivation and potential as gathered through interview or assessment of written materials

iii. Other factors as appropriate to the discipline, such as employment or volunteer work in relevant fields and sustained critical engagement with relevant issues.

2.25. Achieving examination grades equivalent to or above the standard offer for a course does not automatically entitle a candidate to an offer. 

2.26. The requirements of the GTTR scheme will be observed for full time Postgraduate Certificate of Education entry. 

2.27. Applications will be dealt with efficiently without unnecessary delay. 

2.28. Offers are based on the information provided on the appropriate application form and at obtained through a multi-faceted interview, and may be conditional on obtaining a certain standard in specified examinations. 
2.3. Full time Postgraduate teacher training applications
2.31. Applications for all full-time postgraduate programmes of study will be made through the Graduate Teacher Training Registry (GTTR).  The GTTR institution code for York St John University is YSJ Y75.
2.32. Applications are made through the GTTR secure, web-based online application system GTTR Apply
2.33. Applicants can use GTTR Apply wherever there is access to the internet, and full instructions and detailed online help are available. Application details can be checked and printed at any time, text for personal statements can be copied and pasted into applications from a word processing package, and applications can normally be processed by GTTR once the referee has been approached and a reference attached. More details on GTTR Apply can be found on the GTTR website at www.gttr.com
2.34. Students can apply for up to five programmes on the GTTR form. Students wishing to apply to the same institution for more than one course will have to make a separate entry for each choice. Applicants should ensure that they use the correct course code when making an application. Applicants who are unsure as to which course code to use then please contact the University for advice. 
2.35. Choices should be listed in preferential order, when a form arrives at the University, admissions selectors will not be able to see at this stage which other institutions have applied to as these will have been 'blanked out' by the GTTR. 
2.4. Acknowledgment
2.41. Applicants will receive an email confirmation upon receipt of their electronic record within the institution.

2.5. GTTR Deadlines
2.51. Completed application forms should be submitted, along with the relevant registration fee, to the GTTR between 1 September and 1 December in the year before the programme commences - although it is possible to apply later than this if courses still have vacancies.
2.52. Time should be allowed for a reference to be provided after the form is sent to the GTTR
2.53. Selectors will normally only consider late applications, i.e. those received after the 1 December deadline, if there are still vacancies on a programme. Applications will be considered until the course is fully subscribed and ‘closed’ on the GTTR website. 

2.6. GTTR Data
2.61. The Admissions database (SITS) is updated with the latest application information by a direct download from the GTTR on a daily basis, through an overnight process.
2.62. Paper application forms, on which decisions are made, are received by the institution around 5 days after the receipt of their electronic records. Decisions are only made once a paper application has been received from the GTTR.
2.7. Processing of applications
2.71. Once a paper GTTR application form has been received in York St John University it is initially processed by trained Admissions staff. This process highlights relevant pieces of information on the application form for the benefit of the selectors, as well as ensuring that minimum entry criteria are met.
2.72. Applicants whose form suggests there is a query around their fee status are highlighted and sent a ‘Fee Status Questionnaire’ to complete. 

2.73. Those who fail to meet the minimum entry criteria are rejected at this stage. The decision is transmitted to the GTTR through overnight processing.

2.74. Applications are then passed to the Selectors to make a decision on entry:
2.8. Decisions 
The following scheme is used for grading forms: 

2.81. R - Rejection.  

This decision is made on academic grounds, based on the selection criteria agreed for the programme. It is recognised that entry is highly competitive and some very able and well-qualified candidates may have to be rejected. 
2.82. C - Conditional Offer.  

This decision indicates a conditional offer is to be, the academic or other conditions required by the faculty should be noted on the application form. 

2.83. I - Interview.  

This indicates that the candidate is to be called to attend for an interview as per the selection criteria agreed for the programme.  After the interview the form must be re-graded C or R. 

2.84. Under the GTTR scheme, applications received at GTTR by the closing date (1 December) must all be given equal consideration. In practice, this means that a programme must not run out of offers prior to receiving the last of the on-time applications received at GTTR
2.9. Interviews
2.91. Selectors will indicate which applicants they intend to invite based on the selection criteria agreed for the programme. 

2.92. The Selector will ensure that the applicant can meet the normal entry requirements for the programme of study and, where necessary, consult with Admissions staff in cases where this is not clear.  Further information may then be sought from the applicant.  Admissions will check forms for viability before an invitation to interview is extended.
2.93. Interviews will be conducted on a consistent basis for all applicants applying for the same programme of study.  A set of interview/selection criteria will be produced by the Selector and will be applied consistently to all interviews.  Notes will be kept and recorded on an interview pro-forma.  (A standard interview form will be produced by the Admissions, but may be modified to meet the needs of a particular programme.)
2.94. Questions related to the race, ethnicity, nationality, gender, sexuality, religion or age of the applicant must not be raised either at the interview or in subsequent discussion. However, staff should encourage applicants to disclose any disability or In Care need to the University, to help ensure that any necessary adjustments can be planned to support their education.  It will be the responsibility of the Selector to organise the interview sessions. 
2.95. When a decision to interview has been made Admissions will transmit an “I” decision to the GTTR, this will indicate to the applicant that their application has been successful at the initial stage and that an invitation will be sent.

2.96. When Admissions issues an invitation to interview this will normally be sent to allow 10 days between dispatch of the invitation and the date of interview. Applicants will also be asked to confirm attendance by returning the reply slip, e-mail or telephone and acceptance will be recorded by Admissions on the admissions database (SITS).
2.97. Applicants will be expected to respond to the request for interview no later than 72hrs prior to the actual interview date, applicants who do not respond and fail to attend based on a second invite or later will be withdrawn.
2.98. When an interview candidate indicates that the interview day is not suitable and requests an alternative date, the applicant will be placed on the next available date and a new letter will be issued confirming this.

2.99. Applicants, who do not attend interview without advising Admissions that they will be unable to attend, will automatically be given a fresh interview appointment.  If, subsequently, the applicant again fails to attend interview without advising Admissions their application will be withdrawn in line with GTTR procedures.  An appeal can be considered if acceptable reasons for non-confirmation and non-attendance are received.
2.910. No applicant will be offered in excess of three interview invitations regardless of whether they have informed admissions of their inability to attend. Applicants may be liable for fewer options depending on the number of interview days left for their chosen programme.

2.911. Interviews will be conducted on a consistent basis for all applicants applying for the same programme of study.  A set of interview/selection criteria will be produced by the Selector and will be applied consistently to all interviews.  Notes will be kept and recorded on an interview pro-forma.  It will be the responsibility of the Selector to organise the interview sessions.
2.912. Selectors will normally make decisions on whether to make an offer of a place within 10 working days of the interview taking place.  The decision will be recorded on the interview report form which accompanies the application form.  Where a rejection decision is made reasons for the decision are to be shown on the interview report form.  Relevant sections of the interview report form should also be completed so that a documented record of the interview is available in the event of a request for information, or a complaint by the applicant.  Admissions will normally communicate these decisions to applicants within 5 working days of receipt of the interview forms with recorded decisions in Admissions.
2.913. The University will not normally grant an interview to full-time PGCE applicants who will not be available for interview in the current application cycle on the grounds of equal treatment of all applications and where heavy over-subscription to each available place exists. 

2.10. Feedback to applicants
2.101. All applicants who attend for interview will be provided with feedback as part of the final decision making process, this will include the results of the skills audit that was taken at the interview, and any recommendations for improvement.
2.11. Offers without interview
2.111. Applicants who wish to defer their application will be requested to withdraw in their current cycle and make a single reapplication for the following year. There we be no requirement for a further interview and the non-academic conditions of offer will be resubmitted to the GTTR as an entry requirement.

2.12. Firm Choices

2.121. Only applicants who have been successful at interview and chosen the University as their Firm Choice will receive further updates from the institution.

2.13. GTTR Extra

2.131. Places may also be available through GTTR Extra, from mid-March to the end of June, if applicants do not hold a place and have no further choices of training provider to which their application can be sent. Applicants will be able to use the Extra process to apply to other training providers with vacancies. In Extra, applicants apply for one course at a time using the Track service on this website.

2.132. Full details on how to enter GTTR Extra, and programmes which are available to GTTR Extra applicants can be found on the GTTR website.

2.14. Confirmation based on results

2.141. Applicants who have been given an offer and accepted it will be confirmed on an ongoing basis as their academic results become available and they meet their non-academic conditions of entry.

2.142. Admissions will advise the GTTR of those decisions which have been made based on meeting or exceeding the conditions of the offer and for which results have been received. Admissions will prepare enrolment documentation in August which will be posted first class through Royal Mail.  

2.15. Late or delayed results or requests for re-marking

2.151. In cases where an applicant's place cannot be confirmed because of delayed or incomplete results or where a re-mark has been requested the University will take the following action:

2.152. Advise the applicant that a place will be held until the result is known and confirm the place if a result is available up to one week after the commencement of teaching which meets the offer conditions set or which is at a level at which other applicants were accepted. 

2.153. If a result is available after this time and the offer conditions are met or the result is at a level at which other applicants on the programme were accepted  the place will be confirmed for entry in the following application year and GTTR advised accordingly

2.154. If the result is available after the closure of the GTTR current application file and the applicant would have been accepted the applicant will be advised that a place conditional on CRB/ISA/Medical/GTCE suitability will be made available on receipt of a single application through GTTR in the next application cycle.

2.16. Enrolment documentation
2.161. Applicants whose places have been confirmed will be sent an Enrolment pack of information which will include details on the following:

i. Enrolment letter containing:

a. Online registration username

b. Online registration password

ii. Medical Registration form

iii. Information on Welcome Week

iv. Student handbook
3. Admissions Procedures - Direct
3.1. Information to Potential Applicants and Application Process

3.11. The information on programmes of study available to applicants is designed to be clear, attractive and socially inclusive and is available in the current undergraduate and post-graduate prospectuses and on the University web-site.

3.12. Separate course literature for each programme amplifies the information given in the prospectus and specific information about facilities, resources, support services, timetabling and physical access can also be found. 
3.13. Information is also available for applicants who may require additional support.  Applicants with specific detailed queries about particular programmes of study can contact the Selector for additional details.  

3.2. Consideration of Applications 
3.21. Each application for a programme of study will be considered carefully on its own merits by a trained and experienced assessor taking into account the educational and professional experience and aspirations of the applicant.

3.22. All students will be admitted in line with the University's admissions policy.

3.23. Consideration will be given as to whether applicants will be able to fulfil the objectives of the programme of study and achieve the standards required. 

3.24. A range of factors additional to, and in some cases instead of, formal examination results is considered in the selection process. These can include:

i. The personal statement and reference

ii. Additional evidence of achievement, motivation and potential as gathered through interview or assessment of written materials
iii. Other factors as appropriate to the discipline, such as employment or volunteer work in relevant fields and sustained critical engagement with relevant issues.

3.25. Achieving examination grades equivalent to or above the standard offer for a course does not automatically entitle a candidate to an offer. 

3.26. Applications will be dealt with efficiently without unnecessary delay.
3.27. Procedures for handling applications may vary from subject to subject. Most offers are based purely on the information provided on the appropriate application form or at interview, and may be conditional on obtaining a certain standard in specified subjects in examinations. In addition, Faculties may, at their discretion, ask applicants to attend for interviews, undertake supplementary assessments or provide examples of work. In such cases, the Faculties should clearly explain how and why this will be used in assessing the candidate and treat all candidates on an equal and fair basis. 

3.3. Applications
3.31. Applications for all part-time and post graduate programmes of study will be made directly to the University. 
3.32. Please check individual Foundation Degree programme entry routes for correct mode of application.

3.33. Application forms can be requested directly from the University tel: 01904 876598 or 01904 876505 or alternatively by email appforms@yorksj.ac.uk
3.4. Acknowledgment

3.41. Applicants will receive an email confirmation upon receipt of their application within the institution.

3.5. Deadlines
3.51. Applications are received on an ongoing basis until the programmes has been filled.  Any applicants who we are unable to offer to will be informed and asked if they would like their application rolled over to the next available entry date.

3.6. Data
3.61. The Admissions database (SITS) is updated with the latest application information by inputting application details directly into the system.
3.7. Contextual Data

3.71. Direct application forms contain data not directly related to academic entry to the programme, eg whether an applicant has ever spent time in care. The University does not use this information to inform its admissions decisions. The University reserves the right to use this additional data for selection purposes in future admissions cycles, should this happen this statement will be revised to reflect this.
3.8. Processing of applications
3.81. Once an application form has been received in York St John University it is initially processed by trained Admissions staff. This process highlights relevant pieces of information on the application form for the benefit of the selectors, as well as ensuring that minimum entry criteria are met.

3.82. Applicants whose form suggests there us a query around their fee status are highlighted and sent a ‘Fee Status Questionnaire’ to complete. 

3.83. Those who fail to meet the minimum entry criteria and do not qualify for alternative routes into the institution are rejected at this stage. The decision is conveyed to the applicant by letter, including details of the reason for the application being unsuccessful.
3.84. Applications are then passed to the Selectors to make a decision on entry:
3.9. Decisions 
The following scheme is used for grading forms: 

3.91. R - Rejection.  

This decision is made on academic grounds, based on the selection criteria agreed for the programme. It is recognised that in heavily over-subscribed faculties, where entry is highly competitive, some very able and well-qualified candidates may have to be rejected. 
3.92. U - Unconditional Offer.  

This decision indicates that an unconditional offer is to be made without interview.  Such an offer should only be issued when a candidate has met all academic and non-academic requirements based on the selection criteria agreed for the programme.
3.93. C - Conditional Offer.  

This decision indicates a conditional offer is to be made without interview.  The academic or other conditions required by the faculty should be noted on the application form. 

3.94. I - Interview.  

This indicates that the candidate is to be called to attend for an interview as per the selection criteria agreed for the programme.  After the interview the form must be re-graded U, C or R. 

3.10. Alternative course offers
3.101. Where an applicant is rejected for the programme of study for which they have applied no rejection decision will be sent before consideration is given as to whether an alternative programme of study available in the University could be offered.  If this is the case the application form will be passed to the Selector concerned for independent consideration.  
3.102. If an interview is required the applicant will be contacted prior to interview to check that the applicant has an interest in the alternative programme.  Where no interview is involved a changed course offer will be sent directly to the applicant.
3.11. Interviews
3.111. For programmes of study where an interview forms part of the admissions process Selectors will indicate which applicants they intend to invite based on the selection criteria agreed for the programme. 

3.112. The Selector will ensure that the applicant can meet the normal entry requirements for the programme of study and, where necessary, consult with Admissions staff in cases where this is not clear.  Further information may then be sought from the applicant.  Admissions will check forms for viability before an invitation to interview is extended.
3.113. All candidates must be treated on an equal and fair basis. This does not necessarily mean that if one applicant is interviewed, then all the others must be interviewed as well. It may, for example, be appropriate to interview candidates to distinguish between candidates with similar academic profiles, or to interview a candidate whose form does not provide sufficient information on which to base a decision (eg a candidate presenting non-standard qualifications). 

3.114. When Admissions issues an invitation to interview this will normally be sent to allow 10 days between dispatch of the invitation and the date of interview. Applicants will also be asked to confirm attendance by returning the reply slip, e-mail or telephone and acceptance will be recorded by Admissions on the admissions database (SITS).  
3.115. Applicants will be expected to respond to the request for interview no later than 72hrs prior to the actual interview date, applicants who do not respond and fail to attend based on a second invite or later will be withdrawn.

3.116. When an interview candidate indicates that the interview day is not suitable and requests an alternative date, the applicant will be placed on the next available date and a new letter will be issued confirming this.
3.117. Applicants, who do not attend interview without advising Admissions that they will be unable to attend, will automatically be given a fresh interview appointment.  If, subsequently, the applicant again fails to attend interview without advising Admissions their application will be withdrawn in line with UCAS procedures.  An appeal can be considered if acceptable reasons for non-confirmation and non-attendance are received.
3.118. No applicant will be offered in excess of three interview invitations regardless of whether they have informed admissions of their inability to attend. Applicants may be liable for fewer options depending on the number of interview days left for their chosen programme.
3.119. Interviews will be conduct on a consistent basis for all applicants applying for the same programme of study.  A set of interview/selection criteria will be produced by the Selector and will be applied consistently to all interviews.  Notes will be kept and recorded on an interview pro-forma.  (A standard interview form will be produced by the Admissions, but may be modified to meet the needs of a particular programme.)
3.1110. Questions related to the race, ethnicity, nationality, gender, sexuality, religion or age of the applicant must not be raised either at the interview or in subsequent discussion. However, staff should encourage applicants to disclose any disability or In Care need to the University, to help ensure that any necessary adjustments can be planned to support their education.  It will be the responsibility of the Selector to organise the interview sessions.  
3.1111. Selectors will normally make decisions on whether to make an offer of a place within 10 working days of the interview taking place.  The decision will be recorded on the interview report form which accompanies the application form.  Where a rejection decision is made reasons for the decision are to be shown on the interview report form.  Relevant sections of the interview report form should also be completed so that a documented record of the interview is available in the event of a request for information, or a complaint by the applicant.  Admissions will normally communicate these decisions to applicants within 5 working days of receipt of the interview forms with recorded decisions in Admissions.

3.12. Offers without interview
3.121. Applicants who have been made offers for programmes where no interview is conducted will receive a letter from Admissions advising of the decision to offer a place and inviting the applicants to visit the University.  
3.13. Visit Days
3.131. Normally a choice of 4 visit day opportunities will be offered, though this will naturally decline as the dates pass, and the applicant will be asked to choose a suitable day
3.132. The purpose of the visit day is to make clear to the applicant the facilities the University has to offer, to give detailed information about the programme of study, to give opportunities to meet members of the current student body and to receive information about the distinctive learning experience identified in the University Mission Statement.  In addition there will be opportunities to obtain accurate and detailed information from University support services such as Accommodation, Student Finance and Disability Services.
3.14. Acceptance

3.141. Only applicants who have accepted the University’s offer will receive further updates from the institution, this includes access to accommodation applications, book lists and pre-entry information.
3.142. Applicants holding deferred offers from the previous application cycle will receive a letter from Admissions asking for confirmation that they intend to take up their places in the current year.  Those applicants indicating that they will be taking up deferred places will also receive pre-entry information. 

3.15. Confirmation 
3.151. Admissions will prepare results files for consideration by the Selectors and will highlight the following information for each applicant:
i. Outstanding non-academic conditions which prevent a decision being made
ii. Outstanding academic conditions such as GCSE which prevent a decision being made
iii. Year of entry other than current year
3.152. Selectors will make decisions on results in all cases where this is possible.  In programmes of study where offers exceed available places the Selectors will adopt the following procedure:
i. Accept all applicants who have met or exceeded the offer conditions made
ii. Hold all applicants who have not met the offer conditions
iii. Reject all applicants who cannot meet the minimum entry requirement of two A-levels or their equal.
iv. Total all acceptances and calculate the number of places unfilled, taking into account those with conditions outstanding but which are likely to be met.
v. Accept applicants whose tariff score is closest to the offer made and continue until all places are filled or it is decided that applicants with higher qualifications might be found during the Clearing process.
3.153. Selectors who do not have sufficient offers to fill the available places allocated will decide at what minimum tariff score they will accept applicants and will confirm the places of all applicants up to this threshold
3.154. Selectors for under-subscribed programmes of study will, wherever possible, confirm the place of any applicant who has applied to the University and who can meet the minimum entry requirement and any other specific entry requirement.

3.155. Admissions will prepare enrolment documentation which will be posted first class through Royal Mail.  
3.16. Late or delayed results or requests for re-marking

3.161. In cases where an applicant's place cannot be confirmed because of delayed or incomplete results or where a re-mark has been requested the University will take the following action:
i. Advise the applicant that a place will be held until the result is known and confirm the place if a result is available up to one week after the commencement of teaching which meets the offer conditions set or which is at a level at which other applicants were accepted.
ii. If a result is available after this time and the offer conditions are met  or the result is at a level at which other applicants on the programme were accepted  the place will be confirmed for entry in the following application year 

3.17. Enrolment documentation
3.171. Applicants whose places have been confirmed will be sent an Enrolment pack of information which will include details on the following:
i. Enrolment letter containing:

a. Online registration username

b. Online registration password

ii. Medical Registration form

iii. Information on Welcome Week 

iv. Student handbook
4. Other issues relating to the admissions process


4.1. Schwartz principles
4.11. All admissions procedures are based around the Schwartz principles for fair admissions:

i. Be transparent and provide consistent and efficient information
ii. Admit students who are able to complete the course as judges by their achievements and potential

iii. Use assessment methods in admissions that are reliable and valid

iv. Minimise barriers to applicants

v. Be professional in every respect and underpinned by institutional structures and processes
4.2. Admissions Targets for programmes of Study

4.21. Responsibility for setting admissions targets for programmes of study, where this is appropriate, is the responsibility of the Deputy Vice Chancellor informed by data supplied by the Strategic Analyst and with agreement from the Dean’s of Faculty.
4.22. Selectors should normally be informed of the places available on their programme as early in the application cycle as possible and ideally before the receipt of the first applications.  In setting targets consideration will be given to resource limitations within the institution, previous application history and national and local subject application trends together with recent implications of widening participation and other recruitment initiatives.  Some professional programmes have targets set by external bodies that cannot be adjusted.
4.23. At confirmation it may be necessary to adjust targets for particular programmes of study depending upon the number and distribution of vacancies. The Deputy Vice Chancellor along with the Strategic Analyst will normally consider the data supplied by Admissions following decisions on publication of results and will indicate which programmes may need to seek additional numbers in order to achieve an optimum student population.  

4.3. Collaborative arrangements with other institutions.  

4.31. The University has active arrangements with other institutions for particular programmes of study.  These range from agreements to guarantee interview to admission with credit at levels 2 and 3 of undergraduate study.  Where agreements to guarantee interview exists the partner institution is responsible for ensuring that such applicants are able to meet the minimum entry requirements of the programmes applied for.  Copies of UCAS applications will be sent to admissions and Selectors advised that an interview is guaranteed to such applicants.  

4.32. Where applicants from partner institutions are applying for application with credit, the institution concerned will advise Admissions of those who have met the required level of achievement for progression to York St John.  
4.33. Where overseas collaborative arrangements exist, Admissions will act with the International Office to facilitate the application process for undergraduate and foundation level applicants.  

4.34. Where admission to undergraduate programmes with advanced standing has been negotiated, subject to the satisfaction of agreed admissions criteria, Admissions will provide applications to such applicants and support the applicant through the process.  In dealing with countries where postal delays have been experienced, Admissions will make use of accredited international couriers to ensure delivery of information to overseas applicants. 

4.35. The responsibilities for contact with overseas applicants is shared between Admissions and the International Office under the supervision of the Head of the International Office.  Admissions undertake all contact with regard to progression of applications and the International Office will maintain contact in respect of applications for visas and the induction of the student into the University.  In addition Admissions will monitor all incoming e-mail enquiries from overseas applicants forwarding any viable enquiries to the Head of the International Office.

4.4. Applicants Without Standard Qualifications

4.41. In line with the University’s widening participation policy, applicants who do not possess standard qualifications and who have been out of full time education for more than two years, may be admitted to programmes of study by entry routes which are additional to those offered to students who apply directly from school or college.  
4.42. This allows the University to give credit for relevant work and educational experience by use of APL and APEL procedures.  See policy ‘Policy for Applications from Candidates not offering Standard School Leaving Qualifications, and Candidates for admission on the basis of Transferred Credit (Procedures for applications requiring APL/APEL)’
4.5. APL and APEL  

4.51. Procedures for dealing applications requiring APL/APEL are set out in the document:  ‘Policy for Applications from Candidates not offering Standard School Leaving Qualifications, and Candidates for admission on the basis of Transferred Credit (Procedures for applications requiring APL/APEL)’
4.6. Confidentiality   

4.61. The University aims to treat all admissions matters confidentially and will not discuss the details of an individual's application to the University with a third party without that individual applicant's consent.
4.62. The University understands that in entering into the application process the applicant has officially agreed to the exchange of data within the limits of the UCAS/GTTR code on confidentiality (where applicable). (See University Policy on Data protection in the handling of admissions.)

4.63. Admissions staff will inform callers acting on behalf of an applicant of this restriction, but will seek to offer advice in a general way.  Applicants will be asked to notify the university formally if they need to nominate someone to deal with admissions business on their behalf e.g. in the case of a prolonged absence over the admissions period.  This information will go in the offer letter.

4.64. All information gathered under the CRB disclosure procedure will be handled according to agreed procedure and will be destroyed as soon as possible and within regulated time scales.  A record of the disclosure number only will be retained for reference.

4.65. Applicants sometimes request information on reasons for the rejection of their application,  in giving reasons for rejection the confidentiality of the application process in matters such as confidential references should be observed. 

4.66. If the reason for rejection rests on such a reference the University Data Protection Officer should be consulted in order to avoid compromising confidentiality.  The University retains UCAS/GTTR and Direct application forms for all candidates for a whole application round after that for which the application is made for references purposes.  
4.67. At completion of the application cycle the application forms of successful candidates are incorporated in their files and are retained as one element of the student record through into the archive file.  Other forms for unsuccessful applications are destroyed at the end of the subsequent application round.

4.7. Complaints Procedure

4.71. The complaints procedure will be clearly stated in the University undergraduate and post-graduate prospectus and on the admissions page of the University website.  It is informed by the procedure for complaints set out in the "Student Guide".

4.72. When a complaint regarding a procedural error is received directly in Admissions or referred from another source the Admissions Manager will:
i. Acknowledge receipt of the complaint

ii. Investigate the circumstances and establish a chronology of events
iii. Prepare an official response.

4.73. If the complaint is upheld the Admissions Manager will respond to the applicant directly, including any remedial actions.

4.74. If the complaint is not upheld the complainant will be advised in writing of the outcome and the reasons for not upholding the complaint.
4.75. If the applicant is not satisfied with either the remedial action proposed or with the reasons given for not upholding a complaint they can request further scrutiny

i. The Admissions Manager will prepare and present a report on the investigation to the Vice Chancellor (VC) and Director of Admissions & Marketing 

4.76. The VC and Director will then decide if the complaint is justified.  If the complaint is upheld the VC and Director will decide what remedial action should ensue, and whether any admission decision should be amended.  The applicant is informed in writing of the outcome of their complaint and the remedial action which is proposed
4.77. The Vice Chancellor’s decision is final.

Appendix 1 – Qualification results received direct from UCAS

· AAT NVQ Level 3 in Accounting
· British Horse Society

· Horse Knowledge and Care Stage 3
· Riding Stage 3
· Preliminary Teacher's Certificate

· BTEC (though applicants may still need to send in results if they are late in being released)

· National Award

· Certificate 

· Diploma 

· HNC/HND
· National Certificate 
· National Diploma in Early Years - Theory/Practical 

· CACHE Diploma in Childcare and Education 
· Cambridge International Examinations (CIE)

· Special Papers (overseas applicants only, winter results only) 
· Advanced Level

· Advanced Subsidiary 
· Advanced International Certificate of Education (AICE) Diploma 
· Higher 1
· Higher 2 
· Higher 3 
· Certificate of Personal Effectiveness (ASDAN and CCEA) 
· College Board - Advanced Placement Programme (Group A and Group B) 
· Diploma in Fashion Retail (ABC) 
· Diploma in Foundation Studies (Art and Design) (ABC, Edexcel, WJEC) 
· EDI Level 3 Certificates in Accounting and Accounting (IAS) 
· Extended Project 
· Free Standing Mathematics (AQA and OCR Level 3) 
· GCE 

· Advanced 

· Advanced Subsidiary (Single and Double Awards)

· GCE 9 Unit Awards 
· Advanced Extension Award 
· Higher Sports Leader Award 
· ifs School of Finance 
· Certificate in Financial Studies
· Diploma in Financial Studies (DipFS) 
· International Baccalaureate 
· Irish Leaving Certificate 
· Key Skills 

· Level 2
· Level 3 
· Level 4

· Music examinations grades 6-8 (ABRSM, LCM, Rockschool, Trinity) 
· OCR 
· National Certificates (National Qualifications Framework level 3 only)
· National Diplomas (National Qualifications Framework level 3 only)
· National Extended Diplomas (National Qualifications Framework level 3 only)
· iPRO 
· Certificate

· Diploma 
· Mathematics STEP Papers I, II & III 
· LAMDA, LCM and Trinity Guildhall Speech and Drama 

· grade 6
· grade 7 
· grade 8 
· SQA 
· Highers
· Advanced Highers 
· Intermediate 2 
· HNC/HND 

· Core Skills 

· Skills for Work 

· Welsh Baccalaureate 
Appendix 2 – Acceptable Level 3 Qualifications 

· AAT NVQ Level 3 in Accounting – on a case by case assessment
· BTEC National 

· Award - only in combination
· Certificate 

· Diploma 

· HNC/HND
· National Certificate 
· National Diploma in Early Years - Theory/Practical 

· CACHE Diploma in Childcare and Education 
· Cambridge International Examinations (CIE)

· Special Papers - only in combination
· Advanced Level

· Advanced Subsidiary - only in combination
· Advanced International Certificate of Education (AICE) Diploma - only in combination
· Higher 1
· Higher 2 
· Higher 3 
· Certificate of Personal Effectiveness (ASDAN and CCEA) - only in combination
· College Board - Advanced Placement Programme (Group A and Group B) - only in combination
· Diploma in Fashion Retail (ABC) - only in combination
· Diploma in Foundation Studies (Art and Design) (ABC, Edexcel, WJEC) - only in combination
· EDI Level 3 Certificates in Accounting and Accounting (IAS) - only in combination
· Extended Project - only in combination
· Free Standing Mathematics (AQA and OCR Level 3) v

· GCE 

· Advanced 

· Advanced Subsidiary (Single and Double Awards)

· GCE 9 Unit Awards 
· Advanced Extension Award - only in combination
· Higher Sports Leader Award - only in combination
· ifs School of Finance 
· Certificate in Financial Studies - only in combination
· Diploma in Financial Studies (DipFS) - only in combination
· International Baccalaureate 
· Irish Leaving Certificate 
· Key Skills 

· Level 2 – only for certain courses
· Level 3 - only in combination
· Level 4 - only in combination
· Music examinations grades 6-8 (ABRSM, LCM, Rockschool, Trinity) - only in combination
· OCR 
· National Certificates (National Qualifications Framework level 3 only) 
· National Diplomas (National Qualifications Framework level 3 only)
· National Extended Diplomas (National Qualifications Framework level 3 only)
· iPRO 
· Certificate - only in combination
· Diploma - only in combination
· Mathematics STEP Papers I, II & III  - only in combination
· LAMDA, LCM and Trinity Guildhall Speech and Drama

· grade 6 - only in combination
· grade 7 - only in combination
· grade 8 - only in combination
· SQA 
· Highers
· Advanced Highers 
· Intermediate 2 - only in combination
· HNC/HND 

· Core Skills - only in combination
· Skills for Work - only in combination
· Welsh Baccalaureate 
Appendix 3 – Amendments 2010

i. Point 1.125 inserted

ii. Point 2.97 inserted

iii. Point 2.99 inserted

iv. Point 3.115 inserted

v. Point 3.117 inserted
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