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Admissions and Enrolment Procedures
[bookmark: OLE_LINK1]Guidelines for recruitment, admission and enrolment of students
1. Recruitment and Admissions process
1.1. All prospective students (including staff members) must complete the College’s Application Form prior to admission.
1.2 Admission letters must specify: 
· entry and English language requirements where appropriate
· the cost of tuition and additional fees plus arrangements for payment
· the start and end date of the programme
· the mode of study
1.3 Offers should be signed and on letterheads provided by the Administration Office
1.4 The relevant Disabilities Officer must be informed about the admission of students who have declared a disability on their Application Form
1.5 Applicants who declare a previous criminal conviction must be referred to the Principal
2. Enrolment and re-enrolment processes 
2.1 The arrival of new students should be timed accordingly to avoid busy times of the year, in particular January and September 
2.2 Re-enrolment is required for students progressing normally to the next year of study, repeating a year of study, or returning from a period of interruption at the start of an academic year
2.3 Re-enrolment will take place on the trimester calendar that falls on the anniversary of the original enrolment date
2.3 The re-enrolment process is as follows:
2.3.1 Seeds Foundation will generate a letter to the student requesting confirmation of personal details, planning and monitoring information and payment of fees
2.4 Enrolment procedures for students returning from a period of interruption mid-way through the academic year: If a student has taken a break from a programme and are re-starting mid-way through the academic year, he or she should contact the Admissions Office in order to re-enroll for a programme. The applicant will be expected to pay the fees when he or she re-enrolls.
3. Handbooks for students
3.1 Students must provided at enrolment with a copy of the Student Handbook which covers Code of Conduct, complaints and assessment procedures 



3.3 Students will also be given information regarding:
· attendance at the College’s Induction and individual course induction 
· information about external awarding body registration, transfer to another course, examination dates and submission of coursework 
· any additional information such as presentations or seminars organized by Seeds Foundation A statement of basic entitlements made available to the student.

4. Payments
4.1 There is a non-refundable Registration fee of £150. Applicants will need to make their payment by cheque, credit or debit card, or cash. The card need not be in the applicant’s own name, but he or she will require the consent of the cardholder. 
5. Applications for all programmes
5.1 All applications to study for full-time, part-time or short courses must apply independently and are responsible for paying the correct application fee. Applying can be via:
5.1.1 	Website 
· Applying online by downloading application form from our website www.angloskillscollege.co.uk  
· Completed application form can be returned to the College via post, as an email attachment (admin@angloskillscollege.co.uk), or fax (+44 (0)115 9483339
5.1.2	Consultant
· Applying through consultant who submits an application on the applicant’s behalf
· College registration fee and tuition fees will be paid via consultant
· The College will post all documents to consultant 
· For international students, payment deposits or paid tuition fees will be refunded to the applicant in the unlikely event of visa refusal.
6. International applicants outside the UK (EU and worldwide)
6.1 Individuals from the EU (excluding the UK) and worldwide, apply online independently. Applicants are responsible for paying the correct application fee. Applicants will need to make their payment by cheque, credit or debit card, or cash. The card need not be in the applicant’s own name, but he or she will require the consent of the cardholder. For all applicants, there are full instructions at www.angloskillscollege.co.uk  
6.2 Prospective students can also apply through consultant/agent who will submit an application to the College on the prospective student’s behalf 

6.3 The applicant will pay the registration fee & tuition fees to the consultant/agent

6.4 Seeds Foundation will post all documents to consultant 

6.5 The consultant/agent will hold the tuition fee until the visa process is completed. In the event of visa refusal, the consultant/agent will return the draft to student


     7.    What happens to the application form? 
7.1 Each form is read and assessed by a member of the admissions staff. At Seeds Foundation , we assess each form on its merits. The applicant may be made a personalized offer based on his or her application. Some programmes will make their decisions based entirely on your application form, whilst others will require the applicant to undertake an interview, short assessment test, or show portfolio of work. The applicant will be informed of any supplementary assessments that need to be undertaken.
7.2 All students will also undergo an interview via Skype during the enrolment process. This will enable ASC to assess each student and question students on any areas of concern. ASC will question them in their English language proficiency, their financial Status and how they will finance them, their previous qualifications and aerea of study and what they are hoping to gain from studying in the UK. (All interviews will also be recorded for ASC’s record)
8. Offers
8.1 There are a number of offers that can be made: 
· An unconditional offer: this will be made if the applicant already satisfies the entrance criteria 

· A conditional offer: this will be made if the applicant has yet to satisfy the entry requirements (e.g. Waiting for examination results etc)

· A changed course offer: if we have read through an application form and think that the applicant would be best suited to an alternative course, we may make the applicant an unconditional or conditional offer for another course. The applicant does not have to accept this offer should he or she does not wish to do so. 

· A rejection:  if we have read through an application form and we are not able to make an offer of a place at the College we will reject the application.
9. What next? 
9.1 Once an offer has been made, the College will invite the applicants to visit, where they will have an opportunity to meet with current staff and students, see the facilities in more detail, undertake a tour of the College and find out about accommodation. 
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