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This document outlines the Lifelong Learning Centre’s (LLC) Admissions Policy for 2012 entry.  It supports the admissions principles and policies of the University of Leeds, as outlined in the 2012 University of Leeds Undergraduate Admissions Policy (www.leeds.ac.uk/admissionspolicy) and should be considered alongside this document.  This policy will be reviewed on an annual basis.

The LLC Admissions Policy applies to the following:

	Full-time Programmes 

	Business Management
	BSc Business Studies  with Foundation Year*

	Science
	BSc Interdisciplinary Science with Foundation Year

BSc Earth and Environmental Sciences with Foundation Year*


	Part-time Programmes   

	Arabic & Islamic Studies
	Cert HE in Arabic & Islamic Studies 

	Biological Sciences
	BSc  Biology
BSc  Ecology & Environmental Biology
BSc  Zoology

	Business Management
	Dip HE  Business Management

	Child & Family Welfare
	University Certificate in Common Skills and Knowledge for the  Children and Young People’s Workforce

Foundation Degree in Family Support
BA  Early Childhood Studies

	Childhood Studies
	BA  Childhood Studies

	Classics 
	BA  Classical Civilisation

	English Language & Literature
	BA  English Language and Literature 
BA  English Language

	Geography / Geology 
	BA  Geography
BSc  Geography
BA  Geography with Transport Planning
BSc  Geography-Geology

	History of Art and Cultural Studies
	BA History of Art
BA  History of Art and Museum Studies

BA  Cultural Studies

	Joint Honours Arts
	BA 

	Learning and Teaching
	Foundation Degree Learning & Teaching
BA  Learning & Teaching

	Music
	BA  Music

	Philosophy
	BA  Philosophy
BA  History & Philosophy of Science

	Politics
	BA  International Development
BA  International Relations
BA  Politics

	Preparation for Higher Education
	BA Interdisciplinary Studies with Foundation Year*

	Social Sciences
	BA  Social Policy
BA  Sociology
BA  Sociology & Social Policy
BA  Social Policy & Crime

	Theology & Religious Studies
	BA  Theology & Religious Studies


*  Subject to formal approval
Admissions processes for part-time programmes in the following areas are not covered by this policy since they are managed by the Academic Centre indicated rather than the LLC:

	Programme Area
	Admissions Contact

	Earth & Environment
	School of Earth & Environment

www.see.leeds.ac.uk

	German
	German Department
www.leeds.ac.uk/german

	Healthcare
	School of Healthcare
Website: http://healthcare.ac.uk

	Spanish
	Institute Cervantes
http://leeds.cervantes.es


Application process

1. Full-time Programmes
Applications for the LLC’s full-time extended degree programmes with a foundation year must be made through the online Universities and Colleges Admissions Service (www.ucas.com).  Late applications are usually considered through UCAS Extra and sometimes in UCAS clearing.  
2. Part-time Programmes
Admissions to part-time programmes are not handled through the UCAS process.  Applications should  be made using the forms that are available from the LLC.  

Those applying to part-time degrees in Childhood Studies, English or History of Art must submit applications by 30th June 2012 (late applications are not accepted for these programmes).  Candidates for all other programmes are advised to submit forms by 30th July 2012 to be sure of consideration in the 2012 recruitment round.  Although later applications will normally be considered until mid September, we cannot guarantee this beyond July.  Candidates who wish us to consider the award of credit for prior learning (see section 22) should apply as early as possible to allow time for consideration of their case.  Anyone in doubt about making a late application should contact the LLC for advice.  

3. Mature and Younger Students

Most LLC students apply to university following a break from formal education and, where possible, admissions processes take account of the skills that such students have acquired through life and work experience.   Part-time programmes or full-time extended degrees with foundation years are also an option for those moving directly from school or college.  In such cases, achievement in prior qualifications will be given greater weight in assessing the suitability of the candidate.  

4. Foundation and Preparatory Programmes


The LLC is committed to widening access to ensure we admit those who have the potential to study at the University of Leeds regardless of background.  
For those returning to learning who need to develop the knowledge, skills and confidence for successful study in higher education  the LLC provides the following programmes :

· Extended degrees with a full-time  foundation year that provides students with core knowledge and skills for progression to a range of undergraduate degree programmes in science, engineering, earth and environmental studies,  healthcare and business; 
· Extended degrees with a part-time  foundation year (Preparation for Higher Education) that provides students with knowledge and skills for progression to a range of undergraduate degree programmes in the arts, humanities, social sciences, psychology and healthcare; 

· Non-credit bearing short courses  – an opportunity to experience higher education and to gain knowledge, study skills and an appreciation of what is involved in different academic disciplines.
Further information about each programme is available on the LLC website.
The university also runs the Access to Leeds scheme for school leavers as a means of identifying applicants who may not have been able to demonstrate their academic potential as readily as others.  All applicants who are eligible and apply through Access to Leeds are guaranteed special consideration.  Successful applicants receive an alternative offer alongside the standard offer.  Further information is available at www.leeds.ac.uk/ace/access/leeds.  

5. Deferred applications

The Lifelong Learning Centre will accept applications for deferred entry.  We welcome applications from candidates who are intending to undertake a gap year. The personal statement section of the application should be used to describe reasons and plans for a gap year.
6. Re-sits / Re-applications
The Lifelong Learning Centre will accept a further application from those who have been unsuccessful in gaining a place on a previous occasion.  We will also consider those who are re-sitting examinations. 

7.
Cashed-in AS levels

The University of Leeds is committed to ensuring that applications are considered holistically.  We take a broad view of the full information available in application forms and use all the information provided as part of our decision-making process.  We therefore strongly encourage all applicants to declare any cashed-in AS results.
8. Internal transfers 
The Lifelong Learning Centre will accept applications from candidates who wish to transfer internally from other programmes at the University of Leeds.

9. Part-time Joint Honours applications

The Lifelong Learning Centre handles admissions for part-time Joint Honours programmes.   Prospective part-time joint honours students are requested to contact the Lifelong Learning Centre for details of the particular programmes that are available for part-time study and the entry requirements for these programmes. 
10.
Applications from minors and vulnerable persons 

The University of Leeds Undergraduate Admissions Policy details our policy on dealing with applications from minors and vulnerable persons.   The University recognises that in some cases careful consideration may need to be given to someone’s age or position as a vulnerable adult when applying for certain programmes. 

11.
International/ Overseas students 

Part-time study does not carry eligibility for a visa.  Applications are not, therefore, received for part-time programmes from international students outside of the EU.  Where applicants from abroad already have UK residency and have gained qualifications outside of the UK, these are considered in line with our standard entrance requirements (expressed as English A-level qualifications).  
The LLC’s full-time extended degree programmes do not accept applications from international students who are encouraged, instead, to apply for the University’s International Foundation Year which is specifically designed for students from overseas.  Further information is available at www.leeds.ac.uk/international/foundation 

For international students for whom English is a second language, proof of English Language proficiency will be required.  Minimum acceptable scores for the most commonly presented English Language Qualifications are detailed in the University of Leeds Undergraduate Admissions Policy as follows: 

• 6.0 overall on IELTS, with no less than 5.5 in any component score 

• 550 on paper-based TOEFL, with 4.0 on the associated test of written English 

• 83 on TOEFL iBT (internet-based), with minimum scores of 18 in listening, 20 in reading, 20 in speaking and 21 in writing. 

12.
Disabled Applicants 

The Lifelong Learning Centre  welcomes applications from disabled people
.  The University will make reasonable adjustments to help ensure that disabled applicants have full and equal access to our admissions procedures and courses.  The judgment about an individual applicant’s academic suitability will be kept separate from any consideration of the applicant’s disability-related support requirements. 

Applicants are asked to indicate their disability status on their application form and we encourage applicants to disclose any disability.  Where candidates choose not to disclose their disability this may make it more difficult, or in some cases impossible, for the University to make adjustments.  Disabled applicants are advised to contact the University’s Disability Team (part of the University’s Equality Service) once an application has been submitted, to discuss any support requirements they may have in relation to the programme for which they have applied.  Prospective LLC students are also welcome to approach the LLC directly via the contact details found at the end of this document.  

If any applicant feels that their disability has meant that they faced exceptional circumstances which should be taken into account by the University when considering their application, they should refer to section 4.12 of The University’s Undergraduate admissions policy (www.leeds.ac.uk/admissionspolicy)

The admissions process is covered by the University’s Policy on Equality and Diversity which is available from the University’s Equality Service at www.equality.leeds.ac.uk  
13.
Applicants with a health related issue 

The University of Leeds Undergraduate Admissions Policy details our policy concerning applicants with a health related issue.  The LLC sees health related issues 
  as being distinct from disability-related issues, although in some cases a disabled applicant may also have a health-related issue.  

Applicants with a health-related issue should contact the LLC as soon as possible if their health is likely to impact on their ability to engage with the admissions process.       
If a candidate feels that their prior ill-health meant that they faced exceptional circumstances which should be taken into account by the University when considering their application, they should contact the LLC to discuss this further.  The LLC will aim to be flexible in such circumstances and take such issues into account.    
14.
Other Personal Circumstances

Other personal circumstances can be taken into account if these could have adversely affected an applicant’s ability to demonstrate their potential in prior qualifications.  Applicants requesting consideration of such circumstances should explain them clearly in the personal statement, provide supporting evidence and indicate whether these circumstances have already been declared to the examination board of the qualification concerned.

Admissions intake

15.
Admissions intake 

Part-time Programmes:   Some applicants progress directly from school or college and are choosing a part-time programme because it enables them to build their CV in other areas of life whilst gaining an academic qualification and to support themselves financially as they study.  Most part-time applicants, however, have had a break from formal education and opt for part time study to sustain ongoing work and other commitments.  Typically, these are students who already live or work within travelling distance of Leeds and bring a wealth of life and work experience to their studies.  They may also be in a situation where qualifications taken earlier are not representative of their current abilities and potential.  
Full-time  Extended Degree Programmes with Foundation Year:  These  programme are designed to provide an alternative route into an undergraduate degree for students who are from constituencies that are under-represented in higher education and who could benefit from a year of intensive study to equip them with academic skills and knowledge for progression onto a degree at the University of Leeds.   This can include those returning to study after gaining experience outside of formal education as well as those moving directly from school or college.  
LLC programmes are not normally accessible to international fee-paying students since part-time study does not carry eligibility for a visa and full-time foundation level students take the University’s International Foundation Year.
For those returning to study, the LLC admissions policy includes opportunities for applicants to demonstrate their academic potential through the Alternative Entry Scheme (see section 20).  Where relevant for the proposed area of study, careful consideration is also given to the skills and knowledge that applicants have gained through their work and life experience.  

16.
Competition for places 

On part-time programmes we are usually able to offer places to those applicants who meet the entry criteria.  The full-time extended degree programmes and part- time Preparation for Higher Education pathway are exceptions to this pattern in that each has a limited number of places which are, typically, significantly oversubscribed.

Selection process 

17. 
Selection Process

Applications for part-time programmes must be made via the standard forms that are available from the LLC.  Applications for the LLC’s full-time extended degree programmes are made through UCAS.  Academic grades normally form only one part of the final decision and sections 18 to 25 set out how applicants may demonstrate that they have the skills, knowledge and attributes that we believe will enable them to become a successful student.  

18.
Selection Criteria

Applications are considered by the relevant admissions tutor for the programme.  The admissions tutor is looking to establish whether the candidate : 

· is equipped for successful study on the programme in terms of their academic ability, knowledge and potential;

· shows an informed commitment  to their chosen course of study at the University of Leeds;

· has relevant professional experience (where this is required for work-related programmes and noted in the table in section 16);
· is drawn from the target constituencies designated in the entry requirements for extended degree programmes with foundation years.

These selection criteria are designed to treat all students fairly and not discriminate unlawfully on grounds of marital status, gender, gender re-assignment or transsexual status, race (including colour, nationality, national origin or ethnic origin) disability, sexual orientation, age, religion or belief, political or other opinion, social origin, association with a national minority, property, birth or other status.  
19.
Academic entrance requirements and Acceptable Qualifications
The Lifelong Learning Centre welcomes applications from candidates who are studying or have achieved a range of level 3 qualifications where students have the potential to succeed on their chosen degree course.  Entry requirements and accepted qualifications for specific programmes can be found on the LLC website at www.llc.leeds.ac.uk 
20.
Alternative ways of Meeting Entrance Requirements
The Alternative Entry Scheme allows applicants who do not have the relevant formal qualifications to draw on their life and work experience to demonstrate their potential for success.  This involves satisfactory completion of work which is set and marked by the relevant admissions tutor.  The assessment may take the form of one or more essays chosen from a selection of titles and designed to allow candidates to show their aptitude for structured thinking and writing in relation to their chosen discipline/s.  In some cases it may also involve a short test to assess specific knowledge or skills in, for example, mathematics.  Applicants who wish to see examples of the kind of assignments that are set should contact the LLC.  

Applicants are supplied with guidance notes which set out the assignment task and procedures for handing in.   Work is normally set following an interview although, in some instances, applicants are asked to complete an assessment first in order to determine whether to proceed to an interview.  Assignments are sometimes to be done at home within a given time-frame and sometimes involve attendance here at the University.  

The University Matriculation Scheme is an alternative way in which applicants without GCSE Maths and English can demonstrate their ability to meet these particular requirements.  Candidates must be referred to this scheme by the relevant admissions tutor.   

21.
Extended Degrees with Foundation Years

These  programmes are designed to provide an alternative route into an undergraduate degree for students who are from constituencies that are under-represented in higher education.  Priority is given to applicants whose residual household income is less than £25k and who meet at least one of the following:

· you will be the first member of your immediate family (excluding older brothers or sisters or your own children) to achieve a degree 

· you attended a school which achieved less than the national average of 5 A*-C passes at GCSE

· your studies have been adversely affected by circumstances in your personal, social or domestic life

· your permanent address is in a neighbourhood with low progression to higher education

· you grew up in public care

22.
Progression Agreements
Progression Agreements provide a ready-made route between designated programmes.  At present, the following progression routes exist onto  programmes covered in this policy :

	Progression from
	Progression to

	Wakefield College

ILM (level 3), NVQ3 Management, CIPD (level 3), National Diploma, National Certificate
	Dip HE Business Management

	Zenos

Zenos Academy Advanced Apprenticeship
	Dip HE Business Management

	University of Leeds
2Inspire
	Dip HE Business Management

	British Gas

Energising Teams 
	Certificate of Personal and Professional Development (Learning Counts  module)

	Leeds City College

CACHE/NVQ Level 3  Supporting Teaching & Learning and Diploma in Pre-School Practice
	Foundation Degree Family Support

Foundation Degree Learning & Teaching

	West Yorkshire Learning Providers

Advanced Apprenticeship in Children’s Care. Learning & Development
	Foundation Degree Family Support

Foundation Degree Learning & Teaching

	WEA

Helping in Schools
	Foundation Degree Learning & Teaching


23.
The Application Form and Personal Statement
The Application Form provides  information about the candidate’s prior qualifications and experience as well as inviting a personal statement in support of the application.  Applicants should complete the personal statement fully and carefully, remembering that this is a vital opportunity to give evidence against the programme admissions criteria set out in the LLC website.  We are looking for informative Statements that tell us about the candidate’s interest in the proposed subject of study and show relevant knowledge, training, skills and personal or professional experience.  

Candidates are also required to name two referees and should note that these references will be followed-up.  Forms are considered in their entirety by the admissions tutor.

24.
Interviews 

Applicants to LLC programmes are normally interviewed although in some instances the Application Form and other evidence such as the Alternative Entry Scheme are deemed sufficient to determine whether a candidate is offered a place on their chosen course.

Interviews are typically conducted by the admissions tutor for the programme and are structured to provide fuller evidence of the candidate’s academic potential, aptitude for the programme and, where relevant, professional experience.  As with the personal statement, applicants should be ready to discuss each of these areas, remembering the importance of skills and knowledge that they have acquired through informal as well as formal learning.  The interview also provides opportunity for an applicant to ask questions about their proposed programme of study and for the admissions tutor to be sure that the candidate has made a properly informed choice.

25.
Science Days

Applicants for the BSc Interdisciplinary Science with Foundation Year and BSc Earth and Environmental Sciences with Foundation Year will normally be required to attend a Science Day for which they will be asked to undertake a short preparatory task.  The day is designed to enable us to assess the commitment and aptitude of applicants for studying science at university level and to ensure that potential students have a clear understanding of the programme.  

26.
Offers 
Offers are made on the basis of merit and the ability of each applicant to meet the academic and non-academic criteria for admission to the relevant programme of study.  Decisions are based on the information supplied in the Application Form and gained through interview and any additional selection events or tests.  The University of Leeds Undergraduate Admissions Policy gives further details of the type of offers that are made.
27.
Accreditation of Prior Learning (APL)
Active participation in the programme of study is core to the learning experience provided by LLC  programmes.  In some cases this explicitly draws upon the experience, skills and knowledge that members of the group bring from prior experience and learning.  Exemption from any part of a course through the granting of credits from prior learning is, normally, considered only in a limited number of cases set out below:  
	Programme
	APL Arrangements

	Foundation Degree in Learning & Teaching
	· 120 credits may be allowed for those with a relevant Certificate of Education (120 credits) or equivalent.

	Foundation Degree in Family Support 
	· APL may be considered in relation to specific modules on an individual student basis

	Dip HE in Business Management
	· APL may be considered in relation to specific modules on an individual student basis


In making judgements about the award of credit for prior learning we are looking for a close match between the outcomes, content and level of the earlier study and any unit/s of the proposed programme from which exemption is sought.  Prior learning claimed for credit should normally have been achieved not more than 5 years before commencement of the University of Leeds programme.  

All applications for APL must be made using the standard forms available from the LLC and are considered formally by the LLC Accreditation of Prior Learning Committee which is responsible for determining whether advance standing can be granted.   

Unsuccessful applicants 

28.
Feedback 
Any candidate who is unsuccessful in their application will receive written notification from the LLC with brief feedback on the reasons for this decision.  The University’s policy on providing feedback to applicants can be found in the University of Leeds Undergraduate Admissions Policy. 
29.
Complaints 

The LLC will consider all applications fairly and effectively in line with the procedures outlined in this document and the University of Leeds Undergraduate Admissions Policy.   
Applicants who wish to challenge a decision to reject their application should write to the Director for Lifelong Learning Centre, Dr Stella Cottrell at the address given in section 28,   detailing the nature of their complaint.  Full details of the complaints procedure can be found in the University of Leeds Undergraduate Admissions Policy.  

Opportunities to visit 

30.
Experience of HE for prospective part-time and mature students
The LLC is committed to promoting part-time university study for people who have not had opportunities for higher education at an earlier stage in life.  We offer a wide range of opportunities for potential students to learn about university study and to visit the campus.  The following are examples of this provision:

· Outreach to adults in the community – a range of open events and study days both on and off-campus for communities under-represented in higher education to help adults to attain at GCSE, raise aspirations and improve understanding of university study;

· Information and Guidance (IAG) – pre-entry information and guidance from highly experienced, qualified staff to help those who are considering university study to make informed choices;

· Non-credit-bearing Short Courses – opportunity for potential applicants to experience university study before committing to a longer certificate or degree through both on and off campus provision;

Further information about each of these is available from the LLC website.  We also welcome individual enquiries and can arrange for anyone interested in part-time study to visit the University and meet for informal discussion with a member of the LLC staff.

31.
University Open Days

The University of Leeds Undergraduate Open Days are usually held in June and October and are designed for prospective applicants rather than those who have already been made an offer.  Details are published at  www.leeds.ac.uk/students/opendays   LLC staff are present for all Open Days and available to talk with prospective part-time or mature students and those interested in our full-time foundation programmes.  
32.
Induction and welcome events for new students

The LLC offers three days of welcome events, drop-ins and campus tours for new part-time, mature and foundation level students to help familiarise them with the university. These provide opportunities to meet staff and students, see the library and other facilities, receive study tips and discuss any issues or concerns.   Further details are available from the LLC website.  
All new students also have induction activities linked to their programme of study.  These are an opportunity to meet some of the staff and students with whom they will be studying and to gain an understanding of what will be expected of them as students and of what they can expect in terms of the programme, learning resources and support. 
Scholarships & funding 

33.
Scholarships and funding
The University of Leeds has one of the most comprehensive financial support packages available.  For further information about scholarships and other types of financial support visit the Lifelong Learning Centre website.
34.
Foundation level students

Students who meet the criteria set out in section 21 may be eligible for bursary support to cover their  full tuition fees for the foundation year component of their extended degree.  

Contact details 
35.  General  Pre-application Enquiries

For further information contact the LLC as follows :

Lifelong Learning Centre, 

Marjorie and Arnold Ziff Building, 

University of Leeds,

Leeds LS2 9JT

t: 0113 343 3212

e: part-time@leeds.ac.uk
w: www.llc.leeds.ac.uk    
36.
Post Application Enquiries

Specific enquiries concerning admission should be directed to the Admissions Clerk,  Michelle Lotherington at the above address.  

t: 0113 343 7891 e: m.lotherington@leeds.ac.uk
�  The University is committed to the social model of disability and in line with the Equality Act 2010 defines a disabled person as someone with a physical or mental impairment which is long-term (lasting 12 months or more) and which has a substantial impact on that person’s ability to carry out normal day-to-day activities.   The definition of disability includes long-term medical conditions such as cancer (from the point of diagnosis), epilepsy, diabetes, Chronic Fatigue Syndrome/ME and HIV/AIDS amongst others.


�  In contrast with disability issues, health issues are generally shorter-term (lasting less than 12 months) and have a less significant impact on a person’s ability to carry out normal day-to-day activities.  
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