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Admissions Policy

1.0
Introduction
1.1
The School is committed to delivering excellence in the quality of both its research and teaching at all levels and maintaining high standards in the operation of its recruitment and admissions procedures.  It recognises the importance of implementing policies for the recruitment, selection and admission of students that are fair, explicit and consistent.

1.2
The School’s admissions practices are designed to ensure that applicants are treated wholly on the basis of their achievements and potential to complete successfully their chosen programmes.

1.3
The School’s admissions policies aim to comply with current legislation affecting the admission of students, including the Disability Discrimination Act 1995, the Race Relations Act 1976 as amended, the Sex Discrimination Act 1975 and other relevant legislation, and are consistent with the Quality Assurance Agency’s Code of Practice on Recruitment and Admissions to Postgraduate Programmes.  

1.4
This policy should be read in conjunction with Section 3, Provision of Information and Admission of Students, Section 6, Quality Assurance MPhil and PhD degrees, Section 8, General Regulations for Students of the School, and Section 9, Regulations for Taught Master’s Degrees.

2.0
Admissions
2.1
Regardless of the route of initial enquiry, all prospective postgraduate students are required to apply formally for admission.  Applications are collated and processed initially by the Registry and referred to admissions and academic staff in the individual Institutes for a decision.  The applications process is the same regardless of whether applicants wish to study full-time or part-time.  Candidates may be required to attend an interview.  Additionally some Institutes may administer an admissions test for particular courses.  Where this is the case, this is made clear in the information/guidance supplied with the application form.  Candidates from overseas may be interviewed by telephone.

2.2
Applications should normally have been received by 30 August although individual Institutes may accept applications after this period at their discretion. 

2.3
All applications will be treated as strictly confidential between the candidate and the admissions team.  All applicants must arrange for two  written references to be sent with their application.  Verbal references are not admissible.  Email references must be backed up with signed hard copies on headed paper.  Referees should normally be teachers in higher education with direct knowledge of the applicant’s academic work.  When applicants with relevant work experience are unable to obtain a second academic reference, or where work experience is particularly relevant to the course the candidate wishes to undertake, a person with knowledge of their employment activity may be nominated to act as a referee.  Students also need to send copies of their original transcripts as part of their application.  Copies certified as ‘original’ by the Registry will also be acceptable.  

It is the responsibility of applicants to provide full and accurate information in an application and to notify the Registry of any changes or corrections to the original application.

2.4
The School reserves the right to reject applications where any details  provided by the applicant are found to be fraudulent.

2.5
English language 

Applicants to the University must be able to demonstrate proficiency in the English language.  Applicants whose first language is not English must meet one of the criteria set out in the School’s statement of English Language Competency.

2.6
Entry Qualifications

The normal entry requirement for Master’s degrees is an upper second class honours degree of a UK University or an overseas qualification of an equivalent standard obtained after a programme of study extending over not less than three years at a University, in a subject appropriate to that of the programme to be followed. Applicants who do not achieve this level may also be admitted at the discretion of the course tutor.  

2.7
All applicants to research degrees normally require a Master’s degree of a UK University or an overseas qualification of an equivalent standard in a subject appropriate to the programme to be followed.  Additionally the School will accept alternative professional or other qualifications as appropriate and following agreement with the Academic Policy and Standards Committee.

2.8
The School recognises prior experiential learning (APL/APEL) as a valid route into study at the University.  Admission via this route is by agreement of the Academic Policy and Standards Committee.  An agreed set of alternative qualifications for entry to courses run at the Institute of Advanced Legal Studies have been agreed.  

3.0
International students

International qualifications will be evaluated on the basis of guidelines from the National Recognition Information Centre (NARIC).

3.1
The fee status of students from overseas will be determined using the UKCISA guidelines.  Where this is in dispute students will be asked to complete a fee status form and submit this to UKCISA.  Copies will need to be taken of passports, visas and residency permits, and ID cards as necessary.  The School reserves the right to check all certification with the relevant authorities.

3.2
Under the new points-based system required for entry clearance for study in the UK, Registry is required to report to the Immigration authorities when students who have been offered a place on a course fail to enrol at the allotted time.  This will take place within 10 days of the date of registration.  The Registry is also required to report on changes to mode of study or programme.

4.0
Applicants with disabilities
The School welcomes applications from students with disabilities or learning support needs, and their applications will be considered on the same academic grounds as those of other students.  Applicants will be invited to discuss their support needs with the Disability Advisor.  

5.0
Methods of selection
5.1
All Institutes consider applications on proven academic ability, genuine interest in the subject area and demonstration of motivation and commitment.

5.2
At all times the School strives to ensure that any assessment methods used are reliable and valid, and able to give an accurate indication of potential to complete successfully an applicant’s chosen programme of study.

6.0
Decisions
6.1
The School aims to respond to all applicants’ initial enquiries within 5 working days of receipt.  Institutes will aim to make to make decisions on applications within 10 working days, although where an interview takes place, this will not be possible. 

6.2
An offer of a place is not a guarantee of funding.

6.3
Offer letters are sent out by the School Registry.  Letters will include the title of the programme, the start date of courses, course duration, mode of study, fees, supervisor name(s) where relevant, details of sources of funding and accommodation.  Prior to commencement, students should receive details of training, attendance and assessment requirements.

6.4
By accepting an offer of admission, the applicant agrees to abide by the rules and regulations of the School of the Advanced Study and the Ordinances of the University of London.  

6.5
The University reserves the right to refuse admission to a candidate who is considered on justifiable grounds to be unsuitable for a place on a particular programme according to individual circumstances.

6.6
The School will not tolerate harassment or victimisation of any of its admissions staff during the application process.  In such circumstances the School reserves the right not to accept the application.

7.0
Feedback

The School undertakes to provide feedback to unsuccessful applicants on request.  Requests must be made in writing to the registry within 6 weeks of the notification of the decision and must be made by the applicant him/herself.  Feedback will be given with reference to the selection criteria and will normally be communicated within 10 working days.  Applicants may not reapply during the same academic year following receipt of this feedback but may apply the year after..

8.0
Data protection
By signing the application form and submitting it, applicants give permission to the University to process their personal data for the purposes of managing the University’s selection and admissions procedure and maintaining its student records.  This information will be used to make statutory returns to bodies such as the Higher Education Statistics Agency (HESA).  This forms a student’s HESA record, which contains details of ethnic group and disability. HESA will pass students’ record, or parts of them, to any of the following organisations that need it to carry out their statutory functions connected with funding higher education. 

· Department for Innovation, Universities and Skills (DIUS) 

· Welsh Assembly Government (WAG) 

· Scottish Executive (SE) [Scottish Government (SG)] 

· Department for Employment and Learning, Northern Ireland (DEL(NI)) 

· Higher Education Funding Council for England (HEFCE) 

· Higher Education Funding Council for Wales (HEFCW) 

· Scottish Further and Higher Education Funding Council (SFC) 

· Training and Development Agency for Schools (TDA) 

· Research Councils (RCs) 

· Department for Children, Schools and Families (DCSF)

HESA and the organisations listed above will use the information mainly to produce statistics. This may result in information being published and released to other approved users, including academic researchers and commercial organisations. Applicants’ records will not be used in a way that could affect students personally and the organisations will take precautions to reduce the risk of students being identified from the information once it is published and released. 

Towards the end of the course, the School will pass contact details to the organisation that has been contracted to carry out the National Student Survey. That organisation will use individual student’s details only for that purpose, and will then delete them. 

About 6 months after graduation, the school will contact students to ask them to fill in the HESA ‘Destinations of Leavers from HE’ survey. The School will not give your contact details to HESA. Students might be included in a sample of leavers who are surveyed again a few years after they graduate. If so, the School will pass contact details to the organisation that has been contracted to carry out that survey. That organisation will use students’ details only for that purpose, and will then delete them. (Students who do not want to take part in this second survey may opt out). 

Under the Data Protection Act 1998, students have the right to a copy of the information HESA holds about them. There is a small fee for this. If a student has any concerns about the information being used for these purposes, he or she should contact HESA. 

9.0
Complaints
The School recognises that there may be occasions when applicants feel that they have grounds for complaint.  The School’s complaints procedure should be used as the vehicle for making such a complaint.  The University will not consider a complaint until the School’s complaints procedure has been exhausted.

10.0
Deferred entry
The School is prepared to allow applicants to defer their entry to the next academic year if circumstances dictate.  This will be at the discretion of the Course Director.  Applicants will not normally be able to defer for longer than one year except in exceptional circumstances.

11.0
Disclaimer
11.1
The School reserves the right to make variations to programme contents (e.g. the full range of options may not be possible due to staff changes),  and methods of delivery and to discontinue, merge or combine programmes, both before and after a student’s admission to the School, if such an action becomes necessary.

12.0
Regulations and Ordinances
Regulations and Ordinances of the University of London and the School of Advanced Study can be found at https://intranet.sas.ac.uk/qaf.html
The Academic Policy and Standards Committee agreed the following admissions policy in November 2008
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