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Checklist

The full statement can be found at http://www.spa.ac.uk/good-practice/part-time.html 


Definition of Part-time students
· For admissions and recruitment purposes the definition of ‘part-time’ should be as inclusive as possible, covering different types of programmes including distance and blended learning, recreational evening courses, etc.  Of course the HESA/Funding Council definition must also be well known in view of its significance
· In promotional materials (including websites) institutions should make explicit reference to part-time opportunities, policies and procedures to emphasise to emphasise their support of part-time study and make opportunities clear
Strategic management and institutional commitment 
· Policies on part-time study should be considered at a senior level and the management of part-time admissions should be an integral part of the institution’s academic control and management structure.
· Data and statistics should be considered at a strategic level, by the appropriate bodies and committees, to support informed policy development.
· Planning staff should consider part-time issues when reviewing future activities.

· Part-time opportunities should be considered as part of the institution’s mission and strategies 
Admission of part-time students; principles, policies, entry requirements

· Admissions policies should specifically acknowledge that they apply also to part-time applicants to emphasise the institution’s interest in and commitment to them.
· Good practice principles (e.g. the Schwartz principles) which cover admission of full-time students, also extend to the admission of part-time students.
· When considering requirements for part-time admissions, institutions should be particularly mindful of ‘alternative’ qualifications and forms of evidence for the potential to study successfully.  These include the Accreditation of Prior Certificated Learning (APCL) and of Prior Experience and Learning (APEL).

· Decisions on entry requirements for part-time courses should form part of the normal academic decision process for setting requirements for all courses
· If Institutions decide to consider contextual factors in admission they should consider what data is to be used for part-time students and what conclusions should be drawn.

· Institutions should consider whether there are any particular terms and conditions of the offer which are especially significant in the case of part-time applicants.  Any special requirements, such as support from an employer, or the need for internet access, should be considered
Application process;  organisation and procedures

· Regardless of how an institution deals with applications within the institution, application procedures and contact points for the applicant must be clear, simple and unambiguous.

· Applications for part-time study should be considered according to approved, documented, procedures which  should be transparent and easily found by applicants and advisers on websites and in promotional literature.

· Interviews and auditions (if required) should offer a number of times, outside ‘normal’ office hours.

· There should be monitoring of the quality of the admissions process to ensure transparency, fairness and consistency.
· Staff should receive appropriate training and support.
Information systems and data collection and monitoring

· I.T. and reporting systems should be integrated with the main admissions and student record system.  This will ensure that:

· accurate and reliable reports and statistics can be drawn up easily
· applicants receive all appropriate information and details of support arrangements etc.
· Data on the recruitment, admission and retention of part-time students should form part of the institution’s information and monitoring procedures, and should be considered by senior staff, groups and committees.
· Bearing in mind the information required for HESA, for other agencies and for the institution itself, institutions should consider what information must be collected from all applicants, including part-time.  Is the same level of information required from all types of applicant (e.g. someone registering for a Bachelor’s degree compared to a short course on local history)?
· When monitoring data, institutions should consider equality & diversity issues, including whether part-time applicants have ‘protected’ characteristics as described in the Equality Act 2010.
Financial issues

Governments should consider:
· the quality and availability of information provided on financial support for part-time students (including the effect such support may have on state benefits, etc.)
· whether funding arrangements for part-time students are adequate to ensure the admission of part time students is an attractive option for Institutions
Institutions should ensure that they provide full information for applicants regarding:
· the financial support available to part-time students, including any support they offer 

· the advice and guidance their money advisers are able to provide.
Part-time students - recruitment and marketing

· When reviewing possible recruitment opportunities institutions should also consider the market for part-time study
· Recruitment and marketing staff should be aware of part-time opportunities, be able to respond to questions about them, and include part-time opportunities when promoting the institution.

· All HEI staff, in all areas of the institution, who have contact with enquirers or potential applicants, should be aware of part-time opportunities and should be able to direct enquirers to the appropriate source of information.
Information for prospective part-time students

· HEIs should provide information to the ‘official’ collectors of information for applicants (such as UCAS) and ensure that any information held is up-to-date.
· Part-time students must be informed very clearly about the substantial commitment of time required to pursue a course.
· Appropriate materials (including web-based) should be produced for part-time applicants
· There should be at least one area or page on an HEIs’ website that brings together information on part-time opportunities.
· The website should include a facility to search for part-time courses and to make a distinction between undergraduate and postgraduate options and between different modes of study (evening, distance, etc.)

· Specific information on timetables, opening times, etc., appropriate to the needs of part-time students, should be provided
Advice and Guidance to prospective part-time students

· It is important all those providing advice and guidance to applicants recognise that the possibility of part time study should be offered to enquirers for consideration.
Transition and support for part-time applicants
The needs and availability of part-time students should be borne in mind when considering

· Transition arrangements (such as library visits, tutor meetings, registration, etc.)
· Support, including courses in time management and study skills

Part-time study and employers

There should be:

· a clear point of contact for employers when contacting the institution

· an established policy on working with employers that is clear, easily accessible and approved by the relevant authorities in the institution.
SPA

January 2011
Any comments?  Please contact:

Email enquiries@spa.ac.uk
Telephone 01242 544891
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