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This checklist gives an indication of some of the key topics that SPA suggests institutions cover in their admissions policies.  It is not exhaustive but hopefully will be helpful in reminding institutions of what the policies should cover.  It should be read in conjunction with the SPA Good Practice Statement on Admissions Policies.
Policies should be made available to applicants and their advisors, normally via institutions websites and, in some instances, within the course Entry Profiles on UCAS Course Search.
A couple of sentences or paragraphs on many of these topics may suffice, while others may be longer.  Some policies will apply across the institution and can be published centrally, with reference to them from course or programme profiles while in other cases it might be more appropriate to present the information at course or programme level; it may also be necessary to have polices both at institution and at course/programme level (though they should, of course, be consistent).
Does it have…

Overarching/introductory information
	
	High level statement (potentially from institutional mission statement)

	
	Principles

	
	Strategic framework

	
	Responsibilities for policy approval and updating

	
	Responsibilities for operation, monitoring and review of the policy

	
	Compliance with legislation

	
	Good practice guidance used to inform policy (e.g. QAA; SPA)

	
	Statement on support and training for / professionalism of admissions staff


Information for applicants and entry requirements
	
	Financial information (including bursaries and scholarships)

	
	Timescales (including any service level agreements)

	
	Offer/entry requirements

	
	Links to other relevant policies if these are separate e.g. disability, equality and diversity appeals and complaints.


Issues in considering applications – institution level
	
	UCAS similarity detection service

	
	fraudulent application

	
	relevant criminal convictions (inc CRB for some courses)

	
	disability

	
	in care/ looked after children

	
	parents/ guardians/ carers who may have/ have not undertaken higher education

	
	minors

	
	mature

	
	international

	
	extenuating, mitigating or medical circumstances 

	
	complaints or appeals


Issues in considering applications – course level

	
	foundation year or bridging course and the progression from these courses

	
	direct entry into the second or later year of a course 

	
	re-sitting qualifications for entry

	
	required to provide a portfolio presentation or other material evidence 

	
	feedback on the reasons for rejection

	
	weight given to prior and potential academic and other achievement including work experience 

	
	weight given to the personal statement and to the reference on the application

	
	required to attend for interview including purpose and type of interview (but not specific interview arrangements)

	
	required to take an admissions test and information relating to how the test score is used including the weighting in relation to other criteria  


Issues in considering applications – course and institution level

	
	accelerated learning

	
	extended learning 

	
	deferred entry

	
	Adjustment

	
	discontinued courses

	
	reapplying for the same or different course at the institution

	
	applying for readmission having withdrawn

	
	applying for readmission having had their course terminated at the institution

	
	applying for a course/programme with multiple start dates or a start date other than in September/ October

	
	have been part of an institution’s compact, progression or articulation agreement or credit transfer arrangements


Qualifications

	
	general policies on qualifications or specific subjects which are preferred, or which are not acceptable, either on their own or in particular combinations, including GCSE requirements

	
	unit grade information, including how it is used if it is used

	
	changes in the curriculum including the new Advanced Diplomas, changes to A levels, Scottish Baccalaureates, Welsh Baccalaureate, etc.

	
	Access qualifications – e.g. Access Diploma (England)

	
	APL and APEL

	
	English language requirements
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