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Supporting Professionalism in Admissions (SPA) Programme
Higher education provider institution visit 
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SPA’s key focus is to establish an evidence base for, and build a consensus on, what constitutes good practice in admissions to higher education.  Through our visits to institutions and other contacts we identify and collect examples of good practice.  These are analysed and synthesised into statements or check lists of good practice and disseminated via SPA conferences, other national or regional events, our website etc.  We provide a wide range of advice and guidance to support all HEI staff working in admissions, student recruitment, widening access or participation and related areas.  More information about SPA is in our leaflet (sent in advance to the HEI) and on our website at www.spa.ac.uk .
Aims of a SPA Visit
1. A relatively informal opportunity for SPA staff to look at student recruitment, widening access or participation, admissions and related areas within the university or college and to:
· learn more about their strategic role and to see how they fit into the institution’s strategy and plans
· discuss with academic admissions tutors and admissions administrators, the policies, criteria and procedures used in making admissions decisions
· gather examples of good practice and professionalism
2. An opportunity for an institution’s staff to discuss openly, in a neutral forum and in confidence, how things work at their institution, to examine current issues (national, regional or local) and to outline what they would like from SPA.  It is not an audit but an opportunity for you and SPA to reflect on admissions, access, recruitment etc at your institution.
Visit Structure

The visit may last between half and a whole day for the SPA team member.  We understand how busy institution colleagues are, and of course the programme is in your hands, but we have found that institutions appreciate some guidance and hope that you may find the following of help:
One meeting or many?

Some Institutions prefer to have one large meeting; others have a series of meetings with different individuals and groups.  A series of short meetings means that staff only have to see the SPA visitor for a short time to discuss their particular area, while a larger meeting can be helpful in bringing together staff who may not usually meet for an exchange of information and views.  Often institutions combine the two formats.
Where the meeting is held will depend on the format chosen by the institution, but SPA staff would welcome the opportunity to visit any work areas dealing with admissions in order to appreciate the scale, scope and style of operations. 

Who should we meet?

· the Pro-Vice-Chancellor, Deputy Principal or similar senior manager with responsibility for admissions and student recruitment who can outline the University's commitment to, and interest in, fair admissions and related areas, and how it fits into the HEI’s overall strategy and vision

· the person concerned with the actual day-to-day running of the admissions process (the head of the Admissions Office or similar)

· some admissions decision makers - academic admissions tutors or admissions staff in the Admissions Office (depending on what system you use) for full-time and part-time students
· someone from the widening participation(WP)/ widening access (WA) area (because we want to know how these activities fit in to the overall picture and what links there are with admissions)

· someone from the student recruitment/schools and colleges liaison, partnership working with schools and/ or colleges (e.g. LLN, Aimhigher, articulation with FE, mature students, etc)
Documentation

SPA staff will have looked at the information available on the institution’s website in the areas of admissions policies, codes of practice, teaching and learning strategies, and WP/WA etc.  The view from SPA on this itself often gives the HEI an insight in to the transparency of their policy and processes.  It is also helpful if the following can be provided, preferably in advance or at the meeting:

· a programme for the visit, with the names and job titles of those we shall be meeting – with email addresses if possible. Please include any specific topics or functions they will be covering or any specific areas they would like guidance or further discussion with SPA on the day.
· copies of any policies you think are relevant, of any admissions manuals and guidance notes or procedures on specific areas (e.g. criminal convictions checks), and a structure diagram of the Admissions Office and how it relates to other parts of the university or college, including with internal committees.
If there is anything in particular you would like us to consider, or comment on, please let us know.  You may find it useful for SPA to advise on a key issue or topic of concern – which you could then pass to senior managers.  We will send you a feedback questionnaire after the visit which we hope you will complete and return it to us.
Some of the questions we would like to cover:
Our questions would normally be based around the broad themes indicated below.  We may include some, all or even other questions, depending on the type of institution, organisation of admissions, the people you have arranged for us to meet and points raised during discussion.
· Structure and Processes
· Policy and Practice

· Assessment of applications
· Equality, Diversity and Widening inclusion
· Non-UCAS applications

· Staff development and support
· Information sources

Anything else we need to know:

If there is anything else you believe we should be aware of before arriving or anything further we can help with during our visit, please feel free to contact us.
Janet Graham, Director SPA, January 2009
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