
Prospective 
students  apply for 
an HE programme 

via:

HE Admissions Procedure Flowchart

Internal 
progression  

NCD 
website 

UCAS

All HE applications are 
submitted to the 

Admissions Database 
within 2 College days 

of receipt

Applications are 
checked for 

completeness by 
Admissions team 

within 5 College days

Further information 
requested from 

student if 
incomplete

If complete, 
applications are 
progressed for 

curriculum team to 
review against 
validated entry 

criteria

Curriculum team review 
applications and update 

Admissions Database with 
a decision within 3 College 
days: interview/meeting or 

rejection (rejection - a 
reason must be provided) 

Rejection - Admissions 
team sends out 

rejection letter within 2 
College days, student 

can appeal 

Acceptance - Admissions 
team sends out interview/

meet the tutor letter 
invitation (based on pre-

agreed availability of 
curriculum team)within 2 

College days

If the student can not 
make the interview they 
are given the option to 

re-arrange the date/
time

Admissions team 
informs the 

curriculum team of 
the interview dates/
times once a week

Outcomes of the interview/
meeting reported within 3 

College days via Admissions 
Database:

a) conditional offer made and 
accepted
b) conditional offer made
c) offer not made (reason must 
be provided)

Admissions team sends 
reminder text and email 
to the student approx 2 
College days before the 

interview/meeting

Admissions team 
informs applicants of 

outcome using 
information on 

Admissions Database 
within 2 College days

Conditional offer made - 
admissions team chases 

up via text, email 
(letter) to encourage 

acceptance 

Offers of acceptance 
are progressed by 

Admissions team to CIS 
within 2 College days, 
who invite applicants 
in to College to enrol 
(July - September for 

September starts)

Non-responses to 
enrolment are chased 

up via the Summer 
Advice Centre (following 

reports produced by 
BIS)

Enrolment takes place, 
outside of September 

starts, in a timely 
manner.  Late 

applicants can enrol up 
to 4 weeks after the 

programme start date.

If rejected, curriculum informs 
the student via letter, which 
also directs to other options/

ASC, student can appeal

Under normal business conditions:
• Application to interview invitation is approximately 2 College 

weeks
• The remaining process is dependent upon interview 

timescales
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