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1. Introduction 
1.1. Nelson College London believes that a diverse community is an essential part of its 

core values, and that diversity amongst its student body enriches learning and 
teaching. This Admissions Policy sets out the means by which the College will 
encourage and welcome applicants with different educational and social 
backgrounds. 

1.2. The Policy relates to all programmes offered by the College. 
1.3. The College is committed to ensuring that no student with potential to meet its entry 

requirements is deterred from applying. All applications are considered and 
evaluated on the basis of individual potential. 

1.4. This policy is consistent with good admissions practice in higher education, as 
defined in the Quality Assurance Agency’s Quality Code. 

1.5. Responsibility for oversight of and changes to this Admissions policy rests with the 
Academic Board. 

 
 

2. Aims: 
2.1. The admission policy is guided by the College’s Strategic Plan, Development 

Objectives and Operating Plan, which states “the mission of Nelson College London 
is to offer access to higher education to people from the widest possible range of 
backgrounds, enabling them to transform their lives through the acquisition of the 
knowledge and skills that they need to succeed in their chosen careers”.  

2.2. The admission policy is designed to secure a good match between the abilities and 
aptitudes of the applicant and the demands of the College programmes, thus leading 
to the selection of students who can reasonably be expected to complete their 
studies successfully.  



3. Policy: 
 
3.1. The College ensures that prospective and existing students are given up front, clear, 

timely, accurate and comprehensive information.  
3.2. All prospective students (i.e. - candidate) must complete a College application form 

(electronic or hardcopy) and supply all relevant documents. 
3.3. All admission decisions are made by the admission team which are represented by 

persons nominated from the academic department and the College Registrar or 
his/her nominated individuals. 

3.4. All admission tutors/admission officers are trained, so that they can make a sound 
admission decision which is underpinned by reference to transparent and justifiable 
criteria. 

3.5. Admission decisions made by the admission officers of the College are fair, clear, 
explicit and   implemented consistently. 

3.6. To make sure the College admission policy and procedures clear and are followed 
fairly and consistently, the College will explicitly inform all potential students of entry 
requirements which are used in making the admission decision. 

3.7. All admission decisions will be made and communicated to students within 
reasonable time (e.g. - 2-4 weeks).  

3.8. Any potential student, who is unhappy about a decision made by the admission 
officer, can make an appeal to the College which should be reviewed by an 
independent admission officer. 

3.9. All admission policy and procedures to be reviewed every year and any changes to 
be consulted with those who are involved in making decisions, and who are 
responsible for delivering the programmes.  

3.10. To support the College’s mission, it is the College’s policy not to create unnecessary 
barriers for students to pursue higher education qualifications. The overarching 
principle of the College is to assess whether a student is able and intend to complete 
the course.   

4. Extract From the UK Quality Code: 
 
4.1. This admission policy is produced in line with guidance provided by Pearson and is 

set out based on the expectations of the UK Quality Code. Chapter B2- Recruitment, 
selection, and admission to higher education. 

4.2. Admission of the UK Quality Code sets out the following expectation- “recruitment, 
selection, and admission policies and procedures adhere to the principles of fair 
admission. They are transparent, reliable, valid, inclusive and underpinned by 
appropriate organisational structures and processes. They support higher education 
providers in the selection of students who are able to complete their programme”. 

4.3. In line with the Chapter B2 of the UK Quality Code: Admissions this admission policy 
is aimed to be clear, fair, explicit and is consistently applied to attract, recruit, select, 
admit and enrol students. 

5. Admission Criteria and Selection: 
 
5.1. The College welcomes applications from appropriately qualified students offering a 

wide range of qualifications.  

 



The College does not discriminate against applicants who have re-taken part or all of 
a qualification and will treat an achieved or predicted qualification grade in the same 
way irrespective of whether or not re-takes are involved. 
 

5.2. Awarding bodies are responsible for setting the entry criteria for their programmes. A 
member of academic team along with an admission officer will make a join decision 
on students’ applications once they have conducted the interview. For all 
programmes, the selection process will take into account: 

 
(i) the student’s potential to succeed in his or her chosen programme of study; 
(ii) actual or expected academic or professional qualifications and grades 
(iii) relevant work or other experience; 
(iv) references (usually academic, but also professional where relevant to the 

proposed programme); 
(v) where appropriate an interview; 
(vi) qualifications in the use of the English language;  
(vii) Successful completion of an internal Functional Skills Test (FST) for HND/FdA 

students. All Top-up (Level 6) prospective students, will undergo a diagnostic 
review. 

(viii) Evidence of availability of finance. 
 

5.3. The College is committed to providing accurate and appropriate pre-entry information 
to support prospective students in order to ensure that they are able to make an 
informed decision about whether to apply. The College’s website and printed 
publications provide clear information and guidance on all entry requirements and 
grades (UK QC Chapter B2). 

5.4. The College welcomes applications from those with vocational qualifications, who are 
returning to education, who do not have the specified formal qualifications and those 
who are not applying directly from or within a year of leaving school or College, who 
have non-standard qualifications or who request work or life experience to be taken 
into account as part of their application.  

5.5. In addition to academic qualifications the College will consider whether the applicant 
is suitably motivated to successfully complete their chosen course. The College 
considers the personal statement and reference as additional supporting information.  

 
 

6. Confirmation:  
6.1. On receiving an application, the candidate will be issued with an acknowledgement 

within 10 working days. Applicant will be invited for interview within 5-10 days, 
provided the College has received full documentation. 

6.2. Where possible decisions will normally be made within 2 to 3 weeks and offers 
dispatched either electronically via online application system and/or directly through 
the post. Admission decisions made by the College for University programmes are 
provisional until the University formally approves the decisions. The final admission 
decision for the BTEC programmes rests will be made by Nelson College London, 
whereas the final admission decision for all LMU programmes rests will be made by 
the university. 



6.3. The College reserves the right to correct errors where they have been made in the 
communication of decisions and offers. However, an offer made in error where all 
conditions have been satisfied will only be withdrawn with the applicant’s consent. 

 

7. Admission to APL/RPL: 
 
7.1. Applicants may be considered through the accreditation of prior learning (APL), 

which may be certificated or experiential. Applicants must make an application for the 
APL to the admission officer. The Admissions Officer for the relevant course is 
responsible for advising the student on whether their previous learning might be used 
to replace part of their proposed course of study.  

 

8. Applicants with Disabilities and Additional Needs: 
 

8.1. The College is committed to achieving equal opportunities for all of its students and 
actively encourages potential students who may be disabled or who may have an 
additional need to make an application to study here. The College continues to 
ensure that disabled students meet their full academic potential and are not 
discriminated against either during the admissions process or in their subsequent 
time as students at the College by reason of being disabled or having an additional 
need. 

8.2. Students should ensure that they have sufficient information on which to base 
decisions about programme acceptance and necessary support. Whilst every effort 
will be made to accommodate an individual’s needs for support, in exceptional 
circumstances it may not be possible to make reasonable adjustments to enable a 
programme to be accessed. 

9. Entry requirements of BTEC Higher National Qualification: 
 
9.1. For learners who have recently been in education, the entry profile is likely to include 

one of the following: 
 

� An AVCE/GNVQ in an appropriate vocational area (eg Business, Hospitality and 
Catering, Travel and Tourism); 

� A BTEC National Certificate or Diploma in Business Studies, Hospitality Supervision, 
or a similar discipline; 

� A GCE Advanced level profile which demonstrates strong performance in a relevant 
subject or an adequate performance in more than one GCE subject. This profile is 
likely to be supported by GCSE grades at A* to C; 

� Other related level 3 qualifications; 
� An Access to Higher Education Certificate awarded by an approved further education 

institution; 
� Related work experience; 
� Mature learners may present a more varied profile of achievement that is likely to 

include extensive work experience (paid and/or unpaid) and/or achievement of a 
range of professional qualifications in their work sector. 

 
 
 
 



10. Entry requirements of Foundation Degrees: 
 
10.1. Both of the requirements (A and B) must be met: 
 
10.1.1. A) Applicants require a minimum of 4 GCSE passes at C (including English 

Language and Mathematics) or above or an equivalent qualification. 
 
OR  
 

A) Students who do not have relevant qualifications but have suitable industrial or 
external experience may be e eligible to enrol on the Foundation Degree. 

 
AND  
 
10.1.2. B) Students whose first language is not English are required to produce evidence of 

English language proficiency at IELTS: 5.5 or TOEFL (internet-based): 79 
equivalents.  

 
OR 
 

B) The candidates can sit for College’s onsite ELP Test (English Language 
Proficiency Test- which is similar to IELTS Test) and score 5.5 or above overall to 
meet the English language proficiency. 

 

11. Entry requirements of BA (Hons) Final Year Top-up degrees: 
 
11.1. The course has been designed for students who meet both of the requirements (A 

and B) below: 
 
11.1.1. A) Applicants require a minimum of an HND/FdA or equivalent qualification in a 

relevant subject.    
 
AND  
 
11.1.2. B) Students whose medium of study at HND/FdA or equivalent qualification is not 

English are required to produce evidence of English language proficiency at IELTS: 
6.0 or equivalents.  

 
OR 
 

B) The candidates can sit for College’s onsite ELP test and score 6.0 or above 
overall to meet the English language proficiency. 

 
11.2. Specific requirements 
11.2.1. In addition to the above, individual programmes within the College may set minimum 

entry requirements for levels of attainment, particularly in English Language and/or 
Mathematics. This information will be clearly stated within entry requirements for 
specific programmes. 

 
11.3. Other criteria 



11.3.1. In addition to academic qualifications, when selecting candidates, the College will 
also take into account information provided within the personal statement and 
reference, particularly where these reveals extenuating or mitigating circumstances 
which may have affected academic performance. 

 
11.3.2. The College recognises that applicants may have gained experience which in some 

cases may be deemed equivalent to formal qualifications and may take this into 
account when considering applications. Applicants should supply full details of any 
such relevant experience as part of their application. 

 
11.3.3. The College reserves the right not to consider an applicant for entry if the entrant has 

previously been withdrawn from the College on academic grounds or due to 
submission of fraudulent documentation. 

 
11.3.4. Any declaration of extenuating circumstance should be referred to the College’s 

Head of Academic Services for initial consideration. 
 
 

12. . Restrictions on Learner Entry for BTEC HND programmes: 
 
12.1. The majority of BTEC Higher National qualifications are accredited on the NQF for 

learners aged 18 years and over. Learners aged 17 and under cannot be registered 
for a BTEC Higher National qualification. 

 

13. English Language Requirement for BTEC HND Programmes: 
 
13.1. Source: “FAQs on English expectations”, site: 

http://qualifications.pearson.com/en/qualifications/btec-higher-nationals/about.html 
 
13.2. Students are expected to be able to demonstrate English language comprehension 

at a level equivalent to IELTS (International English Language Testing System) 5.5 
overall to be able to study BTEC Higher Nationals. 

 
13.3. The Pearson expectation of IELTS 5.5 applies to all students recruited to BTEC level 

4 and level 5 qualifications after 1st January 2015 (a higher expectation applies for 
level 6 and level 7). From September 2016 all students must score 5.5 in Reading 
and Writing and overall score must be at 5.5 or above. The College is required to 
satisfy itself that the students have been recruited with integrity and that they will be 
able to cope with the rigour of the programme. 

 
13.4. The College has adopted its own internal English test. It is for the College to satisfy 

itself that the student’s score is commensurate with IELTS 5.5, but the expectation is 
not limited to the use of IELTS. 

 
13.5. All students seeking admission for the Nelson College London courses (including EU 

and Overseas) are asked one of the following: 
 



1) To provide recent evidence that their command of reading and writing English is at 
5.5& 5.5 overall in IELTS. The expectation can be met using other English language 
tests such as Pearson PTE, City & Guilds, Cambridge and ESOL etc. 

2) Evidence of English language proficiency is not needed for students who have 
studied in English for the final two years of school (e.g. GCSE).  

3) Completed a school leaving qualification containing English, which Nelson College 
London considers to meet the CEFR B2 level in all four skills prior to the proposed 
date of enrolment. 

4) The College is permitted to adopt its own internal English language test to judge 
whether students meet this standard. It is for the College to satisfy itself that the 
student’s score is commensurate with IELTS 5.5 in Reading and Writing and overall 
score must be at 5.5 or above, but the expectation is not limited to the use of IELTS. 

 
13.6. The College reserves the right, in individual circumstances, to specify an additional 

language requirement for an applicant. 
 

14. Functional Skills Test 
 
14.1. All students seeking admission are required to go through the following tests and 

interview. The objectives of the functional skills test is to assess whether students 
possess the basic skills in English, Maths and IT and the objectives of the interview is 
to assess the candidate’s intention to study the programme.  

 
14.2. The functional skills test consists of a number of questions Maths, English and IT.   

This is followed by the College Admission Interview by the Registrar, or his/her 
nominated individuals, and Academic Team. 

 

15. Commitment to Fairness, Transparency and Consistency 

 
15.1. Information provision: ensuring that students are given up front, clear, timely, 

accurate and comprehensive information. 
  

15.2. Student research and application stage:  
 

 
15.2.1. To comply with the Consumer Protection from Unfair Trading Regulations 2008 

(CPRs), the College will provide prospective students with material information – 
including about the courses the College offers, the structure of courses, and the 
fees/costs. This should be given before students make a decision about which 
courses to apply to. This includes information given in writing, visually and verbally. 
The College should make sure this information is accurate and it should not omit 
important information that could affect students’ decisions.  
 

15.2.2. The information should be accurate, clear, unambiguous and timely, and should be 
given up front and is easily accessible – for example, via our website or prospectuses 
or handbooks or at open days.  

 
15.3. Offer stage: 

  
15.3.1. The CPRs and the Consumer Contracts (Information, Cancellation and Additional 

Charges) Regulations 2013 (CCRs) both apply at the offer stage. When an offer is 



accepted, the College and prospective student enter into a contract. To comply with 
both pieces of legislation the College should ensure that: 
  

15.3.1.1. It continues to provide important information to prospective students to inform 
their decisions about which offer(s) to accept (this obligation continues 
throughout your dealings with students);  
 

15.3.1.2. It draws prospective students’ attention to the College’s full terms and conditions, 
that these are easily accessible, and that you highlight particularly surprising or 
important terms;  

15.3.1.3. The College provides prospective students with the necessary pre-contract 
information under the CCRs at the latest before they accept an offer of a place on 
a course;  

 
15.4. Student enrolment stage:  

 
15.4.1. In any event, if it has been necessary to make any changes that affect material 

information (as defined in the CPRs), the College should ensure that it tells students 
about these at the earliest opportunity. 
 

15.4.2. Where a separate contract for educational services is entered into between you and 
prospective students on enrolment, and enrolment takes place on campus, you 
should ensure that you comply with the CCRs requirements for on-premises 
contracts – certain information must be provided if it is not already apparent in the 
context. If enrolment takes place at a distance, comply with the CCRs requirements 
for distance contracts (see above).  

 
15.5. To ensure a fair and consistent admissions process, the College will ensure that the 

following principles are adhered to: 
 

• All programmes will clearly state their entry criteria, including academic 
qualifications, along with appropriate experience and skills required for entry 

• Entry criteria will be easily accessible through our prospectus and the College’s 
website 

• Applicants will be informed in general terms how they can demonstrate their 
achievements (both academic and experiential) and motivation to study 

• The College will provide clear information on required entry grades or grade 
ranges.  

• When assessing the merit and potential of applicants, selectors may also take 
into account the context of academic achievements by reference to data on 
school performance. 

 
15.6. Where programmes include interviews or tests as part of their selection criteria the 

College will make this explicit to candidates and provide details on how the interviews 
will be conducted and the criteria used to select successful candidates. The College 
does not normally require candidates to provide additional written work to 



supplement an application, although in individual cases the College may request this 
and will explain the reasons for such a request. 

 
15.7. Feedback to applicants 
15.7.1. Entry to the College is competitive and for many programmes the College receives 

more applications than there are places so not every applicant will receive an offer of 
a place. Where candidates are unsuccessful, feedback will be available upon 
request. 

 
15.8. Late applications 
15.8.1. Later applications will be considered on an individual basis if there are still places 

available on the relevant programme. 
 
15.9. The application in context 
15.9.1. Evidence of contextual factors will not necessarily mean that preference will be given 

to candidates, as each case will be considered on its individual merits. However, in 
cases where there is clear evidence that contextual factors have affected 
performance and achievement, and where the applicant is able to demonstrate 
motivation and potential to achieve, the College will consider this as part of its holistic 
assessment of the application, and take it into account in deciding whether to make 
an offer, and the level of offer to be made. 

 
15.9.2. The College recognises that non-academic excellence adds value and that students 

who excel in non-academic areas (such as sport or music) can make a specific 
additional contribution to the College. We may therefore take into account non-
academic excellence in our offer-making process. 

 
15.10. Applicants declaring a disability 
15.10.1. The College would usually expect reasonable adjustments to have been 

made to assessments to allow it to consider academic achievement against the same 
criteria used for applicants not declaring a disability. However, if an applicant or 
referee feels that reasonable adjustments made during assessments were not 
sufficient to allow fair consideration of an applicant declaring a disability, this should 
be made clear as part of the application with supporting evidence provided if 
appropriate. The College will then consider this information when making a decision 
on the application. 

 
15.11. Responsibility of applicants in the application process 
15.11.1. It is the responsibility of applicants to provide full and accurate information in 

an application and to notify the College of any changes or corrections to the original 
application. 



15.11.2. By accepting an offer of admission, the applicant agrees to abide by the 
Rules and Regulations of the College. 

 
15.11.3. If any candidate decides to change their mind, they may cancel the contract 

by using the cancellation form provided with the offer letter without penalty within 14 
days of accepting the offer. If you wish to withdraw after the 14 days period, the 
candidates are required to contact the College admissions team 

 
15.11.4. In the light of additional information which was not available at the time of 

selection, an offer may be amended or, in exceptional circumstances, withdrawn. The 
College also reserves the right to correct errors where they have been made in the 
communication of decisions and offers. However, an offer made in error where all 
conditions have been satisfied will only be withdrawn with the applicant’s consent. 

 
15.11.5. The College reserves the right to exclude a candidate who is considered on 

justifiable grounds to be unsuitable for a place on a particular programme according 
to individual circumstances. 

 
15.12. The offer-making process 
15.12.1. Where a candidate has applied for one programme and is not successful, an 

alternative programme may be offered.  
 
15.12.2. An offer, whether conditional or unconditional, will be made in good faith 

taking into account information as supplied by the applicant and/or referee at the time 
of the application. In some circumstances, an offer may be conditional upon non-
academic requirements e.g. Police checks which are deemed satisfactory. 

 
15.12.3. The College will ensure that full terms and conditions are communicated to 

the candidate along with any pre-contract information. If the College is aware that 
changes will occur, this will be communicated to the candidate in the offer letter.  

 
15.13.  Enrolment Stage 
15.13.1. If the College make any changes during the enrolment period, prospective 

students will be notified at the earliest opportunity.  
 
15.14. Record keeping duties 
15.14.1. The College will keep admissions documentation for all students who 

enrol/register at the College for the duration of their studies and for six years after. 
 



16. Appeal against Admission Decision 

16.1. Any applicant who wishes to obtain feedback regarding the decision made in respect 
of his or her application for admission should contact the Admission Department for 
all programmes/courses.  

  
16.2. The College will accept an appeal against an admission decision only in 

circumstances where an applicant alleges and can provide evidence that prejudice or 
bias has influenced an outcome, or where it is alleged that procedural irregularities 
may have occurred during the admissions process. An appeal relating to academic 
judgment will not be entertained.  

 
16.3. Applicants seeking to make an appeal must do it in writing within ten working days of 

receiving confirmation of the application decision.  
  
16.4. Appeals should be addressed to the Admission Department, with accompanying 

evidence supporting the grounds of the appeal, in order that the case may be 
systematically reviewed. The relevant circumstances will then be investigated in full. 
An appeal hearing may be arranged if necessary. This will normally take place within 
ten working days of receiving the appeal. 

  
16.5. Should a mutually acceptable resolution not be reached through this process, the 

applicant can request for a final review of appeal by the Principal of the College, who 
will normally within ten working days issue a formal written judgement to the 
applicant. 

 

17. Tuition fee 

17.1. The students are liable to pay fees from the start date of their course of study. It is 
the student’s responsibility to pay the total tuition fees even if s/he relies on any form 
of student loans or sponsorship. Students will be personally liable to pay their course 
fees if a sponsoring authority or Student Loans Company fails to do so. Students who 
fail to pay their tuition fees when due will be subject to sanctions, which can include 
the termination of registration and/or transferring the outstanding fee liabilities to a 
third party. 

 
17.2. The tuition fee for each year is as stated in the offer letter.  The fee quoted may be 

revised each academic year.  Unless and otherwise stated, the fee quoted in the 
offer letter does not include any charges for residential accommodation, examination 
re-sits or retakes, extension to the designated period of study, or travelling expenses 
and other miscellaneous expenses which may be related to the course of study.  If 



students feel this classification to be incorrect it is their responsibility to contact the 
relevant Admissions Office.  

 
17.3. The College reserves the right not to refund any fee paid after enrolment with the 

College. Any refund of tuition fees and or reduction in tuition fee liability is at the 
discretion of Nelson College London. If a student is withdrawn/terminated after two 
weeks from the course commencement date, the following levels of tuition fee are 
payable: 

 
Termination/Withdrawal Date: Fee Liability: 
Within the first 3 months from the course 

commencement  
25% of the yearly fees  
 

Within the first 6 months from the course 
commencement  

50% of the yearly fees  

After 6 months of the course from its 
commencement  

100% of the year fees.  
 

 
17.4. Any student, who withdraws within the first two weeks, will be liable for 0% of the 

annual fee.  In the case of students who have discontinued their course of study, any 
refunds of tuition fees will only be made when the College has completed its 
procedures in relation to the withdrawal of student’s study at the College and where 
the student has followed the College’s withdrawal procedures. Backdated or 
retrospective withdrawals may not be accepted. 

 
17.5. The College reserves the right to institute legal proceedings in relation to non-

payment of course fees in accordance with the College’s Academic Fees 
Regulations. 

 

18. Disclaimer 

18.1. The College reserves the right to make variations to programme contents, entry 
requirements and methods of delivery, and to discontinue, merge or combine 
programmes, both before and after a student’s admission to the College, if such 
action is reasonably considered necessary by the College. 

 
18.2. In the event that, prior to the student commencing the first term of study, the College 

discontinues the programme, the student may either: 
 

• Transfer to such other programme (if any) as may be offered by the College, 
which the student is qualified subject to Principals approval. 

• Withdraw from the College without any liability for fees. 
 



18.3. If in these circumstances the student wishes to withdraw from the College and to 
enrol in a course at a different College, the College shall use its reasonable 
endeavours to assist the student. 

 
18.4. In an unlikely event if the College decides to leave or cease to deliver its higher 

education programmes the College will endeavour to take reasonable steps to 
protecting the students’ studies should the College decides to discontinue a course 
or discipline, close a location (building or campus) where a course is taught or close 
altogether. The College will be open and transparent should any risk to the continuity 
of the students’ studies arise and inform the students in a timely manner.  

 

18.5. The College will consider the views of student representatives before deciding to 
implement any substantial changes to any courses or discontinuing it or stop 
teaching a discipline or closing a location taking into consideration the needs of all 
our students and the impact on them of any proposed changes and protective 
measures.  
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