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	Amends to wording, responsibilities, processes and procedures including turnaround time for application processing to reflect new systems and workflows. 
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	March 2026
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	Policy Statement

	West College Scotland will ensure that all student applications are responded to systematically and to the highest possible standard of customer care. The purpose of this policy is to ensure a prompt, consistent and accurate response to applications for all prospective College business with clear roles and responsibilities.

	Equality Statement

	The College is committed to providing equal opportunities to ensure its students, staff, customers, and visitors are treated equally regardless of gender reassignment, race, religion or belief; disability; age; marriage and civil partnerships; pregnancy and maternity; sexual orientation; sex.

Please note this document is available in other formats, to request another format please email info@wcs.ac.uk
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1. [bookmark: _bookmark0][bookmark: _Toc226621810]Purpose
To provide an operational framework for the fair and equitable recruitment and admissions of learners within the context of other supporting West College Scotland strategies and policies.

2. [bookmark: _bookmark1][bookmark: _Toc226621811]Policy Statement
West College Scotland will put in place arrangements for recruitment and admissions which will offer appropriate guidance, information, and support to achieve the best possible match between the individual learner’s needs, prior learning, and placement on a course. The College is committed to equality and diversity, and this will inform admission processes.

Where care experienced students are identified at application stage, additional consideration will be given for a guaranteed interview for the appropriate course.

3. [bookmark: _Toc226621812]Responsibilities
Senior Leadership Team – Director of Communications and Student Experience; Assistant Principal Quality and Enhancement; The Head of MIS and Data; Head of Student Experience; Head of Finance and Student Funding
· Ensure the policy is implemented, monitored, and reviewed regularly.
· Ensure strategic oversight of recruitment targets and inclusion outcomes.

Assistant Principals, Heads of Sector and Curriculum Quality Leaders (CQLs)
· Introduction and implement appropriate courses with levels, locations, and flexibility to maximise choice and opportunity for learners.
· Produce clear, accurate and comprehensive information on entry requirements, course content and progression opportunities.
· Provide programme-specific information, assess applicant suitability, and conduct interviews or assessments where required.
· Identify basic learning needs, recognise prior learning/experience, and plan support for those applicants with additional needs.
· Ensure decisions align with approved entry criteria and college capacity.
Recruitment and Admissions (R&A) Team 
· Lead external in-person recruitment activities (Schools and Opportunities Fairs).
· Lead co-ordination, administration and admissions activities.
· Provide full and prompt information to support potential applicants to find the course or programme best suited to individual learning needs.
· Coordinate and ensure reasonable adjustment within admissions processes.
· Liaise with CQLs to organise and manage appropriate selection and enrolment processes for full-time, part-time and short courses.
· Respond to enquiries and liaise with relevant staff to manage applications and invitations to attend for interview.
· Process applications in a timely and consistent manner.
· Update College Management Systems to ensure all relevant staff are informed of the status of enquiries, applications, interviews and offers of place for full time and school courses.
· Work with Curriculum to plan, deliver and monitor induction.

Marketing and Communications Team
· Liaise with Heads of Sector and CQLs to produce comprehensive course listings and descriptions.
· Allow customers to make informed choices and applications through for the College’s website and application portal.
· Ensure entry criteria is published for all programmes and based on the Scottish Credit and Qualifications Framework (SCQF) levels where appropriate.
· Produce accurate recruitment and publicity materials, marketing campaigns, and arrange open days and information sessions.
· Represent the diversity of our communities and target recruitment from priority groups.
· Plan programmes of recruitment activities in consultation with the R&A Team and relevant teaching teams, reporting to the Senior Leadership Team through the Director of Communications, Engagement and Student Experience.


Data Protection Officer
· Ensure that applicants and enrolled learners are informed of the requirements of the UK General Data Protection Regulations (GDPR) 2018 and the use made by the college and other external agencies of data collected on individual learners.

Finance and Student Funding 
· Provide applicants, learners and staff with general information on financial support, and specific information and advice to individuals.
· Provide tailored financial advice and support to successful applicants when relevant.

Enabling and Support Services
· Provide impartial guidance to applicants on course programme choice, progression options, funding, and support needs.
· Coordinate with R&A and Curriculum to support applicants with additional learning needs.

Applicants
· Provide accurate and complete information in application forms.
· Attend scheduled interviews or assessments.
· Engage in communications from the R&A Team and the wider College, including via the Application Portal (via website) and MyWest App.
· Withdraw applications if no longer required following the clear information offered on how to accept/decline offers.

4. [bookmark: _Toc226621813]Selection activity 
The College selection process will be adapted (wherever possible) to meet individual needs in relation to protected characteristics and individual circumstances (e.g. carers and care experienced applicants). The College will: 
4. 
· Work to process applications within 10 working days of an initial application being acknowledged.
· Aim to offer all applicants a conditional or unconditional offer for a course, although it may not be the one initially applied for. 
· Will refer applicants to the R&A team to explore other opportunities if a course does not meet the learning needs of the applicant, and no alternative level is offered within the curriculum area.
· Invite applicants for full-time and, where appropriate, school and some part-time courses to attend a selection activity if their offer is conditional.
· Communicate the outcome of the selection process to the applicant within 10 working days of the event.
· Ensure the selection activity is a two-way process to agree the best match of course to individual learning needs.
· Use a selection checklist to ensure that all key areas are covered. 
· Utilise a range of selection models to allow teaching teams flexibility in concluding this part of the recruitment journey. 
· Where appropriate, adapt the selection model to take account of individual needs, and adjust in line with legal obligations.
· Communicate the outcome of the selection process to applicants within 10 working days.
· Communicate offers of place, applications for financial support and childcare, and information on induction to applicants.
· Will generally not conduct selection processes for part-time, online and flexible courses but may discuss an applicant’s learning needs at enrolment or information sessions. Exceptions are courses with specific entry and/or legislative requirements.
· Seek to be as open to its communities as is practicable within resources available through its Access and Inclusion Action Plan and policies on inclusiveness. 
· Recognise that it has a duty of care to all learners, particularly those under the age of 16 years and those regarded as vulnerable learners. 
· Reserve the right to balance the needs of an individual applicant against the interests of the wider community which it serves. This may result in an application being rejected.
· Reported in line with the College Anti-Bribery and Corruption Policy any attempt to bribe, coerce or inappropriately influence a selection decision.


5. [bookmark: _Toc226621814]Enrolment and Induction
· The College induction programme will be planned and led by the Student Life Manager.  
· Pre-course induction models will allow flexibility in carrying out induction to meet individual course needs and modes of delivery. This will be supplemented by college-wide induction information.
· The Student Life Manager will liaise with Heads of Sectors, CQLs and course teams to lead, plan and organise arrangements for the enrolment process to meet the needs of different modes of attendance and other requirements.
· The induction process will be evaluated by the learners, the outcomes analysed by the Student Life Manager and course teams, and appropriate action agreed.

6. [bookmark: _Toc226621815]Guidance and Support
· Potential applicants can access impartial guidance on study options, and assistance with understanding entry criteria and suitable pathways, from the Student Advisory Service.
· Guidance and support will be provided to learners by course team staff during interview and selection, enrolment and induction, on-course, pre-exit and post-exit.
· Lecturers will provide first-line guidance to learners and will agree and plan support for any additional learning needs. This will be recorded on a Personal Learning Plan (PLP). 
· A lecturer may refer the learner to the Enabling Services Team for guidance and/or to meet additional learning and support needs. 
· Applicants can self-refer to Enabling Services either via their application form, by contacting the College directly or once on their course.  
· Where appropriate (especially for applicants under 18), parents/guardians/carers may be engaged in guidance discussions with consent.

7. [bookmark: _bookmark6][bookmark: _Toc226621816]Professional Development
Regular professional development will be organised for all staff involved in the College processes for admission, enrolment, guidance, and support.


8. [bookmark: _bookmark7][bookmark: _Toc226621817]Evaluation by the learner
Evaluation of the admissions, enrolment, guidance, and support processes will be managed by the Student Experience Team through the College’s Initial Experiences Survey and the Scottish Funding Council’s Student Satisfaction & Engagement Survey.

9. [bookmark: _Toc226621818]Review of Policy and Procedure
This policy will be reviewed every 2 years or sooner in response to regulatory changes or operational needs.

10. [bookmark: _Toc226621819]Documentation
This policy should be read in conjunction with the undernoted:
Access and Inclusion Action Plan 
WCS BSL Action Plan 2018-24
Recruitment and Admissions Stages at West College Scotland
WCS Terms and Conditions for Admissions
WCS Corporate Parenting Action Plan 



[bookmark: _Toc226621820][bookmark: _bookmark14][image: ]Appendix 1 - Equality Impact Assessment

Name of policy/procedure/decision: Recruitment and Admissions Policy 

Provide a brief summary of the aims of the policy/procedure/decision and main activities:

This Policy sets out the requirements in relation to student recruitment and admissions and where roles and responsibilities sit within the organisation. 

Assessed By:   Nathan Tyler    Date: March 2026

This stage establishes whether a policy, procedure or decision will have a differential impact from an equality perspective on people who share protected characteristics or whether it is “equality neutral” (i.e. have no effect either positive or negative).
The protected characteristics are: age, disability, gender reassignment, pregnancy or maternity, race, religion or belief, sex and sexual orientation.

1. Who will benefit from this (students/staff/stakeholders)? Is there likely to be a positive impact on people who share protected characteristics, and if so, how? Or is it clear at this stage that it will be equality “neutral”? i.e. will not have a differential impact on any equality group/s?
This Policy aims to assist the College in ensuring the proper consideration is undertake for all applicants to the College and should promote a positive, professional and caring ethos. This should result in a positive impact on the recruitment of students at WCS and will also assist staff at WCS. 

2.   Is there likely to be an adverse impact on people who share protected characteristics? 
If so, who may be affected and why? Or is it clear at this stage that it will be equality “neutral”?
It is not anticipated that this Policy will adversely impact people who share protected characteristics.  
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3.  What action will you take to ensure that you are monitoring the impact of this Procedure?
Any complaints about the implementation of this policy will be monitored.  We also monitor student retention and achievement rates with reference to protected characteristics and take action to address potential equality issues. 
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