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1 Introduction and Purpose  

 

The procedures described in this document refer mainly to prospective students 

intending to join programmes of study delivered on any of the main college campuses 

of DCG. The Student Journey Flowchart: College Based Students (see Appendix 1) 

provides further detail of the admissions process. Admissions for students with an 

Education Health and Care Plan (EHCP) and or on an apprentice, employment-

based and higher education programme have separate procedures, which are 

referenced in this policy and detailed in the flowcharts provided in the appendices. 

 

2 Operating Procedures  

 

The start of the student journey 

 

Step 1: Initial enquiries – The Marketing Officer – Schools Transitions, with support from 

the wider college team where relevant will attend and participate in many school 

events throughout the city and county. This may take the form of presentations to 

groups of students or being available to advise both prospective students and their 

parents/guardians at school events such as Parents Evenings, Industry Days and 

Options Evenings. 

 

DCG also has a presence at venues in Derby and Derbyshire at selected times 

throughout the year to provide information and guidance directly to members of the 

community. Students are provided with the opportunity to make initial enquires about 

learning opportunities at DCG and complete an online registration form. This enables 

DCG to send all enquirers the DCG prospectus and invitations to forthcoming 

information evenings and events.  

 

Step 2: Attend a (Virtual if required) Information Evening – the DCG admissions process 

starts with an information evening. These events are held throughout the year 

(November to June) and they provide the opportunity for potential students to find 

out about career routes, programmes of study, college facilities and services 

available.  



 

Student Services Advisers, College Careers Advisers and a wide range of teaching 

employees are available at the Information Evenings to provide information, advice 

and guidance. Details of the Information Evenings are published well in advance, in 

the full-time study prospectus, on the DCG website, in local schools and in the media.  

 

Step 3:  Apply to college – students apply online via the DCG website at: www.derby-

college.ac.uk. If students are unable to access the online system through schools or 

Connexions Centres, they can apply via telephone with the support of a Student 

Services Adviser who will complete the online application on their behalf. Following 

an online application submission, the student is sent an email acknowledgement. 

Following this, within ten working days from receipt of application, the Student Service 

Team will contact the student to invite them to attend an initial selection interview if 

necessary. Any student wishing to apply for A Levels is expected to submit a personal 

statement of no more than 300 words.  

 

Step 4: Selection Interview All students applying for a place on a DCG vocational 

study programme (excluding full cost short courses) are invited for a selection 

interview with curriculum employees and take place from November to July. The 

 DCG employee carrying out the interview completes a standardised online 

selection interview record which is used by all programme areas. The interview record 

allows the interviewer the opportunity to score the students responses to the questions 

being asked. Applicants are given the opportunity to answer the interview questions 

prior to attending the interview in college by accessing an online interview record link 

provided by Student Services. Instructions on how to access the interview record are 

provided in the interview invite letter. In this instance the interview question responses 

will be reviewed and discussed in greater detail when the applicant attends their 

interview appointment. All applicants can request reasonable adjustments prior or 

during the interview process.  

 

Decisions regarding college place offers will only be given when a selection interview 

has been undertaken and the results of literacy and numeracy screening (if 

applicable) have been received and considered by curriculum employees. Some 

faculty departments may decide to invite prospective students to undertake further 
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selection methods, for example, undertake a taster session, complete a personal 

statement prior to the interview or undertake further skills assessment before making 

decisions to offer a place. Students applying for technical qualifications will undergo 

selection processes which mirror those adopted in the related industry.  

 

A Level offers in the main will be based on the application details, predicted grades, 

and content of the interview record and personal statements submitted by 

candidates. However, A Level candidates may be invited for an interview if further 

discussion is required to inform whether an offer will be made. 

 

Students who wish to apply to college but are unsure of their career and programme 

choice can request advice and guidance from the Student Services Team. This is 

available via telephone or face to face in college. When the student is able to make 

a programme choice, they will submit an online application, and the Student Services 

Team will write to the prospective student with an invitation for a selection interview.  

 

Step 5: Receiving an offer – Following an offer being made, the Student Services Team 

will contact the prospective student to inform them of the outcome. The offer letter 

(electronic) will include a reply function to enable the student to confirm acceptance 

of the place.  

 

Applicants sharing their support need(s) will be contacted by the Learning Support 

Team prior to enrolment. This will overview the support that can be provided whilst 

they in attendance at college, such as, arranging specific resources or specialist 

equipment to aid, and what reasonable adjustments are required. For all applicants 

that share they have an EHCP the support team will make further assessment to ensure 

DCG can legally meet their needs. 

 

If it is not deemed appropriate that a student is offered a place on the programme 

they have applied for, the applicant will be offered further advice and guidance from 

the Student Services/Careers Team so that alternative progression routes at college 

can be considered. The Student Services Admissions Team can arrange further 

selection interviews when appropriate.  

 



Step 6: Faculty Events - During the year DCG has a number of faculty events where 

current students display work and/or skills. Applicants to a college programme will be 

invited to these events to provide the opportunity to visit the college campus and 

meet with current students.  

 

Step 7: IAG and Enrolment Events – Following GCSE results day in August, offers will be 

confirmed via the Online Enrolment System. Applicants will be asked to upload their 

awarded GCSE (or other qualifications grades) to enable curriculum teams to review 

if conditional offers have been met. Consequently, offers will then be confirmed or 

adjusted. If students do not meet the conditions of their offer, they may be offered an 

alternative programme of study or referred to the IAG Team to seek further support in 

choosing an appropriate study option. Advice and Guidance events will be available 

during August and September to enable students and parents to access support in 

making career and progression choices.  

 

Residency checks – any applicant who has not been a resident within the UK/EEA for 

the preceding three years must provide evidence of their eligibility to reside within the 

UK. Evidence must be presented in person unless otherwise stated in order to confirm 

authenticity of the evidence. Enrolment will not be allowed until this evidence is 

confirmed.  Evidence that an applicant may provide includes a Residency Permit, 

VISA within a passport, national identity card, immigration letter, letter from a local 

county council confirming care or living arrangements, a letter from a solicitor. All 

evidence provided must have a valid date and not be expired. Any evidence such 

as letters from the council or UK government will be dated within 1 year, and in some 

instances such as a residency application, not more than 6 months old. Out of date 

evidence, such as expired residency permits, VISAs or passports will not be accepted 

as proof of residency. A DCG Residency Form must be completed to accompany the 

evidence an applicant provides. A copy of the residency form along with a copy of 

the submitted evidence (e.g. a scan or photocopy of a residency card) must be 

taken and kept for future audit purposes.  

 

Late Applicants - open enrolment events (onsite/remote) at the end of August/start 

of September enable late applicants to enrol on college programmes. However, 

applicants are still required to go through a robust admissions process in order to assess 



their suitability for the career route and course of study. Late applicants will be 

required to undertake a selection interview and/or taster before a decision is made 

to accept an applicant onto a programme.  

 

Returning students to DCG (years one to two/two to three) will undertake a ‘Next 

Steps’ interview and complete a roll over enrolment form at the end of their previous 

academic year, in order to confirm their intention to return. Students wishing to apply 

for a next level up programme will have a ‘Next Step’ interview with the curriculum 

team. Progression on to year two or three of a programme or the next level up 

programme will be subject to satisfactory performance and behaviour by the student 

at the end of their first year/completion of study. The process is detailed in the Next 

Steps flowchart (see appendix) 

 

Existing DCG students who wish to progress onto a programme of study in a different 

curriculum area to their current one at college, are required to complete the online 

application form and will be invited by the Student Services Team to attend an 

interview with curriculum teams. Students who are applying for another programme 

of study at college will also be expected to undertake a selection interview. The 

process is detailed in the Next Steps flowchart (see appendix) 

 

Admissions procedure for Education Health and Care Plan (EHCP) students – all 

applications for EHCP students are firstly assessed by the Learning Support Team by 

the following steps: 

 

• The Local Authority (LA) will consult with DCG with the most recent version of 

the EHCP. 

 

• DCG must be consulted directly by the LA about the student’s proposed 

admission, based on the information in their EHCP. 

 

• DCG makes an assessment and shares with the LA, if DCG can legally meet 

an individual’s needs. (DCG follows the legal guidelines from the SEND Code 

of Practice and typically completes this assessment within 14 days).  

 



• All assessments are made considering the resource, facility and ability DCG 

has to meet and EHCP students’ individual needs.  

 

 

• Once the assessment is made, the EHCP applicant will be informed through 

their application account (InTouch).  

 

• If the assessment is successful, the EHCP applicant will continue to follow 

admissions process for a curriculum offer for their chosen area. 

 

Furthermore, any associated evidence will support the legal assessment of whether 

DCG is able to meet needs. Where an EHCP is outdated and does not reflect the 

young persons presented or shared needs DCG will ask the LA to provide further 

information, and the consultation process may be paused until the necessary 

information is provided. 

 

Enrolment cannot take place until DCG has been consulted by the LA and an 

assessment has been made; this may not be wholly in accordance with the EHCP, 

and the LA will be advised of any provision that cannot be delivered by DCG.  

 

Admissions procedure for apprenticeship applicants – applications for DCG 

apprenticeship programmes are processed by the Apprenticeship Team. 

Applications can be made online via the DCG website. The admissions procedure for 

employed and non-employed applicants are detailed in the Student Journey 

Flowchart: Apprenticeship Students (see Appendix 2).  

 

Admissions procedure for employment-based students – applications for DCG 

employment-based programmes are processed by the Business Development Team. 

The admissions procedure for employment-based students are detailed in the Student 

Journey Flowchart: Employment Based Students (see Appendix 3). 

 

Admissions procedure for higher education applicants – applications for higher 

education courses are processed by the Student Services Team in liaison with the 

Head of Higher Education.  



 

The procedure for admissions to higher education courses delivered by DCG and 

higher education courses which are delivered in collaboration with partner 

universities/awarding bodies are detailed in the Student Journey Flowchart: Higher 

Education Students (see Appendix 4). Further guidance notes can also be found in 

the following document - Higher Education Admissions Policy.   

 

Full cost short courses - applications can be made online via the DCG website or via 

telephone. The Administrators for short courses operates an immediate booking 

system which involves processing payments in direct liaison with all applicants for short 

courses.  

 

 



 
Appendix 1 - The Student Journey Flowchart: College Based Students 

 
 

 Appendix 2 - The Student Journey Flowchart: Apprenticeship Students 



 
 

  



 

Appendix 3 - Student Journey Flowchart: Employment Based Students 
 

  



 

Appendix 4 - Student Journey Flowchart: Higher Education Students 
 

  



 

Appendix 5 – Next Steps Process 

 

 

Next Steps Process (formerly known as Moving Up) 

March to June 
NB: Complete the process for all full-time college-based students – Entry Level to Level 3 excluding A Levels/Apprentices 

 

Students moving up to the 
next level of their 
programme of study 
(same curriculum area) 
 
• Entry Level 1 ➔ Level 2 

• Entry Level 2 ➔ Level 3 

• Entry Level 3 ➔ Level 1 

• Level 1 ➔ Level 2 

• Level 2 ➔ Level 3 

 

 Students moving to the 
same level in the same 
curriculum area 
 
For example: 
 

• Entry Level 1 to Entry 
Level 1 

• Diploma in Travel and 
Tourism moving on to 
the Diploma in Aviation 
Operations 

 
NB This does not include 
students returning to the 
second year of a Level 3 
programme 
 

 Students moving onto a 
different curriculum area in 
DCG 

 Student moving into a 
different training/FE 
provider 

 Student moving on to the 
second year of a Level 3 
programme 
 
NB This also includes 
students moving from a 90 
Credit to Extended 
Diploma (excluding A 
Levels) 

 Students due to complete 
their programme (any 
level) and intending to 
move onto one of the 
following: 
 

• Higher Education 

• Gap year 

• Apprenticeship 

• Employment 
 
 

 Students not sure about 
their next steps and needs 
advice 

 
 
 
 
 

            

Complete Next Steps 
interview record 
 
Step 1 
Step 2 
Step 3 
 

 Complete Next Steps 
interview record 
 
Step 1 
Step 2 
Step 3 
 

 Complete Next Steps 
interview record 
 
Step 1 
Step 2 
Advise student to 
complete application form 
on DCG website if not 
already done so 
 

 Complete Next Steps 
interview record 
 
Step 1 
Step 2 
Complete provider details 

 Complete Next Steps 
interview record 
 
Step 1 
Step 2 
Inform student they will be 
enrolled prior to the end of 
the summer term 

 Complete Next Steps 
interview record 
 
Step 1 
Step 2 
Complete details of 
intended destination 

 Complete Next Steps 
interview record 
 
Step 1 
Step 2 
 

 
 
 
 
 

            

• Data collected in CRM 

• Student Services will 
invite students who 
have been offered a 
place to enrolment 
events 

 
NB LLDD/Lexis will not be 
invited to main enrolment 
events 

 • Data collected in CRM 

• Student Services will 
invite students who 
have been offered a 
place to enrolment 
events 

 
NB Excluding LLDD/Lexis 
 

 Student Services will invite 
students to interview with 
chosen curriculum area 
 
Students offered a place 
will be invited to enrolment 
events by Student 
Services 

 Student services to pass 
data to relevant 
department 

 • Information Services to 
enrol and update EBS 
record 

• Student Services to 
produce ID badges 
which will be issued to 
curriculum teams for 
distribution in 
September 

 Student Services to pass 
data to relevant 
department 

 Student Services to 
provide advice 
 
Referral to Careers Team 
where appropriate 

 


