ADMISSIONS DECISION MAKING AND PROCESSING – Roles and Responsibilities of staff involved.

The processing of applications for places on taught courses at The Robert Gordon University is a centralised function performed by the admissions teams within the Directorate of Student Recruitment (Admissions and International Office).  Applications for research positions are processed by the Research Degrees Office.  The process of selection or decision making on applications is performed by both the central admissions teams and academic selectors (or School based non-academic staff).  The majority of undergraduate selection decisions are made by the central admissions teams and the majority of postgraduate selection decisions have been made by academic selectors although central departments have been increasingly involved at this level as well. 

It is important to understand the role and responsibilities of both the central admissions teams and the academic selector.

Central Admissions:
· Initial Screening of Applications

The central admissions teams ensure all applications received are complete, requesting further information if necessary in order to fully assess the application regardless of whether the final selection is made by them or the receiving School/Department.  Central admissions screen the application, reviewing where appropriate the personal statements and references and act on any information contained within and follow-up on suspect fraudulent or plagiarised applications.  Where a criminal conviction or disability has been declared they will follow-up in line with the Criminal Convictions Policy or procedures agreed with the Disability and Dyslexia Service.

· Fee Status, Deposits  and Funding
Trained staff within the central admissions teams will assess all applications for fee/residency status in line with national guidelines and advise applicants of their status accordingly.  The admissions team will also assess eligibility for PSAS funding and allocate funded places to eligible applicants and advise SAAS accordingly.  The international admissions teams ensure compliance and provide advice on the University deposit and refund policies and procedures with regards to pre-payment of Tuition Fees.  

· Decision making
Central admissions teams agree entry criteria with Schools/Departments and when requested to do so, make full assessment of postgraduate and undergraduate applications to their courses.  In cases where the application does not fall into a predetermined category, the application will be forwarded to the academic selector for further assessment.  They will where possible give advice and direction to academic selectors on the suitability and equivalence of international or new domestic qualifications.

· Consistency checks 
Central admissions teams monitor decisions made by academics to ensure they adhere to requirements as stated within the Academic Regulations regarding admissions (e.g. English Language requirements, APEL) and the Admissions Policy thus ensuring they are fair, transparent and consistent.  Where there is cause to do so the application will be returned to the academic selector for re-assessment detailing the reason(s).  Where there is a conflict of opinion on the appropriateness of a decision the final decision shall be that of the Head of School or Dean of Faculty. 

· Decision Processing and Communication with applicants
The central admissions teams enter all decisions onto the Student database and where appropriate transmit decisions to other organisations (UCAS, CATCH).  The teams advise applicants of the outcome of their application and on the procedures for admission either electronically or by post as required.  They also send out other relevant information to applicants such as invitations to Applicant Days, funding information and enrolment information.

· Internal Communication and Reporting
The central admissions teams:

· monitor the number of offers made throughout the application cycle to maximise meeting of course targets and publish regular application statistics on the intranet.  

· ensure the turnaround of applications is in line with previously agreed KPI’s. 

· Provide ad-hoc reports for academic selectors if appropriate.  

· endeavour to meet regularly with and support Schools staff to ensure they are aware of admissions processes and procedures.  

· arrange an annual review of all admissions procedures and entry criteria to learn from previous performance, benchmark and strive to achieve best practice.  

The Admissions Manager and International Programmes Manager will ensure they are aware of all changes and developments within the HE sector which affect admissions processes and procedures and will ensure these are disseminated to all staff involved in admissions.

· Other
The central admissions teams assist 

· Assist with the production of University publications for prospective students including the prospectus.  

· Assist International Student Advisers with Orientation and Supported Enrolment for International Students.  

· Provide training to academic selectors in processes, procedures and policies associated with university admissions.
Academic selectors:
· It is critical that there is good communication between the academic selectors and the central admissions teams.  In particular, academic selectors should provide guidelines to central admissions teams on appropriate entry criteria or alternative qualifications when decisions are to be made centrally.  Agreement should be reached on the extent of devolved responsibility for selection decisions.

· Academic selectors must ensure they understand and adhere to University policies and regulations in relation to Admissions which includes not only the Admissions Policy but also the Equity and Diversity Policy and the academic regulations.  They must assess applications forwarded to them from the admissions teams in line with these policies.

· Academic selectors are required to ensure that any applicant offered a place with non UK qualifications has the equivalent of standard UK entry criteria by researching such qualifications or by checking NARIC or other suitable databases.  The admissions teams may be able to provide some advice but the final decision on suitability rests with the Head of School (normally delegated to the admissions selector).
· Selectors should liaise with central Admissions to ensure that central Admissions are kept informed of changes to the selector’s course admissions criteria, new courses / course cessations / start dates / mode of study etc as and when changes are made.

· Selectors pass all decisions back to central Admissions to be processed as appropriate to the type of application (Direct, UCAS, Online).  
