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Learners are
referred to the
Foundation
Learning Team
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Details are
forwarded to
M Craven

Assessment & Guidance Procedures

M Craven enters details onto Pro-Solution as an
enrolment for the current academic year to
include: learner name, contact details,
assessment and guidance enrolment code and
interview date and time and if attended

M Craven sets up
Applicant File to
contain:
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Documentation
received by the
College via ALS
Manager is forwarded
to the HC
Administrator
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Learner is required to
complete a Full Time
application form which
is to be forwarded to
the HC Admin Office
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Application File and documentation is passed to HC Administrator and filed

Application form is logged and forwarded to Admission to arrange an interview
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Application file is

prepared in advance of

Interview by the
HC Admin Team
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Learner attends interview and is offered a
conditional place on chosen programme.

Details of Tasters and

Enrolment events are

forwarded during May and July.
Learner enrols in August
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