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TITLE:
ADMISSIONS AND GUIDANCE FOR STUDENTS WITH EXTENDED LEARNING NEEDS

PURPOSE:
To ensure that any applicant or student with an extended learning need receives the appropriate pre entry guidance and subsequent level of support.
RESPONSIBILITY:
The responsibility for carrying out the initial formal assessment of need lies with the Head of Student Support.


The responsibility for negotiating and agreeing the student’s learning support plan lies with the Head of Student Support.


The responsibility for implementing the learning support plan lies with the Head of Student Support and Equality and Inclusion Manager in liaison with the relevant lecturing staff / student support staff

The responsibility for monitoring / implementing the learning support plan lies with the Head of Student Support Equality and Inclusion Manager.


The responsibility for collating SFC returns lies with the Assistant Principal, Information Systems.

Responsibility for offering or declining offer of place lies with the Faculty Head.

DEFINITION:
Extended Learning Need

An Extended Learning Need as defined in the SFC circulars FE 1993 and FE 1/94

Flag


* Asterisk symbol on register insert / online attendance to denote that a student has an Extended Learning Need.

APPENDICES:
Forms

Student Support Pre-entry Form (ST-SSPE)


Student Support Pre-entry Continuing Student Form (ST-SSPEC)


Student Support Extended Learning Support Progress Review Interview (ST-SSELSPRI)

Student Support Extended Learning Needs Notification Form (ST-SSELN)

Reference Documents


Extended Learning Needs SFC Categories (ST-ELNC)
RELATED 


INFORMATION:
Policy 1:2 – Equality, Diversity and Inclusion

Policy 2:2 - Student Guidance

Policy 2:3 - Student Admissions


Procedure 1:2:1 – Equality, Diversity and Inclusion
Procedure 2:2:1 - Student Guidance (On Programme)
Procedure 2:3:1 - Student Admissions
Procedure 3:4:1 – Internal Assessment

SFC Circular FE 19/93


SFC Circular FE 1/94

DSA Form and Guidance Notes


Student Support Database
ORIGINATED

APPROVED
DATE

SLWG



1.0
IDENTIFICATION OF APPLICANTS WITH EXTENDED LEARNING NEEDS

1.1
To assist in ensuring that all students have a valuable and enjoyable learning experience it is essential that any applicant having extended learning needs is identified and receives the appropriate pre entry guidance prior to any offer / refusal of a place on a course / programme.

1.2
It is the responsibility of all relevant staff to ensure as far as possible that any applicant with extended learning needs is identified and referred to the Head of Student Support for specialist guidance and support prior to any offer / refusal of a place.

2.0
IDENTIFICATION DURING PRE ENTRY DISCUSSIONS

2.1
Any member of staff who identifies a potential applicant as having extended learning needs during informal pre entry discussions will:
2.1.1
Notify the Student Support Team by completing an Extended Learning Needs Notification form (ST-SSELN)
2.1.2
Arrange an appointment for the applicant with the Student Support Team.

2.2
The Student Support Team will offer a pre entry interview.

3.0
IDENTIFICATION FROM APPLICATION FORM

3.1
All application forms will be checked for identification of extended learning needs prior to the details being input to the college admissions system.
3.2
Any application form identifying that a student has an extended learning need will be forwarded to Student Support as per Procedure 2:3:1 Student Admissions.

3.3
The Student Support Team will offer a pre entry interview.

4.0
IDENTIFICATION AT ADMISSIONS INTERVIEW

4.1
Any member of staff carrying out an admissions interview will offer the applicant an opportunity to disclose a disability / extended learning support need.

4.2
Where such needs are identified the member of staff will: -

4.2.1
Carry out the admissions interview in accordance with Procedure 2.3.1

4.2.2
Notify the Head of Student Support by completing an Extended Learning Needs Notification form (ST-SSELN)
4.2.3
Arrange an appointment for the applicant with the Student Support Team.

4.3
The Faculty will reserve a place and postpone any decision regarding the offer / refusal of that place until the applicant has attended a pre entry interview with the Student Support Team and the outcome has been discussed with the delegated member of staff in accordance with Section 7 of this procedure.

5.0
INITIAL ASSESSMENT OF NEED

5.1
Any applicant identified as having extended learning need, will meet with a member of the Student Support Team prior to any offer / refusal of a place.

5.2
The member of the Student Support Team will:
5.2.1
Meet the applicant to carry out an initial assessment of needs
5.2.2
Record details on a Student Support Pre entry form (ST-SSPE)
5.2.3
Ensure that an E-AAAA form is completed for students who will be completing external examinations in accordance with Procedure 3:4:1 Internal Assessment

5.2.4
Liaise with other agencies as appropriate
5.3
On completion of the ST-SSPE the member of the Student Support Team carrying out the pre-entry interview will pass the form to a Student Support Administrator to enter appropriate details onto the Student Support Database.

5.4
The Student Support Administrator will forward a copy of the completed ST-SSPE form to the appropriate Faculty Administrator.

5.5
The Faculty Administrator will ensure that designated lecturers are made aware that a completed ST-SSPE form has been received.

5.6
Lecturers must either agree with the actions prescribed by the Student Support Team or notify the Student Support Team that the actions cannot be implemented.
6.0
CONTINUING STUDENTS

6.1
For continuing students a Student Support Pre entry Continuing form (ST-SSPEC) will be completed and Section Two of the original Student Support Pre entry form (ST-SSPE) will be reviewed and updated as appropriate.
6.2
On completion of the (ST-SSPEC) the member of the Student Support Team carrying out the pre entry interview will pass the form to a Student Support Administrator to enter appropriate details to the Student Support Database.

6.3
The Student Support Administrator will forward a copy of the completed ST-SSPE form to the appropriate Faculty Administrator.

6.4
The Faculty Administrator will ensure that designated lecturers are made aware that a completed ST-SSPE form has been received.

6.5
Lecturers must either agree with the actions prescribed by the Student Support Team or notify the Student Support Team that the actions cannot be implemented.
7.1
CONSULTATION WITH PARENT FACULTY

7.1
If required, before the student starts their course / programme, a member of Student Support Team will meet with a designated representative of the parent Faculty to discuss:
a)
the likely support requirements of the applicant

b)
the possible level of support available

c) the support requirements for staff
7.2
The findings will be recorded by a member of the Student Support Team.
8.0
ADMISSIONS INTERVIEW

8.1
This will be carried out strictly in accordance with college procedure 2.3.1 Student Admissions and the college Equality, Diversity and Inclusion Policy.

9.0
INTENTION TO OFFER A PLACE

9.1
If any servicing Faculty expresses concern regarding the offer of a place then the matter will be discussed at a meeting called by the Head of the Parent Faculty and attended by:

· A representative of the parent Faculty

· A representative from the servicing Faculty

· Head of Student Support

9.2
If it is decided to refuse a place then action will be taken in accordance of Section 10.0 of this procedure.

10.0
INTENTION TO REFUSE A PLACE

10.1
The delegated member of the Faculty Staff will:
10.1.1
Discuss and document the reasons for the refusal of a place with the Head of Student Support and / or Equality and Inclusion Manager and a member of the Student Support Team.

10.1.2
Arrange an appointment for the applicant with the Equality and Inclusion Manager and other appropriate staff to discuss further options.

11.0
ACCEPTANCE OF A PLACE

11.1
The Programme Co-ordinator / Section Leader in the parent Faculty will provide the Student Support Team with a timetable including the names of all the lecturing staff teaching on the course / programme prior to student induction.

11.2
The parent Faculty will ensure that necessary arrangements are made for the registration of the applicant. Student Support staff will provide additional guidance as appropriate.
11.3
The Student Support administrator will ensure that each student with an identified extended learning need is “flagged” on Unit-e 
11.4
The Equality and Inclusion Manager will liaise with all appropriate staff and with the Staff Development Officer regarding the identification and implementation of appropriate staff development.
12.00
IN COURSE GUIDANCE

12.1
The Student Support Team will liaise with all appropriate college staff in the implementation of Section Two of form ST-SSPE (Learning Support Plan).
12.2
The Head of Student Support will monitor liaison with external agencies.

12.3
A member of the Student Support Team will meet each student, to review the learning support plan, on a minimum of three occasions over the academic year. This will be recorded on form - Student Support Extended Learning Support Progress Review Interview (ST-SSELSPRI). These meetings will take place in October, February and May. (This will be in addition to the student’s guidance entitlement under college procedure 2:2:1 Student Guidance: On Programme)
12.4
The Student Support Team will lead the review process as prescribed in the learning support plan involving relevant lecturing / guidance staff as appropriate.
13.0
CONTINGENCY ARRANGEMENTS

13.1
In the absence of the Head of Student Support his / her role will be undertaken by a designated member of the Student Support team.
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