Policy and procedure for providing feedback to undergraduate applicants who do not receive an offer of a place
To be read in conjunction with Loughborough University’s Admissions Policy
Applications

Applications for undergraduate degree courses should be made through UCAS between 1 September and 15 January.  

Applications received at UCAS by the closing date will receive equal consideration, which may sometimes mean a delay in responding to some applications to ensure fair treatment for all applicants.

Applications received after the closing date for some high demand courses may not receive the same level of consideration, depending on whether places are still available on the degree.

In the months of November, December, January and February the University receives a high volume of applications, so it is likely that response times will be slower at this time of year than at others.
Assessment
Once the University receives an application, it is assessed by a Departmental Admissions Tutor or Admissions Assessor.  The assessment is made on a range of criteria, including:

· Prior academic achievement, for confirmation that applicants meet the University’s general entrance requirements

· Evidence that applicants are taking the correct subjects at A level or an equivalent qualification
· Likely achievement in A levels or equivalent qualification – confirmation that applicants are likely to achieve grades close to the entry requirements for the degree
· Applicant’s academic reference
· Applicant’s personal statement
In accordance with the University’s Admissions Policy, applications for all degree programmes are subject to thorough and careful assessment before a decision is made whether a conditional or unconditional offer can be made. 

In some cases the Academic Department will ask applicants to an interview before they make an offer.  This is normally the case where a portfolio or some further evidence of particular aptitudes or skills is required.

The University publishes its minimum entry requirements and other assessment criteria as widely as possible in its printed and on-line prospectus, departmental websites and UCAS Entry Profiles.  Applicants are encouraged to become familiar with this information before submitting an application to the University.

Communicating the Decision
If a decision is made to offer a place, the University sends the applicant a letter setting out what academic qualifications and grades they will need, together with other information on fees and finance, accommodation and guidance for parents/guardians.  The offer details will also be communicated to UCAS and appear on UCAS Track.
If the student is resident in the UK they will normally be invited to visit the University before replying to the offer.  This will give applicants the opportunity to talk to members of staff and current students, look around the Academic Department in which they will be based and the rest of the University.

Feedback on Decisions
Where the University is unable to make an offer, it does not routinely inform applicants directly.  The decision is communicated to the applicant via UCAS, and is visible on UCAS Track.

If an applicant is unsuccessful in receiving an offer and wishes to seek feedback about the decision, they should follow the procedure below:

1.
An informal approach should first be made to the Undergraduate Admissions Office, who may be able to explain quickly why it was not possible to make an offer.  This approach may be made by telephone or email.  It is our experience that in the vast majority of cases, applicants receive sufficient guidance from the Undergraduate Admissions Office to be satisfied.
2.
If, after the initial approach, the applicant would like further clarification of the reason why their application was unsuccessful, they should request this by writing to the Undergraduate Admissions Manager.  This may take the form of an email or posted correspondence.  Their full name and UCAS personal ID number should be quoted on all correspondence.  If the applicant feels that they are able to present significant additional information in support of their  application which was not apparent in their original application, this should be included.
3.
The Undergraduate Admissions Manager will undertake a review to ensure that the decision was made fairly after a full and proper consideration of the application, that it was justified, and made in line with the University’s Admissions Policy.

A response will be made in writing to the applicant as soon as possible.  It is possible that at times of peak workload, during the months of December and January it may not be possible to give a full response immediately, in which case the applicant will be informed of the time frame in which they can expect to receive a formal response.
4.
In all cases the University will only correspond directly with the applicant, not a third party, for example the school or college or parents/carers, unless express permission has been given by the applicant to communicate with the third party about his/her application.  The Undergraduate Admissions Office will, however, be pleased to provide information on general admissions procedures to third parties.

5.
If the applicant is still dissatisfied with the response from the University, or wishes to make a formal complaint about some other aspect of the treatment of his/her application, he/she should do so in writing to the Academic Registrar within ten working days of receiving the written response, setting out clearly the grounds on which the complaint is based, the response received from the University so far, and why he/she continues to be dissatisfied.
6.
The Academic Registrar will conduct a thorough review of the case, in conjunction with the relevant selection staff and the Student Recruitment and Admissions Manager, and where appropriate the Head of the Academic Department, and will make a final decision on behalf of the University.
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