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OFFER OF ADMISSION TO PURSUE A POSTGRADUATE TAUGHT DEGREE FORM


GUIDELINES ON THE COMPLETION OF:

OFFER OF ADMISSION TO PURSUE A POSTGRADUATE TAUGHT DEGREE FORM

Purpose

This document provides guidance and definitions intended for Admissions Tutors and /or Heads of School, for completion of an ‘Offer of Admission to Pursue a Postgraduate Taught Degree’ form, which must be submitted to Registry for any Cardiff University offer to be processed. The form ensures official notification can be sent to the student detailing any conditions that may be required to be met, and ensures that all relevant details can be processed and held on the University Student Information Management System.

Process 

Regulations governing entry to postgraduate programmes of study are detailed in the Academic Regulations Handbook, which can be found online at http://www.cardiff.ac.uk/regis/sfs/regs/index.html 
All offers to pursue a postgraduate degree MUST comply with Cardiff University General Entrance Requirements and associated Senate Regulations as detailed in the Academic Regulations Handbook at: http://www.cf.ac.uk/regis/sfs/regs/index.html.
Exceptions to the University’s General Entry Requirements
All applicants for admission to a programme of study or research shall be required i) to meet the conditions of the University General entry Requirements and ii) to meet any particular requirements specified for the relevant programme of study or research.  In exceptional circumstances, Heads of School may authorise the admission of a student onto a programme of study where they fail to meet the University’s General Entry Requirements.  Heads of School must be satisfied that the applicant demonstrates equivalent skills, which are sufficient to meet the demands of the programme of study.  In such circumstances, the Head of School must countersign the offer letter (please complete Section D of the form). Where the offer is being made on the basis of relevant experience or skills, a copy of a reference provided by an appropriate academic or employer must be returned with the application and decision form. The reference must provide evidence of the experience or skills acquired.
Action to be taken by School 

It is the responsibility of the Admissions Tutor to complete the form overleaf with details of any offer made to any postgraduate taught degree applicant. In order to avoid any delays in processing, please ensure that you include the following when returning your decision to REGIS:


i) Completed Decision form (overleaf)

ii) Application form

iii) Copy of any certificates and transcripts for qualifications which the applicant has listed on the application form as having been achieved.

iv) A copy of a reference detailing the experience or skills acquired (where appropriate).

Specific guidance on the completion of the Form is provided below.
English Language Policy

The University English Language Policy states that ‘All prospective students at Cardiff University must demonstrate that their English language competence is at a level which allows them to cope with the demands of higher education and derive full benefit from their chosen programme of study’.  For EU and international students, the minimum requirement is IELTS 6.5 or equivalent.  Please refer to the English Language Policy detailed in the Academic Regulations referred to above.  Where the applicant does not meet the minimum University entry requirements for English Language, you can choose to:

i) add a requirement for the appropriate English Language qualification to the offer  
or

ii) 
confirm that you are satisfied the applicant has demonstrated equivalent English language skills sufficient to meet the demands of the programme in question and provide details of the evidence used to reach this decision.
School Signatures
The Admissions Tutor, under authority delegated to her/him by the Head of School, is confirming that the offer made complies with academic regulations in relation to Cardiff University’s General Entrance Requirements as detailed in the Academic Regulations Handbook at: 
http://www.cf.ac.uk/regis/sfs/regs/index.html.


The completed form and any relevant supporting documentation must be returned to: 

Admissions Team, Registry, 30-36 Newport Road, Cardiff, CF24 0DE

OFFER OF ADMISSION TO PURSUE A POSTGRADUATE TAUGHT DEGREE FORM

SECTION A: APPLICANT’S DETAILS

	APPLICANT’S LAST name
	

	APPLICANT’S First name(s)
	


SECTION B: OFFER DETAILS
	FULL PROGRAMME TITLE
	

	DURATION OF STUDY (PLEASE SPECIFY YEARS)
	
	MODE OF ATTENDANCE
	


START DATE
PLEASE SPECIFY MONTH AND YEAR OF ENTRY IN APPROPRIATE BOX BELOW



CONDITION(S) OF OFFER
PLEASE TICK AND SPECIFY BELOW
	UNCONDITIONAL
	
	
	CONDITIONAL
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SECTION C: SIGNATURE OF ADMISSIONS TUTOR (IN ALL CASES) 
Only the Admissions Tutor or Admin contact, under authority delegated to him/ her by the Head of School is permitted to sign this form.

	SIGNATURE
	                    
	Date
	

	PRINT NAME
	

	POSITION 
(e.g. admissions tutor/ named admin contact)
	


SECTION D: SIGNATURE OF HEAD OF SCHOOL 
REQUIRED IF THE APPLICANT DOES NOT MEET THE UNIVERSITY’S GENERAL REQUIREMENTS.
	SIGNATURE
	






	NAME
	
	DATE
	


The admissions tutor has discussed this applicants’ suitability for the above programme with me and I confirm that the offer is acceptable to the School.

If UNCONDITIONAL, please specify the qualifications, experience or skills used to determine the applicant’s eligibility to receive an offer (including English language qualifications):








If CONDITIONAL please:





Specify conditions to be included in the offer:











Specify the details of any other qualifications, experience or skills already achieved that were used to determine the applicant’s eligibility to receive an offer (including English language qualifications):




















OCT





SEPT





JAN





APRIL





JULY





YEAR OF ENTRY:





ENGLISH LANGUAGE PROFICIENCY 


If the applicant does not satisfy the requirements of the English Language Policy and if an English language requirement does not form part of the offer, please stipulate below the evidence used to determine that the applicant has sufficient English Language skills to meet the demands of the programme:














