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Admission Interviews Procedure

Section 1 - Introduction 
Purpose and Parent Policy

(1) This procedure outlines the steps by which an applicant who has successfully completed the Admission Application
Procedure is interviewed by the College with a view to determining their suitability for admission to a programme. This
forms part of the overall application process. This procedure implements the Admissions Policy. 

Responsibilities 

Applicant Responsibilities 

(2) The applicant is responsible for verifying their identity by providing valid photographic ID, that is either a passport
or a driving licence when they present for interview. 

(3) The applicant is responsible for their presentation, where required, and performance at interview. 

(4) The applicant is responsible for ensuring that any required technology used for the purposes of interview is
functioning correctly at the time of interview. 

Staff Responsibilities 

(5) The Admissions Office is responsible for providing the applicant with logistical and practical information about the
interview process. 

(6) The Admissions Office, in consultation with the relevant Programme Director or nominee, is responsible for
selecting a competent, knowledgeable and independent interview panel. 

(7) The Admissions Office is responsible for ensuring that all interviews are digitally recorded. 

Section 2 - Procedure 
Part A - Procedure for Interview 

Interview Panel Selection 

(8) The Admissions Office will select a minimum of two suitable interviewers from a panel that is appointed, trained
and maintained by the College. 

(9) The Admissions Office will also ensure that interview panels adhere to programme validation and external
accreditation criteria. 

(10) The interviewers are selected with the aim of ensuring the following criteria: 

Competence: determined by professional practice and work experience a.
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Independence: interviewers are required to declare any conflicts of interest and are re-assigned as requiredb.
Gender balance: to the extent that this is possible c.

Invitation 

(11) Applicants are invited to an interview by the Admissions Office. 

(12) When an Applicant accepts an invitation to interview, they are provided with logistical and practical information
about the interview procedure in the interview invitation. 

(13) When an applicant refuses an invitation to interview, and reasonable attempts have been made to accommodate
applicant requests, their application will be cancelled. 

(14) When an applicant has a non-excused absence from their scheduled interview, their application will be cancelled. 

(15) Applicants are provided with guidance in their interview invitation to aid preparation. 

Identity Verification 

(16) Upon commencement of the interview, the applicant will verify their identity by presenting a valid photographic
ID that is either a passport or a driving licence. 

Recording of Interviews 

(17) All interviews are digitally recorded.

(18) All interview data is retained and managed in accordance with the Personal Data and Records Policy. 

Interview Questions and Assessment 

(19) The interview may include questions guided by the competency-based requirements of the external body that
accredits the degree in question and is conducted using a rotating bank of interview questions under appropriate
headings, which may include: 

Personal skills a.
Familiarity with the prospective field of study b.
Familiarity with, and motivation to join, the profession in question c.
Competency in a language, where relevant d.

(20) The interview is assessed using a scoring matrix and specified grading criteria giving an overall interview score.

Recommendations 

(21) On completion of the interview process, the panel can make the following recommendations: 

Recommended: The applicant demonstrates the required competencies at interview to progress to the nexta.
stage of the admissions procedure. 
Not recommended: The applicant did not demonstrate the required competencies at interview to progress tob.
the next stage of the admissions procedure. 

(22) In some instances, the interviewers, may in consultation with the Programme Directors, or nominee, and/or the
Admissions Team, make a recommendation to the applicant around their application before making a recommended
or not recommended decision.  
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Outcomes of the Interview Process  

(23) Following the completion of the Admission Interviews Procedure, applicants that are recommended will progress
to the next stage of the admissions process or, where relevant, the Admission Offers Procedure applies.
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Status and Details

Status Current

Effective Date 11th September 2023

Review Date 11th September 2026

Approval Authority Quality Assurance Officer

Approval Date 11th September 2023

Expiry Date Not Applicable

Enquiries Contact Quality Assurance

Glossary Terms and Definitions

"Applicant" - An applicant is a person who has submitted an application to undertake a programme of study with the
College.


