[image: belfastmetNoStraplineRGB]
 
Admissions (Direct Enrol) Process 2026-27 

	Process:                                            Admissions (Direct Enrol) Process 2026-27

	Scope of Process:
	Potential and existing students

	Process Owner:
	Learner Success

	Date Approved:
	27th February 2026

	Approved By: 
	Admissions & Enrolment Group

	Status:
	Current

	Publication Date:
	March 2026

	Process Review Date(s):
	Quarterly


[bookmark: _Toc402349071][bookmark: _Toc408568170][bookmark: _Toc418703072][bookmark: _Toc418703810][bookmark: _Toc453834483][bookmark: _Toc471727707][bookmark: _Toc502752572][bookmark: _Toc503724780][bookmark: _Toc5887539][bookmark: _Toc44278765][bookmark: _Toc44497900][bookmark: _Toc66873321][bookmark: _Toc66898265][bookmark: _Toc69477962][bookmark: _Toc69997689][bookmark: _Toc92977139][bookmark: _Toc315089452][bookmark: _Toc315089483][bookmark: _Toc315089564][bookmark: _Toc315089689][bookmark: _Toc345410110][bookmark: _Toc345410290][bookmark: _Toc345410316][bookmark: _Toc351972637][bookmark: _Toc352314638][bookmark: _Toc408567363][bookmark: _Toc408567451]
[bookmark: _Toc99915679][bookmark: _Toc133322463][bookmark: _Toc135040033][bookmark: _Toc135040522][bookmark: _Toc153550904][bookmark: _Toc156470043][bookmark: _Toc156471282][bookmark: _Toc156471920][bookmark: _Toc159317000][bookmark: _Toc163324395]Document History
Author:	Eileen Delargy, Admissions Process Controller

[bookmark: _Toc408568171][bookmark: _Toc418703073][bookmark: _Toc418703811][bookmark: _Toc453834484][bookmark: _Toc471727708][bookmark: _Toc502752573][bookmark: _Toc503724781][bookmark: _Toc5887540][bookmark: _Toc44278766][bookmark: _Toc66873322][bookmark: _Toc66898266][bookmark: _Toc69477963][bookmark: _Toc69997690][bookmark: _Toc92977140][bookmark: _Toc99915680][bookmark: _Toc133322464][bookmark: _Toc135040034][bookmark: _Toc135040523][bookmark: _Toc153550905][bookmark: _Toc156470044][bookmark: _Toc156471283][bookmark: _Toc156471921][bookmark: _Toc159317001][bookmark: _Toc163324396]Document Location
This document is only valid on the day it was printed.
[bookmark: _Toc315089453][bookmark: _Toc315089484][bookmark: _Toc315089565][bookmark: _Toc315089690][bookmark: _Toc345410111][bookmark: _Toc345410291][bookmark: _Toc345410317][bookmark: _Toc351972638][bookmark: _Toc352314639][bookmark: _Toc408567364][bookmark: _Toc408567452][bookmark: _Toc408568172][bookmark: _Toc418703074][bookmark: _Toc418703812][bookmark: _Toc453834485][bookmark: _Toc471727709][bookmark: _Toc502752574][bookmark: _Toc503724782][bookmark: _Toc5887541][bookmark: _Toc44278767][bookmark: _Toc66873323][bookmark: _Toc66898267][bookmark: _Toc69477964][bookmark: _Toc69997691][bookmark: _Toc92977141][bookmark: _Toc99915681][bookmark: _Toc133322465][bookmark: _Toc135040035][bookmark: _Toc135040524][bookmark: _Toc153550906][bookmark: _Toc156470045][bookmark: _Toc156471284][bookmark: _Toc156471922][bookmark: _Toc159317002][bookmark: _Toc163324397]Revision History
Date of this revision:  
	Revision date
	Previous revision date
	Summary of Changes
	Changes marked

	 13/02/2026
	 
	Updated to reflect 2026-27 Academic Year
	 No

	 
	
	
	

	 
	
	
	

	
	
	
	

	 
	
	
	


[bookmark: _Toc315089454][bookmark: _Toc315089485][bookmark: _Toc315089566][bookmark: _Toc315089691]
Distribution
[bookmark: _Toc345410112][bookmark: _Toc345410292][bookmark: _Toc345410318][bookmark: _Toc351972639][bookmark: _Toc352314640][bookmark: _Toc408567365][bookmark: _Toc408567453][bookmark: _Toc408568173][bookmark: _Toc418703075][bookmark: _Toc418703813][bookmark: _Toc453834486][bookmark: _Toc471727710][bookmark: _Toc502752575][bookmark: _Toc503724783][bookmark: _Toc5887542][bookmark: _Toc44278768][bookmark: _Toc66873324][bookmark: _Toc66898268][bookmark: _Toc69477965][bookmark: _Toc69997692][bookmark: _Toc92977142][bookmark: _Toc99915682][bookmark: _Toc133322466][bookmark: _Toc135040036][bookmark: _Toc135040525][bookmark: _Toc153550907][bookmark: _Toc156470046][bookmark: _Toc156471285][bookmark: _Toc156471923][bookmark: _Toc159317003][bookmark: _Toc163324398]This document has been distributed to:
	Name
	Date of Issue
	Version

	 Admissions & Enrolment Group
	20th February 2026
	Draft

	 Published on College and Staff Internet
	March 2026 
	v1

	 
	 
	

	 
	 
	


[bookmark: _Toc315089455][bookmark: _Toc315089486][bookmark: _Toc315089567][bookmark: _Toc315089692][bookmark: _Toc345410293][bookmark: _Toc408567454][bookmark: _Toc408568174][bookmark: _Toc418703076][bookmark: _Toc418703814][bookmark: _Toc471727711][bookmark: _Toc502752576][bookmark: _Toc503724784][bookmark: _Toc5887543][bookmark: _Toc44278769][bookmark: _Toc66873325][bookmark: _Toc66898269][bookmark: _Toc69477966]
Contents

Section A: Scope	4
Section B: Enrolment Eligibility Requirements	4
Section C: Underpinning Admissions at Belfast Met	5
Section D: Enrolling at Belfast Met	10

[bookmark: _Toc64981061]
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Section A: Scope
1.0 [bookmark: _Toc163324400]Scope
This procedure applies to part-time courses with no academic course entry requirements.  Courses are marked as Enrol on course listings.
All courses within Belfast Met are delivered and assessed in English, apart from language specific courses. 

[bookmark: _Toc163324401]Section B: Enrolment Eligibility Requirements
[bookmark: _Toc163324402]2.0    	Minimum Age Requirements
Students must be at least 16 years old by 1 July 2026 to enrol at Belfast Met. This is set out in the Further Education (NI) Order 1997.  Exceptions to this are the arrangements under formal School-College Partnerships – potential students can contact Belfast Met or their own post-primary school to check if this arrangement might be available to them. If potential students have completed Year 12/Form 5 in school but will not be 16 years old by 1 July 2026, they should contact the Education Authority NI for further advice at info@eani.org.uk or tel. 02890 564000.

3.0 [bookmark: _Toc163324403]Excluded status
Current or past students who are already excluded from attending the College as a result of a disciplinary process are excluded from the admissions and enrolment process.

[bookmark: _Toc163324404]4.0    	Right to Study
[bookmark: _31.4_Right_to]Belfast Met is required to satisfy United Kingdom Visa and Immigration (UKVI) requirements relating to status and to inform the fees assessment process.  Enrolments are processed in accordance with United Kingdom Visa & Immigration (UKVI), Belfast Met’s International Admissions procedures and any special requirements set out by our Partner Universities.   Enrolling students must provide proof of identity, appropriate residency duration and Right to Study in the UK before enrolling onto a course.  Current advice to students is available here.  Where students have to leave a course due to compliance issues, there will be no refund.  
[bookmark: _Toc163324405]5.0 	Proof of identity
Enrolling students must provide proof of identity before enrolling onto a course.  Proof of identity is required to satisfy the following:
a) Verify that the student is who they say they are
b) Make sure the correct fees are calculated
c) [bookmark: _Applicant_and_Student][bookmark: _Toc163324406]Satisfy UKVI of identity	



Section C: Underpinning Admissions at Belfast Met

6.0 [bookmark: _Toc163324407]Course information
Course related information including academic and other course entry requirements is available from the following using a range of sources:
· using the course search facility on the College website
· the course details pages on the College website 
· digital prospectuses and course booklets downloadable from the College website;
· hard copy course booklets and leaflets available from campuses
· contact the College using email studentportal@belfastmet.ac.uk and telephone number 028 90265 265
· School Support teams using contact details provided on course details page and other communications
· Belfast Met’s Careers & Employability Service; 
· NI Careers Service;
· Campus Administration offices located in Titanic Quarter, Millfield and Castlereagh campuses.

7.0 [bookmark: _Toc163324408]Admissions Policy
The aim of the Admissions Policy is to ensure that the College is fair and transparent in our student recruitment practices so that all students have an opportunity to avail of our courses. We seek to ensure that our recruitment practices do not directly or indirectly, disadvantage any particular group and are accessible to everyone.
It is College policy to promote equality of opportunity and good relations. This means that we will provide equality of access to all, irrespective of gender (including gender reassignment), marital or civil partnership status, having or not having dependents, religious belief or political opinion, race (includes colour, nationality, ethnic or national origins, Irish Traveller), disability, sexual orientation, or age.
The Admissions Policy is available on Belfast Met’s website at https://www.belfastmet.ac.uk/media/4k5ki10q/admissions-policy.pdf 
[bookmark: _Toc128057321]
[bookmark: _Toc163324409]8.0  	Change Control Process
A Change Control Process exists to ensure that changes to the Admissions & Enrolment Process are considered, approved where appropriate and the change applied in a fair and transparent manner.  



9.0 [bookmark: _Toc163324410]Accessibility
Belfast Met endeavours to make the admissions and enrolment process accessible for everyone.   This includes access to information and our sites.  

Admissions and enrolment related information can be provided in different formats on request by contacting Corporate Development, Belfast Metropolitan College, Integrated Shared Services Centre, 398 Springfield Road, Belfast, BT12 7DU.

Potential students are encouraged to contact us on email studentportal@belfastmet.ac.uk or telephone 028 90265 265 if they have concerns about visiting our sites in-person, require extra support or discretionary arrangements are required during the application process.   
[bookmark: _Toc99915722][bookmark: _Toc133322505][bookmark: _Toc135040568]
[bookmark: _Toc128057323][bookmark: _Toc163324411]10.0  	Communicating with potential and existing students
Potential and existing students must be communicated with in an appropriate and timely manner.  A variety of methods are used to communicate with students – text, letter, email and telephone call.  

Communication templates exist for each stage in the enrolment process.   It is essential that all students are communicated with using formally approved communication templates.  Line Managers must approve changes and/or customisation to templates in advance.  

[bookmark: _Toc66898284][bookmark: _Toc69477981][bookmark: _Toc69997707][bookmark: _Toc98151145][bookmark: _Toc99915695][bookmark: _Toc133322478][bookmark: _Toc135040048][bookmark: _Toc135040537][bookmark: _Toc163324412]11.0  	Section 75 Monitoring Information
Monitoring information is required by Belfast Met to facilitate the monitoring and checking of procedures to assure fairness, as required by Section 75 of the Northern Ireland Act 1998. It is held in accordance with relevant data protection legislation.  Learner information will be held securely, with access limited to those who need to see this for monitoring purposes. It will be held in accordance with data protection legislation.  The College Privacy Notice provides further details on how Belfast Met processes student data. This is available at https://www.belfastmet.ac.uk/about-us/corporate-information/privacy-policy/
[bookmark: _Compliance_and_Governance][bookmark: _College_Processing_Calendar][bookmark: _Toc503724787][bookmark: _Toc5887547][bookmark: _Toc44278777][bookmark: _Toc44497912]
[bookmark: _Toc163324413]12.0  	Equality and Diversity
Belfast Metropolitan College believes that everyone has a right to study in a harmonious welcoming environment. The College is committed to creating and ensuring an atmosphere where learners, customers, staff, governors and other stakeholders celebrate equality and diversity in all activities. 
For further information please visit the Equality and Diversity page on our website at https://www.belfastmet.ac.uk/about-us/corporate-information/equality-and-diversity/   
[bookmark: _Toc503724788]
[bookmark: _Toc5887548][bookmark: _Toc44278778][bookmark: _Toc44497913][bookmark: _Toc163324414]13.0  	Belfast Met Terms and Conditions for Enrolment and Application
[bookmark: _Toc503724791]The Terms and Conditions for enrolment and application apply to all potential and existing learners.  Potential students are encouraged to read the Terms and Conditions available at https://www.belfastmet.ac.uk/media/4k5ki10q/admissions-policy.pdf before enrolling onto courses. 

[bookmark: _Toc5887552][bookmark: _Toc44278779][bookmark: _Toc44497914][bookmark: _Toc163324415]14.0  	Compliments and Complaints
Belfast Met is committed to providing the highest quality of service to all our customers. If a customer is not satisfied with the quality of service provided by the College or college staff, they have the right to complain.   Any complaint will be dealt with fairly, effectively and confidentially.  Customers are referred to the College ‘Complaints and Compliments Policy’ available on the College website at https://www.belfastmet.ac.uk/about-us/corporate-information/public-documents

[bookmark: _Toc44278780][bookmark: _Toc44497915][bookmark: _Toc163324416]15.0  	Student Criminal Disclosure
In line with the College’s Student Criminal Convictions Disclosure Policy, applicants who have had a criminal conviction may need to tell us about it by completing a disclosure form. You can find the forms and guidance on how to complete them in the student criminal disclosures section of our website https://www.belfastmet.ac.uk/life-at-the-met/students-support/student-criminal-disclosures/   Most applicants with a criminal conviction will need to fill in form CDF1 to tell us about their unspent convictions only.
Applicants for courses including teaching, healthcare, social work, counselling, or any other profession or occupation which involves working with children or adults at risk, need to tell us about their criminal convictions by filling in form CDF2. 

Disclosure does not usually prevent an applicant from being able to take up a place at Belfast Met. If an applicant does not disclose, and the College later finds out about their conviction(s), they may be refused a place or asked to leave their course. Criminal records checks are carried out via AccessNI before a student can go on any work placement, so it is important to make full disclosure when applying for a course.

All applicants/students who have ongoing legal proceedings for crimes involving safeguarding or child protection matters must tell us about them by filling in a student criminal offence(s) disclosure form.  If you are convicted of a criminal offence after you have applied to the College, you must also tell us about this by filling in a student criminal offence(s) disclosure form.

[bookmark: _Toc163324417]16.0 	Validity of enrolment
[bookmark: _Toc43931590][bookmark: _Toc44278799][bookmark: _Toc44497934][bookmark: _Toc66873360]Enrolment is only valid for the stated academic year and period.  

[bookmark: _Toc44278783][bookmark: _Toc44497918][bookmark: _Toc163324418][bookmark: _Toc5887565]17.0  	Payment of Fees
Belfast Met operates within a very strict protocol of financial procedures.    Tuition fees apply to the College financial year beginning 1 August 2026 and ending on 31 July 2027 and are chargeable in each year of study. Tuition fees are payable in full at the time of enrolment and can comprise course fees, registration fees or any other charge relating to the course.  Payment is accepted by cash, credit/debit card (Visa, MasterCard), direct debit or World Pay.  

Students are advised to read the Belfast Met Fees and Charges Policy 2026-27 before enrolling onto a course.  The Belfast Met Fees and Charges Policy 2026-27 is available on the college website at https://www.belfastmet.ac.uk/media/1nlh1jth/fees-and-charges-policy-2026-2027.pdf   The policy contains important information relating to fees, charges and payment of fees. 

Students with outstanding debt are placed on the HOLD progress code.  Students with outstanding debt to the College cannot progress until debt is settled in full.  
[bookmark: _Toc5887569][bookmark: _Toc44278785][bookmark: _Toc44497920]
[bookmark: _Toc163324419]18.0  	Student ID Cards
Students enrolling onto a course are provided with a student ID card.  The card contains a student photograph and allows access to the buildings and photocopying facilities.  The student id is also available in digital format using the Engage app.  

Anyone wishing to have their photograph taken in a private area due to cultural reasons can be facilitated and should speak to a member of staff.

[bookmark: _Toc163324420]19.0    Course Closure, Suspension and/or Substantial Change 
Course closures are managed through Belfast Met’s Course Change/Closure procedure, available at https://www.belfastmet.ac.uk/media/5cuhafw0/closure-suspension-change-procedures-all-programmes.pdf 

[bookmark: _Toc163324421]20.0   Right to Cancel
Belfast Met’s Admissions and Enrolment Process adheres to relevant consumer protection legislation. This ensures you are protected as a ‘customer’ of the College.

If you enrol on a course, you have the ‘Right to Cancel’ within 14 days of enrolling.  Your contract with the College begins when you enrol for a course at Belfast Met. 

If you wish to cancel or withdraw after enrolling on a course, you must complete the online Cancellation Form also available on the How to Enrol page of our website at https://www.belfastmet.ac.uk/part-time/how-to-enrol/ within 14 days of enrolment.  If you cancel or withdraw and have not attended class within the 14-day period, any advance payment or deposit paid will be refunded in full. 

[bookmark: _Toc503724797][bookmark: _Toc5887556][bookmark: _Toc29207365][bookmark: _Toc44278788][bookmark: _Toc44497923][bookmark: _Toc66873353][bookmark: _Toc66898299][bookmark: _Toc69477996]Please also refer to the Tuition Fees section of our website for further information on Refund Policy or Withdrawals from a Course, including payment of tuition fees by the Student Loan Company.

[bookmark: _Toc163324422]21.0    Cancellation of Course Before it Starts
The College will make every effort to run the advertised courses and programmes.  However, all courses must have a minimum number of students to run and, on occasions, some classes may be combined. 

If the minimum number of students on a course is not reached, the College reserves the right to withdraw the course or a specific course element.  In other cases, classes may have to be cancelled. Course closures will be managed through Belfast Met’s Course Change/Closure procedure which can be found on the Public Documents page of our website www.belfastmet.ac.uk 

[bookmark: _Toc163324423]22.0 	Support Services
Anyone considering applying to the College should visit the Life at the Met available on Belfast Met’s website at https://www.belfastmet.ac.uk/life-at-the-met/ 

This section provides potential students with some essential information about life at Belfast Met. Potential students can explore the campuses, check out the library services, and find out about a wide range of Student Support available.

















[bookmark: _Toc163324424]
Section D: Enrolling at Belfast Met

23.0 [bookmark: _Toc163324425]   Timeline of Belfast Met Admissions 
Each year, the opening date for direct is published on the College website.  Enrolment remains open until the class is filled or the start date has passed.  

If the course is already filled, potential students will be added to the waiting list and contacted if a place becomes available.  

Anyone wishing to enrol onto a course with no entry criteria after the course start date must seek permission from the College before enrolment can progress.

[bookmark: _Toc163324426]24.0     Tracking an enrolment
[bookmark: _11.1_EBS_Student]  Each stage of the enrolment process is recorded using a series of progress codes.
	Progress code
	Long description

	CNCLA
	Student record has cancelled by Belfast Met

	ENROL
	Enrolled

	HOLD
	Enrolment is on hold due to issue such as outstanding debt.

	OLPP
	Potential student has booked a place online with payment pending

	PEND
	Potential student has booked a place online – payment of fee is pending

	STOP
	Criminal Conviction Disclosure in progress

	WAIT
	Waiting List

	WITHDA
	Student has withdrawn application


[bookmark: _Toc315089457][bookmark: _Toc315089488][bookmark: _Toc315089569][bookmark: _Toc345410295][bookmark: _Toc503724794][bookmark: _Toc5887554][bookmark: _Toc29207362][bookmark: _Toc43064163][bookmark: _Toc43064463][bookmark: _Toc43892524]
[bookmark: _Toc66873377][bookmark: _Toc66898334][bookmark: _Toc69478031][bookmark: _Toc69997757][bookmark: _Toc99915740][bookmark: _Toc133322523][bookmark: _Toc135040586][bookmark: _Toc163324427]25.0    Enrolment Methods
	The table below provides an overview of enrolment methods.
	Method
	How
	Payment Of Fees
	Concessions & Discounts
	Direct Debit Facility* 

	Online
	Via college website
	Learner creates an online account.  Fees must be paid online within 3 working days 
	A learner can select the concessionary rate.  They are asked to upload evidence which is monitored and checked by campus.  Student request refund upon production of evidence.
	N/A

	In-person
	Campus Administration
	At time of enrolment
	At time of enrolment upon production of evidence.
	Can be set up at time of enrolment

	Telephone
	028 90265 265 
	At time of enrolment
	Full fee payable.  Student request refund upon production of evidence.
	N/A

	Postal
	Post to Campus Administration
	At time of enrolment
	At time of enrolment upon production of evidence.
	Can be set up at time of enrolment


[bookmark: _Toc163324428]
26.0 	Contact details
Students must ensure that their contact details are kept up-to-date.  Communication is mainly via email and mobile telephone number.

[bookmark: _Toc43892528][bookmark: _Toc43931595][bookmark: _Toc71576520][bookmark: _Toc163324429]27.0	Additional Support & Discretionary Arrangements
Additional support and discretionary arrangements are available for anyone who experience difficulty during the enrolment process.  Potential students may be provided with hard copy enrolment forms on request and/or visit the campuses to enrol in person.   College Libraries currently act as a Help Hub to support those who may be unable to enrol
online.  Front facing staff will advise potential students on available discretionary options.

· Instructions for online enrolment are available here. 
· Hard copy enrolment forms are available and provided where appropriate e.g. discretionary circumstances.

[bookmark: _Toc163324430]2.3     Enrolment Eligibility Check	Fees can be paid using
21
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