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[bookmark: _Toc230683429]Section A: Scope
1.0 [bookmark: _Toc167113735][bookmark: _Toc230683430]Scope

This process applies to the Level 6 Top Up BA (Hons) Professional Practice in the Creative Industries.


[bookmark: _Toc230683431]Section B: Course Entry Requirements
[bookmark: _Toc167113738]Only applicants who meet or are likely to meet entry requirements by the course start date will progress. Evidence must be provided (e.g. certificates, transcripts or official confirmation).
 
2.0	Academic Course Entry Requirements

            Applicants must already have, or achieve by the course start date:
· a Level 5 Distinction aligned to one of the approved subject areas:
o	Film & TV Production 
o	Music
o	Games
o	VFX/3D Animation
o	Graphic Design & Illustration
o	Photography
o	Sports Journalism
o	Broadcast Journalism
o	Acting
o	Esports

Where subject relevance is unclear, applications will be referred to a panel who will review the module content on the level 5 programme to confirm closest subject area suitability to those listed above.  In cases of under‑subscription, entry requirements may be reduced to Merit. Applications that do not meet published criteria will be held pending a decision and applicants will be informed at each stage.
AND
· GCSE / Level 2 Requirements
· GCSE English Language at Grade C / 4 or above, or an accepted Level 2 equivalent.
· GCSE Maths at Grade C / 4 or above, or an accepted Level 2 equivalent .

Applicants should note that progression requirements may vary at other institutions.


3.0 	Non-academic entry requirements
Applicants must also:
•	Be 18 years old on or before 1 July 2026.  
•	Provide proof of Right to Study in the UK (and Right to Work in the UK where applicable). (See section on Right to Study and Work section for more information.)
•	Provide photographic proof of identity.

[bookmark: _Toc167113742][bookmark: _Toc230683432]4.0    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: _Toc167113743][bookmark: _Toc230683433]5.0	Course information
Course related information including academic and other course entry requirements is available from the course details page [insert link]




















[bookmark: _Toc230683434]Section C: Underpinning Admissions at Belfast Met

[bookmark: _Toc230683435]6.0  	Admissions Policy
Admissions are managed in line with the Belfast Met Admissions Policy, ensuring fairness, transparency, equality of opportunity and accessibility. 

Key principles include:
· Decisions made against published criteria
· Applications processed fairly and consistently
· Reasonable adjustments available on request
· Communication issued at each stage of the process

The Admissions Policy is available to view from the College website’s Public Documents page at https://www.belfastmet.ac.uk/siteFiles/resources/docs/PolicyandProcedures/AdmissionsPolicy.docx 
[bookmark: _Toc128057321]

[bookmark: _Toc167113747][bookmark: _Toc230683436]7.0  	Change Control Process
Changes to admissions procedures are managed through the Change Control Process.


[bookmark: _Toc167113748][bookmark: _Toc230683437]8.0 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, 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: _Toc167113749][bookmark: _Toc230683438]9.0   Communicating with applicants
All applicants will be communicated with in an appropriate and timely manner within the Admissions Process.  A variety of methods are used to communicate with applicants – text, letter, email and telephone call.  Communication templates exist for each stage in the admissions cycle.   



[bookmark: _14.0__Right][bookmark: _Toc167113750][bookmark: _Toc230683439]10.0   Right to Study
[bookmark: _31.4_Right_to]Belfast Met is required to satisfy United Kingdom Visa and Immigration (UKVI) and any special requirements set out by our Partner Universities requirements relating to status and to inform the fees assessment process.   Applicants must provide proof of identity and Right to Study to satisfy UKVI, fees assessment and enrolment requirements.  Current advice to applicants is available here.  Where students have to leave a course due to compliance issues, there will be no refund.  

[bookmark: _Toc167113751][bookmark: _Toc230683440]11.0 	Proof of identity
Applicants must provide proof of identity before enrolling onto a course.  Proof of identity is required to satisfy the following:
· Verify that the student is who they say they are
· Prove that examinations are theirs
· Make sure the correct fees are calculated
· [bookmark: _Applicant_and_Student]Satisfy UKVI of identity	
[bookmark: _Toc66898284][bookmark: _Toc69477981][bookmark: _Toc69997707][bookmark: _Toc98151145][bookmark: _Toc99915695][bookmark: _Toc133322478][bookmark: _Toc135040048][bookmark: _Toc135040537][bookmark: _Toc167113752][bookmark: _Toc230683441]12.0   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 applicant and 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: _Toc167113753][bookmark: _Toc230683442]13.0  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.  
[bookmark: _Toc503724788]
[bookmark: _Toc5887548][bookmark: _Toc44278778][bookmark: _Toc44497913][bookmark: _Toc167113754][bookmark: _Toc230683443]14.0  	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.  Applicants and students are encouraged to read the Terms and Conditions available at https://www.belfastmet.ac.uk/media/gjoj3uq4/belfast-met-terms-and-conditions-for-enrolment-and-application-2026-27-v11-nov-2025.docx before applying for, or enrolling onto, any of the courses. 




[bookmark: _Toc5887552][bookmark: _Toc44278779][bookmark: _Toc44497914][bookmark: _Toc167113755][bookmark: _Toc230683444]15.0  	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 here 

[bookmark: _Toc44278780][bookmark: _Toc44497915][bookmark: _Toc167113756][bookmark: _Toc230683445]16.0  	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 takeup 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: _Toc167113757][bookmark: _Toc230683446]17.0 	Validity of Application
[bookmark: _Toc43931590][bookmark: _Toc44278799][bookmark: _Toc44497934][bookmark: _Toc66873360]Applications and offers are only valid for the stated academic year.  Entry requirements must be satisfied before the course start date. 

[bookmark: _Toc44278783][bookmark: _Toc44497918][bookmark: _Toc167113758][bookmark: _Toc5887565][bookmark: _Toc230683447]18.0   Payment of Fees
Belfast Met operates within a very strict protocol of financial procedures. The public documents section of the College’s website at https://www.belfastmet.ac.uk/about-us/corporate-information/public-documents/ contains relevant information relating to fees, charges and payment of fees. Applicants with outstanding debt are placed on the HOLD progress code.  Applicants with outstanding debt to the College cannot progress until debt is settled in full.  For applications, the debt settlement date is the first date of application. 
[bookmark: _Toc5887569][bookmark: _Toc44278785][bookmark: _Toc44497920]
[bookmark: _Toc167113759][bookmark: _Toc230683448]19.0  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: _Toc167113760][bookmark: _Toc230683449]20.0   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: _Toc167113761][bookmark: _Toc230683450]21.0   Right to Cancel
[bookmark: _Toc503724797][bookmark: _Toc5887556][bookmark: _Toc29207365][bookmark: _Toc44278788][bookmark: _Toc44497923][bookmark: _Toc66873353][bookmark: _Toc66898299][bookmark: _Toc69477996]Belfast Met’s Admissions and Enrolment Process adheres to relevant consumer protection legislation. This ensures that the student is protected as a ‘customer’ of the College. When a student enrols on a course, they have the ‘Right to Cancel’ within 14 days of enrolling.  The student contract with the College begins on the day they enrol for a course at Belfast Met.  

[bookmark: _Toc167113762][bookmark: _Toc230683451]22.0   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. The relevant curriculum team, supported by the Careers & Employability Team, will provide personalised support to students to find alternative programmes at Belfast Met to continue their studies or to help with applications to other providers.  

Where an ‘Apply only’ course is cancelled, applicants will be invited to apply for another course, and the date of their original application will be attached to the new application.  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: _Toc167113763][bookmark: _Toc230683452]23.0 	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 applicants with some essential information about life at Belfast Met. 

Additional support is available to applicants if they:
· need additional support to attend Pre-Entry Advice Sessions;
· have difficulties attending the College in person;
· cannot attend or participate in any session and would like to make alternative arrangements.

Applicants are encouraged to contact the College as early as possible to facilitate additional support where required.

[bookmark: _Toc167113766][bookmark: _Toc230683453]24.0	Significance of date and time applied
Applications are processed in date and time order.  The earlier the applicant applies to the course increases their chance of being enrolled onto their preferred course.

25.0 [bookmark: _Toc167113769][bookmark: _Toc230683454]  Accreditation of Prior Learning (APL)
[bookmark: _Toc503724792][bookmark: _Toc315089457][bookmark: _Toc315089488][bookmark: _Toc315089569][bookmark: _Toc345410295][bookmark: _Toc503724794][bookmark: _Toc5887554][bookmark: _Toc29207362]Belfast Met welcomes applications from people who do not have formal qualifications and who would like to apply by virtue of experience.  For more information, please go to Accreditation of Prior Learning Guidance Notes for HE applicants

[bookmark: _Toc44278809][bookmark: _Toc44497944][bookmark: _Toc66873370][bookmark: _Toc66898327][bookmark: _Toc69478024][bookmark: _Toc69997750][bookmark: _Toc99915734][bookmark: _Toc133322517][bookmark: _Toc135040580][bookmark: _Toc167113771][bookmark: _Toc230683455]26.0 	Recording Pending and Achieved Qualifications
Applicants must record pending and achieved qualifications when applying to the course.  Once applicants receive their results in August, they must update pending to the achieved outcome.  Curriculum and School staff require this information to process applications.

Applicants must update pending status to the achieved outcome no later than 12 am (midnight) on 13th August 2026.  

[bookmark: _Toc66898328][bookmark: _Toc69478025][bookmark: _Toc69997751][bookmark: _Toc99915735][bookmark: _Toc133322518][bookmark: _Toc135040581][bookmark: _Toc167113772][bookmark: _Toc230683456]27.0 	Applicants who do not meet entry requirements for a course
[bookmark: _Toc43064163][bookmark: _Toc43064463][bookmark: _Toc43892524]Where an applicant does not meet nor is likely to meet course entry requirements before course start date, they are referred to the Careers and Employability Service for further advice.  The applicant progress code is set to CAREER and withdraws from the course application process.

[bookmark: _Toc66873374][bookmark: _Toc66898332][bookmark: _Toc69478029][bookmark: _Toc69997755][bookmark: _Toc99915738][bookmark: _Toc133322521][bookmark: _Toc135040584][bookmark: _Toc167113774][bookmark: _Toc5887584][bookmark: _Toc29207378][bookmark: _Toc44278814][bookmark: _Toc44497949][bookmark: _Toc230683457]28.0	More than one Offer
[bookmark: _Toc66873375][bookmark: _Toc66898333][bookmark: _Toc69478030][bookmark: _Toc69997756][bookmark: _Toc98151192][bookmark: _Toc99915739][bookmark: _Toc133322522][bookmark: _Toc135040585]An applicant can only hold one offer.  Where applicants are eligible to receive more than one offer, they must choose which one to accept.  Applicants are asked to confirm which offer they would like to accept with five working days.  If applicants do not respond to the deadline, their original offer is maintained but moved to the waiting list of course they did not respond to.  

[bookmark: _Toc167113776][bookmark: _Toc230683458]29.0   Tracking applications
Applicants can log into your Belfast Met account here to track your application(s) or to make amendments to their details.  Applicants can also download the Belfast Met ‘Engage’ app to track their application(s) and receive notifications throughout your application process. The app is available on Android and IOS.

[bookmark: _Toc167113777][bookmark: _Toc230683459]30.0 	Contact details
Applicants must ensure that their contact details are kept up-to-date.  Communication is mainly via email and mobile telephone number.

[bookmark: _Toc167113778][bookmark: _Toc230683460]31.0 	Transfer of an application 
Applicants can only transfer their application to another course using original date applied if:
· they are unlikely to meet the course entry criteria before the course start date.  Examples include studying towards to inappropriate level or applicant has applied to a course and does not meet specific criteria e.g. out of education for two years.  Applicants will be contacted by the College and advised of options before considering transferring to another course.
· an applicant has attended/participated in a pre-entry advice session and decides that they have applied to the wrong course.  The applicant must inform College staff following the pre-entry advice session or up to 24 hours after the event of their intention to transfer.
The application transfer is carried out by College staff.

[bookmark: _Toc230683461]32.0 Belfast Met Clearing Events
If the course has not filled following exam results, Belfast Met will run Clearing events from the week beginning 17 August 2026. These events will be promoted on the College website, social media, and other communications.
Applicants are required to attend in person with proof of identity and qualifications. Enrolment will depend on available places and meeting entry requirements.

[bookmark: _Toc167113779][bookmark: _Toc230683462]33.0 	Admissions Appeals
[bookmark: _Toc167113780][bookmark: _Toc228545227][bookmark: _Toc229056935][bookmark: _Toc230683463]Unsuccessful applicants can appeal the outcome of their application using the Belfast Met Compliments and Complaints Policy.   More information is available on the Complaints and Compliments page of our website.









[bookmark: _Toc230683464]Section D: Admissions Process

This section explains how applications are considered and how places are allocated.

[bookmark: _Toc230683465]Stage 1: Application and Eligibility Checking
Applications must be submitted via the College application system.  Applicants who have accessibility issues can request a hard copy application by contacting studentportal@belfastmet.ac.uk  Applicants must record all pending and achieved qualifications and upload supporting evidence.

Initial eligibility checks will confirm whether course entry requirements are met or likely to be met before applicants progress to the next stage.

[bookmark: _Toc230683466]Stage 2: Pre-entry Advice and Guidance Stage
Applicants are provided with pre‑entry advice before enrolment to support informed course choice, engagement with the College and confirmation that they are studying at the appropriate level.

Applicants must complete the mandatory pre‑entry advice stage by the stated deadline, including viewing materials and completing the required MS Forms, to progress.

[bookmark: _Toc230683467]Stage 3: Allocation of Offers 
Following completion of the Pre-entry Advice and Guidance Stage, applications are progressed for the allocation of offers.
Offer allocation is managed on a subject area basis, in line with approved course capacity and resource availability.
The process is applied as follows:
· Eligibility for Consideration:
Only applicants who have completed all required pre-entry activity and who meet, or are likely to meet, the published entry requirements will be considered for a conditional offer.
· Order of Allocation:
Offers are allocated in date and time order of application, ensuring a fair and consistent approach in line with College policy.
· Subject Suitability:
Applications are reviewed to confirm alignment between prior qualifications and the chosen Level 6 subject pathway (as defined in Section B 2.0). Each applicant is mapped to a single named pathway based on the subject of their Level 5 qualification (e.g. Film & TV Production, Music, Games, VFX/3D Animation, Graphic Design & Illustration, Photography, Sports Journalism, Broadcast Journalism, Acting, Esports).
Pathway Determination:
· Applicants will normally be allocated to the pathway that directly corresponds to their Level 5 award.
· Where a qualification spans multiple disciplines, the primary subject focus (as evidenced in transcripts, units or portfolio) will determine the pathway Where subject relevance is unclear (as outlined in Section B 2.0), the application will be referred to a panel to confirm the most appropriate pathway or determine eligibility.
Offer Allocation by Pathway:
· Offers are made within each defined pathway, not across the programme as a whole.
· Applicants are ranked and considered only against others within the same pathway.
· Offers are issued in date and time order of application within that pathway, until the approved capacity for that pathway is reached.
· Each pathway operates as a discrete allocation pool with its own: 
· capacity (aligned to curriculum planning and resources)
· offer list
· waiting list
Cross-Pathway Consideration (Exception Handling):
· Applicants will not normally be considered for an alternative pathway.
· In exceptional circumstances (e.g. undersubscription in one pathway and oversubscription in another), applicants may be considered for reassignment where: 
· there is clear evidence of relevant prior learning, and
· curriculum approval is obtained to confirm academic suitability.
· Any such decisions will be documented to ensure transparency and consistency.
Worked Example (for clarity):
· An applicant with a Level 5 Foundation Degree in Film Production will be placed in the Film & TV Production pathway pool and ranked only against Film applicants.
· An applicant with a Level 5 qualification in Games Design will be considered only within the Games pathway pool, regardless of application timing relative to other pathways.

· Allocation of Places:
Offers are issued sequentially within each subject area (section B 2.0) until the approved number of places has been filled.
· Waiting List:
Where the number of eligible applicants exceeds available places, remaining applicants are placed on a subject-specific waiting list, maintained in date and time order.
· Governance and Oversight:
The allocation of offers is monitored to ensure compliance with published entry criteria, fairness, transparency, and consistency across all subject areas.
[bookmark: _Toc230683468]Stage 4: Application Outcomes
Following the allocation of offers, applicants are issued with a formal outcome of their application.
Applicants will receive one of the following outcomes:
· Unconditional Offer – where all entry requirements have been met and verified
· Conditional Offer – where one or more entry requirements remain outstanding
· Waiting List – where the applicant is eligible but no place is currently available
· Pending Decision – where a final decision cannot yet be made (e.g. programme undersubscription or pending internal review)
· Unsuccessful Outcome – where entry requirements are not met or the application cannot be progressed
All outcomes are issued via the College’s approved communication channels, in line with the Admissions Policy.  Applicants are required to act on the outcome within specified deadlines where applicable. Failure to respond may result in the application not progressing.

[bookmark: _Toc230683469]Stage 5: Waiting Lists
Where the number of eligible applicants exceeds the available places within a subject area, a waiting list will be implemented.
The management of waiting lists is applied as follows:
· Establishment of Waiting Lists:
Waiting lists are created on a subject area basis once all available places have been allocated. Only applicants who meet, or are likely to meet, the published entry requirements will be included.
· Order and Priority:
Applicants on the waiting list are ranked in date and time order of application, ensuring a fair, transparent, and consistent approach in line with College policy.
· Maintenance of Waiting Lists:
Waiting lists are actively maintained by Admissions and reviewed regularly in collaboration with Curriculum Teams to ensure:
· Accuracy of applicant status
· Continued eligibility (e.g. achievement of pending results)
· Alignment with subject pathway requirements
· Offer of Vacant Places:
Where places become available (e.g. declined offers, non-enrolment, or withdrawal), they are offered to the next eligible applicant on the relevant subject waiting list in rank order.
· Subject Specificity:
Waiting lists are subject-specific and non-transferable. Applicants will only be considered for vacancies within the subject area to which they applied, unless otherwise determined by the College in line with operational requirements and subject suitability.
· Exhaustion of Waiting Lists:
Where a waiting list for a subject area is exhausted and places remain available, the College may consider:
· Applicants from other subject waiting lists, and/or
· Late applicants
This will be subject to:
· Evidence of relevant prior learning
· Curriculum approval
· Maintenance of academic standards
· Applicant Responsibility:
Applicants on waiting lists are responsible for:
· Monitoring communications from the College
· Ensuring contact details are up to date
· Meeting any stated deadlines where an offer is made
· Closure of Waiting Lists:
Waiting lists will remain active until:
· All places have been filled, or
· The commencement of the enrolment period / course start date
After this point, waiting lists will be formally closed.
· Governance and Oversight:
The operation of waiting lists is monitored to ensure:
· Compliance with Admissions Policy
· Fairness and consistency in decision-making
· Transparency in allocation of late vacancies

[bookmark: _Toc230683470]Final Checks Before Enrolment
Offer holders will be provided with an enrolment appointment.  Before enrolment, the College will verify:
· All qualification evidence
· Compliance with entry requirements
· Correct subject pathway
If entry requirements are not met by course start date, the offer will be withdrawn.




21

image1.png




image2.jpg
s
)
EE__:::_:__:_:::_





image3.jpg




image4.jpg




image5.png




image6.jpeg
s
)
EE__:::_:__:_:::_





image7.jpeg




image8.jpeg




image9.jpeg
@Ifast
met




image10.jpg




image19.jpeg




image11.jpg




image12.jpg




image13.jpg
\\\ 2l 8




image14.jpg




image15.jpeg




image16.jpeg




image17.jpeg




image18.jpeg
\\\ 2l 8




