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1. Introduction 
 
1.1 This document represents MLA College’s overarching policy on the admission of students for all 
Higher Education (HE) programmes of study. 

 
1.2 MLA College seeks to be effective in recognising the potential applicants have to succeed in their 
chosen programmes of study. The Admissions Policy operates to support students in this objective at each 
stage of the admissions process. MLA College is committed to delivering a high-quality service to all 
applicants through admissions processes that are reliable and fair, inclusive, and accessible, transparent, 
and appropriate, and applied consistently as outlined in the UK Quality Code for Higher Education.  
 
1.3 The aims of the policy are to ensure that: 

 

• Applicants are treated fairly and consistently; 
 

• Applicants are reliably supported and guided through the application process and receive a 
response in a timely manner; 
 

• Applications are considered on the basis of academic, professional, experiential and personal 
experience; 
 

• Applicants are able to make appropriate, informed choices; 
 

• Applicants who are recruited are appropriately prepared for study in higher education and 

capable of succeeding on their chosen programme; 

 
• MLA College is compliant with appropriate legislation; 

 
• MLA College’s strategic objectives are recognised. 

 
1.4 Applicants who require further information or any support at any stage of the admissions process 
are encouraged to contact the Admissions Team: 
 

Email: admissions@mla.ac.uk 
Telephone: +44 (0) 20 3997 7555 

 
Further information is also available on MLA College website: MLA College 

 

2. Widening participation 
 
2.1 Providing accessible education is at the heart of our core purpose and MLA College is committed 
to widening participation to achieve this. Full details can be found in our annual Access and Participation 

Statement. 
 

3. Equality and diversity 
 
3.1 MLA College is committed to an inclusive admissions policy by providing transparent, fair, and 
consistent practice for all individuals. No potential student will be excluded entry to any MLA College 
programme as a result of discrimination on the grounds of age, disability, gender reassignment, race, 
religion or belief, sex, sexual orientation, marriage or civil partnership, pregnancy, and maternity. For more 
information, please see the MLA College Equality, Diversity and Inclusion Policy. 
 
 

https://www.qaa.ac.uk/the-quality-code/advice-and-guidance/admissions-recruitment-and-widening-access
mailto:admissions@mla.ac.uk
https://www.google.com/search?q=mla+college&rlz=1C1MRUS_en-GBGB1088GB1088&oq=mla+college&gs_lcrp=EgZjaHJvbWUqDggAEEUYJxg7GIAEGIoFMg4IABBFGCcYOxiABBiKBTIGCAEQRRg7Mg0IAhAuGK8BGMcBGIAEMgYIAxBFGDwyBggEEEUYPDIGCAUQRRhBMgYIBhBFGEEyBggHEEUYPNIBCDM2MDRqMGo0qAIDsAIB8QX1V7N1k-5acA&sourceid=chrome&ie=UTF-8
https://www.mla.ac.uk/
https://www.mla.ac.uk/about-us/governance/
https://www.mla.ac.uk/about-us/governance/
https://www.mla.ac.uk/about-us/governance/


 

  

4. Disability and specific learning needs 
 
4.1 Applicants with disabilities and those with additional support needs are welcomed by MLA College 

and are encouraged to share this information to MLA College in their application. In line with the Equality 

Act 2010, applicants are encouraged to share any relevant information about a physical or mental 

impairment that may require reasonable adjustments to support successful study. Applicants who choose 

to share this information will benefit by being contacted by MLA College’s Admissions Team to discuss 

appropriate reasonable adjustments and any support required to ensure fair access to the admissions 

process and subsequent study. 

 
4.2 Applicants who choose not to share their disability or additional needs at the application stage can 
do so at any point during their studies. 

4.3  Admission decisions and the assessment of support needs are undertaken separately and 
independently to ensure fairness and equality of opportunity and fair consideration against the published 
entry criteria. 

4.4 Admissions decisions are made by the Admissions Team, based solely on the applicant’s academic 
suitability and ability to meet the entry requirements for the programme. 

4.5 Where an applicant discloses a disability or additional need, this information is shared (with the 
applicant’s consent) with the relevant Student Experience Team, who are responsible for assessing support 
requirements and identifying any reasonable adjustments that may be required. 

4.6  The assessment process may include: 

• Reviewing information and supporting evidence by the applicant; 

• Liaising with the applicant to understand their individual needs; 

• Consulting with the relevant academic or professional services staff where appropriate; and 

Determining what reasonable adjustments and support arrangements can be put in place. 

4.7 Applicants may be contact by the Student Experience Team to discuss their requirements and any 
supporting information required. Initial contact will normally be made within 10 working days of the 
disclosure being received. 

4.8 Information regarding student support services, accessibility arrangements, and reasonable 
adjustments is available from the Student Experience Team. Applicants may contact them directly at 
student.experience@mla.ac.uk. 

4.9 Where there is uncertainty regarding the College’s ability to meet an applicant’s needs, this will be 
reviewed in consultation with appropriate internal stakeholders (e.g., Programme Team, Production Team).  

4.10 MLA College will work with the applicant to explore reasonable adjustments and support 
arrangements before any decision is made. 
 
4.11 Where MLA College determines that is unable to adequately support an applicant without 
compromising the academic requirements of the programme, the applicant will be informed in writing as 
soon as reasonably practicable, typically within 10 working days. 
 

5.  Criminal convictions 
 

https://www.legislation.gov.uk/ukpga/2010/15/contents
https://www.legislation.gov.uk/ukpga/2010/15/contents
mailto:student.experience@mla.ac.uk


 

  

5.1 MLA College is committed to widening participation and welcomes applications from individuals 

with relevant unspent criminal convictions, including those on parole, where it is possible for them to 

engage with the programme requirements. 

 

5.2 Applicants are required to declare any relevant unspent criminal convictions in line with the 

Rehabilitation of Offenders Act 1974. 

 

5.3 All disclosures of criminal convictions are managed in accordance with the MLA College Criminal 

Convictions Policy, which sets out the process for declaration, risk assessment, and decision-making. 

 

5.4 MLA College reserves the right to refuse admission, or to withdraw an offer or registration, where a 

criminal conviction presents a risk that cannot be appropriately mitigated. 

 

5.5 Applicants should be aware that criminal convictions may impact registration with relevant 

professional bodies, which is outside of MLA College’s control. 

 

6. Admissions information 
 
6.1 MLA College is committed to providing clear and accessible information to enable applicants to 
make appropriately informed choices and decisions at relevant stages of the application process. With 
regards to admissions information MLA College will: 
 

• Ensure that key information such as entry requirements, application closing dates, and 
programme/module fees displayed online are accurate and up to date; 
 

• Ensure that enquirers and applicants are able to access relevant policies via the MLA College 
website and on request; 
 

• Ensure that if any significant changes are made to an advertised programme that the applicant 
is informed of the change and the options available to them as soon as possible. 

 

7. Admissions requirements 
 
7.1 Entry requirements are established in accordance with the individual programme requirements and 
validating and accrediting bodies. Entry requirements for all programmes, including recognition of prior 
learning, where appropriate, are approved by MLA College’s Academic Board. 
 
7.2 The admission of any student will be determined by reference to the standard entry requirements 
for the particular programme. Standard entry requirements are shown on the relevant programme page on 
the MLA College website and in the Programme Specification document. 
 
7.3 Where stipulated as part of the entry requirements, or when using Recognition of Prior Learning for 
admission (in accordance with the MLA College Recognition for Prior Learning Policy), MLA College may 
require applicants to complete additional steps to assess their suitability for the programme. This could 
include, for example, interviews, admissions assessments, personal statements, or statements of employer 
support. Applicants will be informed of any such requirements as a part of the application outcome, 
typically within the offer letter. In these instances, offers will be made conditional upon the successful 
completion of these requirements, and further guidance will be provided by the Admissions Team. 
 
7.4 MLA College welcomes students from across the globe and admits applicants with a wide range of 
international qualifications. MLA College will use independently published guidelines and rankings 

https://commonslibrary.parliament.uk/research-briefings/sn01841/
https://www.mla.ac.uk/about-us/governance/
https://www.mla.ac.uk/about-us/governance/
https://www.mla.ac.uk/about-us/governance/


 

  

recognised within the United Kingdom Higher Education sector, such as ECCTIS when considering the 
equivalence of international qualifications. 
 
7.5 All teaching and assessment will take place in English. For this reason, all applicants must be 

competent in the English language, and all programmes will require at least GCSE English at Grade 4, or an 

equivalent qualification. Applicants will need to submit evidence of meeting MLA College’s minimum 

English language requirements before commencing their studies. Full details of accepted English language 

qualifications and evidence can be found on the MLA College website. Evidence of meeting the English 

language requirements must be provided prior to commencing studies. 

 
7.6 There may be supplementary entry requirements in the case of programmes accredited by 
Professional, Statutory, and Regulatory Bodies. Details of any additional requirements will be outlined 
within the relevant programme information, including the programme page on the MLA College website, 
and will be communicated to applicants during the admissions process where applicable. 
 

8. Responsibilities of applicants 
 
8.1 Applicants are expected to ensure they are familiar with this admissions policy. 
 
8.2 An applicant receives the Terms and Conditions and the Student Handbook at the point of offer. 

If an offer is made which the applicant accepts, the applicant is expected to ensure they are familiar with 

MLA College’s student policies, procedures, regulations and terms and conditions. These are available on 

the website. 

 
8.3 It is the responsibility of the applicant to provide full and accurate information, with the 
appropriate supporting documentation, with an application for admission. Failure to provide this 
information will mean a decision on admission is either delayed or withheld altogether. MLA College will 
determine which information it needs to receive prior to making any decision on admission. 
 
8.4 Applicants are required to notify the Admissions Team of any changes or corrections to their 
application. In light of additional information not available at the time of selection, an offer may be 
amended or in some cases withdrawn. 
 
8.5 MLA College reserves the right to withdraw an offer of a place if it is found at a later stage that the 
applicant has submitted a fraudulent application. 
 
8.6 MLA College reserves the right to take disciplinary action, in line with its Student Conduct Policy, 
if it is found that an applicant who has become a student at MLA College submitted a fraudulent 
application. 
 

9. How to apply 
 
9.1 Information about MLA College programmes, including programme-specific entry requirements and 
application guidance, and start dates, are available on the relevant programme pages on the MLA College 
website: Programmes 
 
9.2 Applications for all programmes should be made directly via MLA College’s online application form: 
Application Form 
 
9.3  MLA College offers multiple entry points throughout the academic year (January, May and 
September). Applicants are advised to submit their application at least four weeks prior to the intended 

https://www.mla.ac.uk/english-language-requirements/
https://www.mla.ac.uk/about-us/governance/
https://www.yumpu.com/en/document/read/70741217/your-student-guide
https://www.mla.ac.uk/about-us/governance/
https://www.mla.ac.uk/programmes/
https://student.mla.ac.uk/s/


 

  

start date to allow sufficient time for the admissions process, including submission of supporting 
documentation and completion of any additional requirements. 
 
9.4 Applications may be accepted closer to the programme start date, subject to availability and the 

applicant successfully completing all required admissions steps in time. 

 

10. Application decisions 
 
10.1 MLA College operates a centralised admissions service to ensure the delivery of consistent 
outcomes. Admissions decisions will be made on behalf of MLA College by designated staff within the 
Admissions Team. These decisions will be based on requirements agreed in consultation with academic 
staff and the Vice-Rector (Academic). Where an application requires further academic judgement (for 
example, where eligibility is based on combination of qualifications and professional experience, or where 
Recognition of Prior Learning is being considered), the application will be referred to the relevant academic 
staff for evaluation and recommendation prior to a final decision being made. 
 
10.2 Admissions decisions are made in line with published entry requirements and supported by 
standardised processes to ensure fairness, consistency and objectivity. MLA College is committed to 
minimising the risk of unconscious bias and ensuring that all applicants are considered on their individual 
merits. 
 
10.3 If any information provided within a completed application form is absent or unclear, the 
Admissions Team will seek clarification from the applicant before an application decision is made. This may 
extend the timeframe for an application decision, as outlined in paragraph 10.6. 
 
10.4 Applicants will receive their application decision from the Admissions Team via email. Any offer of a 
place will include information on how to respond to the offer and will detail any conditions that must be 
met and the timescales for meeting these. 
 
10.5 Where possible, unsuccessful applicants will be considered for suitable alterative programmes and 
will be informed of any alternative offers in their decision email. 
 
10.6 MLA College aims to operate in a timely and transparent admissions process. Once a complete 
application has been received, applicants can typically expect to receive a decision within 48 hours 
(Monday-Friday). Applicants are advised to allow up to 7 days for a decision during periods of high demand 
or where additional review is required. 
 
10.7 Where further information, assessment or academic review is required, the Admissions Team will 
contact the applicant and advise them of any additional requirements. In such cases, the admissions 
decision may take longer than the timescales outlined in paragraph 10.6 and applicants should allow a 
further 7 days for a decision. 
 
10.8 As a part of the admissions process, some applicants may be invited to attend an interview. 
Interviews are not required for all applicants and may be used where MLA College requires additional 
information to support an admissions decision, verify information provided within the application, assess 
academic preparedness, or determine suitability for a particular programme or entry pathway. 
 
10.9 Where an interview is required, applicants will be contacted by the Admissions Team with 
information regarding the format, purpose and any actions required. Applicants will normally given at least 
5 working days’ notice of an interview. 
 

11. Recognition of Prior Learning 
 



 

  

11.1 Recognition for Prior Learning through credit transfer (learning credit obtained at another 
institution) or Experiential Learning (previous learning undertaken through experience or practice) will be 
considered by the Admissions Team when considering an application in accordance with the MLA College 
Recognition for Prior Learning Policy. 

 
12. Enrolment 
 
12.1 Applicants who receive an offer are required to complete the enrolment process via the MLA 
College online application portal. 
 
12.2 Completion of the enrolment form constitutes a formal acceptance of the offer and confirms 
applicant’s intention to undertake the programme, subject to the MLA College Terms and Conditions and 
Academic Regulations. 
 
12.3 As a part of enrolment, applicants are required to confirm key personal, academic, and funding 
information, and complete a series of mandatory declarations to ensure compliance with the regulatory 
and institutional requirements. 
 
12.4 Applicants are typically advised to complete enrolment within 7 days of receiving an unconditional 
offer. Where applicants defer their start date, enrolment may be completed at a later stage, provided it is 
finalised prior to the intended programme start date. 
 
12.5 Further guidance on how to access and complete the enrolment process is provided within the 
offer letter and subsequent communications from the Admissions Team. 
 

13. Deferred applications 
 
13.1 Applicants who have received an offer may request to defer their place to a later intake. Requests 
for deferral should be made to the Admissions Team before the programme start date and will normally be 
accommodated, subject to programme availability. 
 
13.2 MLA College will normally confirm the outcome of deferral request within 48 hours (Monday-
Friday) of receiving the request. 
 
13.3 Applicants may defer their start date across multiple intakes prior to enrolment. However, where 
there has been a delay of more than one academic year between the original offer and the intended start 
date, MLA College reserves the right to request updated information or require a new application to ensure 
continued suitability for the programme. 
 
13.4 Applicants who defer their place will be subject to the Terms and Conditions, programme structure, 
and tuition fees applicable at the time of enrolment, rather than those in place at the time of original offer. 
 
13.5 Where a deferred applicant is affected by a material change to their programme, including but not 
limited to significant changes to programme content, module availability, delivery arrangements, or tuition 
fees, MLA College will notify the applicant as soon as reasonably practicable and provide information 
regarding the impact of the change. 
 
13.6  Where a material change significantly alters the nature of the programme or affects the applicant’s 
decision to study, the applicant will be given the opportunity to withdraw their application without penalty. 
 
13.7  Deferral of an offer does not guarantee availability on a specific intake or module selection, and 
places remain subject to capacity and programme scheduling. 
 



 

  

14. Fees 
 
14.1 Tuition fees for all MLA College programmes are published on the relevant programme pages on 
the MLA College website. 
 
14.2 Applicants will also be informed of the applicable tuition fees at the point of offer. The fees stated 
in the offer apply to the specified intake. 
 
14.3 Tuition fees are subject to periodic review. Where an applicant defers their place or enrols on a 
later intake, the tuition fees applicable at the time of enrolment will apply. 
 
14.4 Information regarding any applicable additional costs will be provided to applicants before the 

point of application on the MLA College website and in the MLA College Fees Policy. 

 
14.5 For applicants funded via the Student Loans Company (SLC), tuition fee payment timelines will align 
with the SLC payment schedules. Such applicants may be permitted to enrol without the advance payment, 
subject to providing appropriate evidence that funding has been applied for or approved. 
 
14.6 Further details relating to tuition fees, payment terms, and refund arrangements are set out in the 

MLA College Terms and Conditions and MLA College Fees Policy 

 

15. Feedback 
 
15.1 The reason for rejection will normally be communicated to the applicant via email however 
additional feedback can be provided on request. To request feedback please contact the Admissions Team 
at admissions@mla.ac.uk. 
 
15.2 Applicants who are unsuccessful in their application for recognition of prior learning can also 
request additional feedback from the Admissions Team by emailing admissions@mla.ac.uk 
 
15.3 Requests for feedback should be made to the Admissions Team within 28 days of the application or 
exemption decision. MLA College makes a commitment to provide feedback to students within 21 days of 
their request. 
 
15.4 Applicants are invited to provide feedback on MLA College’s application process and the service 
they have received via a short survey. 
 

16. Complaints and appeals (admissions and applications) 
 
16.1 MLA College aims to treat all complaints and appeals appropriately, fairly and with regard to 

applicable law, and in line with the MLA College Equality, Diversity and Inclusion Policy. Every effort 

will be made to resolve complaints informally in the first instance. For the full complaints and appeals 

processes, please see the MLA College Complaints and Appeals Policy. 

 
16.2 If an applicant believes that, in the processing of their application, the actions of MLA are not in line 

with expected standards then an applicant may make a complaint. A complaint relates to the operation of 

the College’s admission and application process and/or its outcome, or the actions or behaviour of a 

member of staff involved in the admissions process. Should an applicant wish to make a complaint, they are 

advised to put their complaint in writing (via info@mla.ac.uk) to the Director of Admissions and Compliance 

who will acknowledge the complaint, investigate and respond on behalf of the College. A complaint should 

be made within 28 days and will be responded to within 10 days. If an applicant is dissatisfied by the 

https://www.mla.ac.uk/programmes/fees-finance/
https://www.mla.ac.uk/about-us/governance/
https://www.mla.ac.uk/about-us/governance/
https://www.mla.ac.uk/about-us/governance/
mailto:admissions@mla.ac.uk
mailto:admissions@mla.ac.uk
https://www.mla.ac.uk/about-us/governance/
https://www.mla.ac.uk/about-us/governance/
mailto:info@mla.ac.uk


 

  

outcome they should respond via email within 28 days and the complaint will be reconsidered by the Chief 

Operating Officer within 10 days. Applicants will receive a written response. 

 

16.3 If an applicant believes that, in the consideration of their application, the actions of MLA College 

are not in line with expected standards then an applicant may make an appeal. An appeal should relate to 

the process of decision making rather than the decision itself which is a question of academic judgment. 

There is no automatic right of appeal against a decision on whether or not to offer a place. Should an 

applicant wish to appeal, they are advised to put their concerns in writing (via info@mla.ac.uk) to the 

Director of Admissions and Compliance who will acknowledge the complaint, investigate and respond on 

behalf of the College. An appeal should be made within 14 days and will be responded to within 10 days. If 

an applicant is dissatisfied by the outcome they should respond via email within 28 days and the appeal will 

be reconsidered by the Chief Operating Officer within 10 days. Applicants will receive a written response.  

 

16.4 MLA College may refuse an application or withdraw an offer where, following an individual 

assessment, there are clear, objective and evidence-based reasons why the applicant cannot reasonably be 

admitted to the programme. This may include, for example, where the applicant does not meet published 

entry requirements, cannot meet programme-specific professional, regulatory or safeguarding 

requirements or may have provided false or misleading information. In such cases, MLA College will provide 

the applicant with clear reasons for the decision and information about any relevant admissions appeal or 

complaints process. 

 

17. Data protection 
 
17.1 All personal information held by MLA College will be treated in confidence, in line with the Data 
Protection Act 2018 and General Data Protection Regulation (GDPR). MLA College’s Data Protection 

Policy, and Privacy Policy, set out the type of information MLA College collect and how it can be used. 
 

18. Employee development 
 
18.1 MLA College ensures that all employees involved in the admissions process are informed of their 
responsibilities and receive the necessary training and development and resources to ensure they are 
effective in their roles. 
 
18.2 All employees with the responsibility for setting admission requirements, decision making and/or 
assessing recognition of prior learning applications will receive regular updates on relevant internal and 
external policy, procedure, and guidelines. Employees with support responsibilities will be informed of 
admissions policies and procedures. 
 
18.3 MLA College seeks to ensure that all academic and administrative staff concerned with admissions, 
including those responsible for assessing recognition of prior learning, are informed of changes and updates 
to policies and procedures throughout Higher Education relating to admissions, by way of dissemination of 
information and training of staff as and when appropriate. 
 

19. Monitoring and review 
 
19.1 MLA College monitors and reviews its admissions activity annually to ensure that the Admissions 
Policy operates effectively and in line with its aims. 
 
19.2 As outlined in 13.4, MLA College actively engages with students who have recently completed the 
admissions process with a view to continuously improving the process for future diverse cohorts. 
 

https://www.mla.ac.uk/about-us/governance/
https://www.mla.ac.uk/about-us/governance/
https://www.mla.ac.uk/about-us/governance/


 

  

19.3 MLA College’s policy is reviewed annually by the Vice-Rector (Academic) under referral to the 
Academic Board. 
 
19.4 The standard entry requirements relating to admission for each programme of study will be 
reviewed annually by the Programme Manager and any changes will be recommended for approval to the 
Academic Board. 
 
19.5 The Admissions Team will provide the Academic Board with annual data regarding admission 
decisions for each programme of study. 
 

20. Terms and Conditions 
 
20.1 Applicants are provided with a copy of MLA College’s Terms and Conditions at the point of offer.   

The student contract is formed when an applicant accepts their offer by completing their enrolment form, 

which includes a declaration that the applicant has read and agreed to the MLA College Student Terms and 

Conditions. 

 

21. Cancellations and Withdrawals 
 

21.1 Applicants may withdraw their application or decline an offer at any stage prior to the start of the 

programme by notifying the Admissions Team in writing. 

 

21.2 Applicants who have accepted an offer but no longer wish to commence their studies should notify 

the Admissions Team as soon as reasonably practicable so that their application record can be updated. 

 

21.3 Applicants who choose to withdraw their application prior to enrolment will not incur any academic 

penalty. Any refund of fees paid will be considered in accordance with the applicable Terms and 

Conditions and Fees Policy. 

21.4 Circumstances arise, outside MLA College’s reasonable control, which mean that the College is 

unable to deliver the programme as offered. In such cases, MLA College will notify the applicant as soon as 

reasonably practicable, provide clear reasons, and, where possible, offer a suitable alternative. Where no 

suitable alternative is available, or the applicant does not wish to accept the alternative, the applicant may 

withdraw without penalty and any fees paid will be refunded in accordance with the applicable Terms and 

Conditions and Fees Policy. 

21.5 Where MLA College withdraws an offer or application, the applicant will be informed in writing and 

provided with the reasons for the decision. 

22.  Safeguarding and duty of care 
 

22.1 MLA College has a duty of care to establish appropriate arrangements for vulnerable applicants. 

 
22.2 MLA College’s Safeguarding policy covers all instances where MLA College staff may have 

contact with children, young people and adults at risk. All staff members understand their responsibility to 

ensure that students and other young people who they encounter in the course of their work are 

protected, in accordance with Safeguarding legislation. 

 

https://www.mla.ac.uk/about-us/governance/
https://www.mla.ac.uk/about-us/governance/
https://www.mla.ac.uk/about-us/governance/
https://www.mla.ac.uk/about-us/governance/


 

  

22.3 Admissions decisions and processes will take into account safeguarding considerations to ensure an 

appropriate and safe learning environment. This includes identifying or escalating safeguarding concerns 

during the admissions process. 
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