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The database is used to produce figures for the SMT so they are aware of possible numbers attending College and 
to send out information informing students about Induction, Enrolment, Bus Passes, Learner Support Fund etc., as 
part of the Colleges ‘Keep-warm’ procedure so it is important that new and current students progressing onto another 
course are on the database.  

Application received in 
SSS and date stamped 

Interview confirmed 
by applicant 

Interview re-
arranged if time not 
suitable to applicant 

Print label and make 
up file 

Tutor emailed with 
provisional 

date/time/course 

Tutor notified by 
email 

Interview room 
booked with 

reception 

Offer letter sent to applicant 
within 10 days of file being 

returned to SSS 
Offer declined 

E-mail sent informing tutor 

Offer accepted 

E-mail sent informing tutor 

Acknowledgement letter sent 
to applicant same day 

MIS enters applicant contact 
details on Eclipse and student id 

number allocated 

If no reply within one month 
follow up letter sent by Student 

Advisor 

Interview held and applicants file 
returned to SSS with completed 

Interview/Offer Form 

Applicants file prepared for interview 
and left in SSS for collection by tutor 

Name/address of applicant 
and section entered on 

database 

Provisional interview letter 
sent to applicant within 

10 working days 


