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GUIDELINES FOR COMPLETING THE FURTHER EDUCATION 

APPLICATION FORM

ABOUT THIS GUIDE

This guide contains important information on how to apply for full-time further education courses at the College.  Please read all of it carefully before completing the form and keep it safe in case you need to read it again.

To find out the entry requirements and other information about a particular course, look at the current prospectus.

If you have access to the Internet, you can find all this information and more on our website at www.lcm.ac.uk.

This guide tells you how to apply for a place at College on courses that start in autumn 2011.  It also tells you what to do if you need more information or advice (for example about tuition fees and student funding).

When completing your application form please ensure you write neatly and clearly in block capitals and with a black or blue ballpoint pen.

WHAT WE DO WITH YOUR APPLICATION FORM

When you have completed and forwarded your application to the College, we will automatically send you a letter of acknowledgement to confirm we have received it.

Once we have checked your form is complete, it is sent to the Course Leader of the course that you have applied to, for assessment. This process can take up to 4 weeks, so you may not hear from us during this period.

We will then write to you either to offer you an interview/audition or to inform you that your application has been unsuccessful.

Please note that although we do not have a closing date by which applications have to be submitted, places on the courses are limited and fill up quickly.  Therefore the closer to the start date of the course you apply the less chance there is of obtaining a place at the College.

COMPLETING THE APPLICATION FORM
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COURSE APPLIED FOR
Please clearly enter the full, correct title (check the Website/Prospectus if you are unsure) of the course you wish to apply for at the College, and the year you wish to enter into study. 
If you are applying for the 2 year BTEC Level 3 Extended Diploma in Music, please ensure you indicate which area you are most interested in and would like to specialise in during the course – Classical, Jazz or Popular Music

If you are applying for the Music Foundation Programme, please ensure you indicate which pathway you wish to study - either Music performance or Music Technology.

A. PERSONAL DETAILS

1. 
Enter your Title (ie Mr/Mrs/Ms/Miss).

2.
Enter your Surname
3.

Enter your Forename(s)
4.

Enter your Familiar Name (the name you wish to be called)
5.

Enter your date of birth (dd/mm/yy).

6.
Enter your age on 31st August of the year in which you wish to start your course.  This will determine your fee status.  
Further information will be available at your audition/interview.  If you have any immediate questions on this aspect of your application, please contact Course Enquiries on 0113 2223416.

7.
a.
Enter your National Insurance Number if you have been allocated one 
           (AB 123456 C)

b.
Please enter your Unique Learner Number. Your school should know this
 but please leave blank if it is unknown. 
8.

Enter your Nationality.  



If you were born outside the UK but now live in the UK, please give the date 

when you began living here permanently.  Please state in which country you 

have been living for the three years prior to the start of the course (not 


including any temporary stay in the UK for educational purposes e.g. 


boarding school).  Please see Page 7 for further details.

9.
State your principal instrument.  This is the instrument you class as your first study, which you will audition with and continue to use throughout your course.  Please be precise e.g. electric, classical or acoustic guitar, drum kit or percussion or voice.  You do not need to complete this box if you are applying for a music technology course.
B. ADDRESS DETAILS

10.
Enter your full permanent postal address including your postal code. This is the address we will send correspondence to if you do not complete Section 11.  Remember to give your main telephone contact number, mobile number and email address if you have one.  If you have an address abroad, remember to include the international dialling code in your telephone number.  

11.

If you would like any correspondence from us to be sent to a different 


address to your permanent address, please complete this section.

12.
State the name, relationship to yourself and telephone number of the person you would like us to contact in an emergency.
13.
If you are under the age of 18, please state the full name of your parent/guardian. Please also state the address if it is different from your own permanent address.
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C. MUSICAL EXPERIENCE AND QUALIFICATIONS

14.

Please indicate how long you have studied your Principal Instrument.

15.
If you presently have a teacher for that instrument, please give their name (title, forename, surname).
16.
Please indicate your current Grade/Standard on your Principal Instrument (including voice) and Theory. If you do not possess any formal musical qualifications, please give an indication of current standard.
17.

State any other instruments that you play
18.

If you have music qualifications, such as ABRSM or equivalent, please list 


each subject stating:

· Date the examination was taken

· Examining Body

· Title or Instrument and Grade of the examination

· Result Grade

19.
List the music qualifications you are studying for now, or those where you are waiting for results, stating:

· Date the examination is to be taken

· Examining Body

· Title and Grade of the examination

D. REFERENCES
20.

Please ensure you give the name, job title, address and email address of two people who are prepared to provide a reference for you.  These must not be friends or relatives.

One of these should normally be the Head of Year/Tutor of your most recent School/College.  Other suitable referees may include an instrumental tutor, music tutor, employer etc.  

We will not be able to proceed with your application without this information.
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E. EDUCATION AND QUALIFICATIONS

21.
Give the name and address of the two most recent secondary schools and colleges you have attended, including your current one if appropriate.  Also state the year you entered/left the institution.

If you are a mature student, please give the name, address and dates of your last full-time school or college, plus any schools or colleges you went to more recently.

22.
List any qualifications you have attained (ie GCSE, A/S, A Level, BTEC) stating:

· Examining Body

· Subject
· The month and year the exam was taken

· Qualification Level (ie GCSE, A/S, A Level, BTEC)
· Result or Grade obtained

23.
List the qualifications you are studying for now, or those where you are waiting for results, stating:

· Subject


· Date to be taken

· Qualification Level (ie GCSE/AS/ A-Level/BTEC-)
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F. PERSONAL STATEMENT

24.
This is your opportunity to tell us more about yourself, your experience and reasons for applying in support of your application.  This will be taken into consideration during the initial assessment of your application.

25.

Please state whether you are applying for courses at other institutions and 

which these are.

G. EQUAL OPPORTUNITIES

26.
Please indicate by ticking the Yes or No boxes whether or not you have a Learning Difficulty and/or Disability.  
Please also complete the additional enclosed form relating to Equal Opportunities. 
Please see the separate guidance information at the end of this document about the College’s approach to supporting applicants with learning difficulties or disabilities and about how to provide us with information.  If you do not tick either of the boxes we will assume you do not have a learning difficulty or disability.

H. DECLARATION BY CANDIDATE

27.
Criminal Convictions: 
If you have not been convicted of a criminal offence, you must indicate No.

Please answer Yes if you have a conviction, not including:

· A motoring offence that you received a fine or three penalty points

· A spent sentence (as defined by the Rehabilitation of Offenders Act 1974)

If you are serving a prison sentence, you must indicate Yes and give the prison address as your correspondence address.

If you tick the yes box, we reserve the right to ask you, confidentially, for further details.

28.

Please read the Declaration carefully and sign and date the form. 
If you are under 18 years, you must obtain a signature from your 

parent/guardian.  

You must complete this section.  Your application form will be returned for these signatures if they are missing and this will delay consideration of your application. 


APPLICANTS WITH LEARNING DIFFICULTIES AND DISABILITIES

Our commitment:

Leeds College of Music welcomes applicants with learning difficulties and/or disabilities, and will try to meet your needs wherever it can.  The information you give us at the application stage will help us do this.  We will also use this to monitor progress in equal opportunities within the College.

Leeds College of Music is mindful of its duties under the Special Educational Needs and Disability Act 2001.  These duties are:

· Not to treat disabled people and students less favourably, without justification, than students without a disability; and

· To take reasonable steps to enable disabled people and students to have full access to further and higher education

Making your application:

On the application form, you are asked in Section G to state by means of a tick box whether or not you have learning difficulties or a disability.  Please complete the separate form enclosed with the application form whether you have ticked ‘yes’ or ‘no’ so that we can collect this information on all our applicants for monitoring purposes.  If you disclose a learning difficulty or disability, this information will be passed on to an appropriate person within the College who will contact you to discuss your needs and the support which the College can offer you.  Support can be offered both for the interview/audition process and, if a place is offered, prior to you taking up that place. 

The staff to whom the information will be released are:

· Head of Student Services
· Student Welfare & Disabilities Advisor

Requesting support at a later date:

If you do not indicate that you have a disability or require support on application, you may still request support at any stage during your studies.  If, for example, during your studies you think that you may be dyslexic, you may be offered a consultation with an educational psychologist after an informal discussion with our Learning Support Tutor.

How we could help you:

Some examples of uses to which the information you give us can be put are as follows:

· Adjusting admissions, enrolment and examination procedures

· Adjusting premises and physical features of the College

· Adjusting teaching and learning arrangements or providing additional teaching

· Providing information in alternative formats

Confidentiality:

We understand that some applicants may wish their learning difficulty or disability to remain confidential or to be made known to a limited number of relevant people.

If this is the case, please indicate your wish on the learning difficulties and disabilities form.  This form is separated and kept securely from your application form on receipt in the College; judgements are made on suitability for a course solely on the basis of your musical and/or academic ability.  The information you provide will, however, be collated for use for a range of monitoring purposes but no individual will be able to be identified from this information.

OVERSEAS STUDENTS - FEE STATUS

Certain groups of students may have to pay the overseas fee rate.  Please read this carefully to see if this may apply to you.

In order to qualify as a “Home student”, you must have “settled status” within the U.K. and have been “ordinarily resident” in the UK, for at least three years prior to the start of the course, for purposes other than education.

“Settled status” means that you have the “right of abode” in the UK, or that you have “indefinite leave to enter”, or “indefinite leave to remain,” in the UK  
Your nationality is not the deciding factor, but we need to know this for monitoring purposes.  Those who are classed as “Home students” will pay the standard fee, if liable.   Students who are residents of other EU countries will pay the same fee as the home students.

If you are not a Home student, and you are from outside the EU, you will be required to pay the overseas fee rate.  Overseas students are not entitled to any financial support from UK Public Funds, and must be entirely self- supporting.

There are certain exceptions to these rules for particular categories.  For example, those whose parents are serving in the British Armed Forces abroad, refugees and asylum seekers.

If you are offered a place at the college, and there are any doubts about your fee status, we will ask you to produce certain documents at, or before enrolment. For example: Birth Certificate, Passport, Home Office / Immigration papers.

If you have any queries about your fee status, please contact the relevant 
staff listed at the end of these notes.

Staff contacts:



Course Enquiries Assistants



0113 2223416

Mary Galloway



Admissions and Enrolment Officer


0113 2223513

Heather Holehan









Student Funding Advisor




0113 2223419



Anne Best










Student Welfare Advisor




0113 2223514


(International Students)
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