
Making Referrals to the Language Centre for Combined Offers  
(as reviewed by Sarah Millard 03/June/21) 

 

Contents            

Making referrals to the Language Centre for Combined offers ..................................................................................................................... 1 

Pre-sessional entry requirements ................................................................................................................................................................. 3 

Combined Offers Flow Diagram – When should an application be referred to the Language Centre? ........................................................ 4 

Referring to the Language Centre – raise a Task ......................................................................................................................................... 5 

What happens once I’ve referred the application to the Language Centre? ............................................................................................... 15 

 

 



Making referrals to the Language Centre for Combined offers 

 

 

The University issues combined offers for pre-sessional and taught postgraduate programmes (when the 
applicant is eligible). The Summer pre-sessionals are discipline-specific courses designed to help international 
students develop their English and academic study skills in preparation for UK education. The pre-sessional 
courses focus on discipline-specific academic study conventions, research skills, academic writing and study 
skills and are a tailored progression route onto our Masters programmes. Those applicants holding an 
unconditional combined offer are issued a CAS to cover both the pre-sessional and Masters programme – they 
are sponsored at NQF level 7. The applicant will then obtain a Student visa to cover the entire study period. 
Most applicants are expected to apply for this route themselves, but some departments may wish to actively 
make referrals to the Language Centre as part of their recruitment strategy where they identify an applicant 
would be eligible for the combined option – if so, instructions on how to make these referrals are included in 
this document. 

 

The main benefits of this are: 

 More applicants will be given a 
single CAS combining their pre-
sessional and Masters course of 
study 

 Fewer applicants will need to 
take a UKVI approved IELTS test 
(SELT) 

 

Click on the picture to access information for 
applicants on the Corporate website 

 

Click on the picture to access further information on the SES 
website 

 

 

http://www.leeds.ac.uk/info/123100/admissions/264/pre-sessional_programmes
http://www.google.co.uk/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&cad=rja&uact=8&ved=0ahUKEwi759r-sMrVAhWBnBoKHZ8UCJcQjRwIBw&url=http://www.foundryartcentre.org/context/&psig=AFQjCNEwXibSQpCcOwoFeQ-o-MxffxeyYw&ust=1502375997585240
https://www.leeds.ac.uk/info/130567/language_centre/617/postgraduate_pre-sessional_english/5
https://ses.leeds.ac.uk/info/22207/taught_postgraduate_english_requirements/1090/summer_pre-sessionals_and_combined_cas_for_masters_programmes
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 CHECKLIST - Making referrals to the Language Centre for Combined offers  

- Do you wish to make the applicant an offer? If yes, continue with the steps below. 
 

- Identify whether the applicant meets the 6 or 10 week pre-sessional requirements for your department, but does not meet 
the Masters entry requirement 
 

- There is no need to perform academic progression checks at this time – these checks can be carried out by the Language 
Centre 
 

- Raise a Task to the Language Centre for the relevant application/s 
 

- Continue to process the application in CRM 

 

 

 

 

 

 

https://www.google.co.uk/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&cad=rja&uact=8&ved=0ahUKEwi9qpDg4P7VAhXL0xoKHdzhAdIQjRwIBw&url=https://econsultancy.com/blog/62783-the-essential-small-business-website-checklist/&psig=AFQjCNFsCWTo37nwHZlySkAaGiku6w2Knw&ust=1504175552883767
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Pre-sessional entry requirements 

The applicant will need to meet the entry requirements of the pre-sessional to be eligible for a combined offer: 

 

10 week 

START 
DATE: 
05 JUL 
2021 

 

 

 

Pre-sessional entry 
requirements 

 

 

 

 

 

 

Deadlines 

Academic Progression does not need investigating or recording 
as the Language Centre will carry out these checks.  

6 week  

START 
DATE: 
02 AUG 
2021 

 

The flow diagram below has been designed to support the application referral process. 

 

 

 

 

 

https://www.leeds.ac.uk/info/130567/language_centre/617/postgraduate_pre-sessional_english/5
https://www.leeds.ac.uk/info/130567/language_centre/617/postgraduate_pre-sessional_english/5
https://www.leeds.ac.uk/info/130567/language_centre/617/postgraduate_pre-sessional_english/4
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Combined Offers Flow Diagram – When should an application be referred to the Language Centre?  

 

 

 

START 

Has an 

academic 

decision been 

made? 

Academic 

decision needs 

to be made 

Has the applicant 

met the English 

Language 

requirement for the 

Masters 
programme? 

Has the applicant met the English 

Language requirement for a Summer 

pre-sessional? Please refer to the entry 

requirements relevant to your 

department 

The application should not be 

referred onto the Language Centre 

– the applicant should be made 
conditional on English with the 

relevant condition applied from the 
Conditions Library 

No need to refer onto 

the Language Centre 

as the applicant has 

already satisfied the 

English requirement 

Issue the offer for the Masters programme as per normal process. Then 

raise a Task to advise the Language Centre (via their Queue) that the 

applicant is eligible for the 6 or 10 week pre-sessional. The Language 

Centre will then send a Request for Information (RFI) to the applicant, 

referring them to the Language Centre Website and asking them to make 

a pre-sessional application via the Portal. 

No 

Yes 

No No 

Yes Yes 
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Referring to the Language Centre – raise a Task 

– this should be done for applications that meet the pre-sessional entry requirements only – please refer to the flowchart for clarification of all 
process steps  

 

a. Access the Application Summary of the 
application record and select ‘Add Task’ 
from the POSTS, ACTIVITIES AND NOTES 
section 
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b. A small Task window will appear. Enter the 
Subject using the following template ‘Pre-
sessional referral [insert FACULTY] [insert 
duration of eligible pre-sessional, i.e. 6 or 
10]’ – see the example 
 

c. Use the scroll bar on the right hand side of 
the Task window to scroll down, and select 
‘OK’ – this will close the window 

Leave all other fields as they are at this point. 

 

 

 

 

d. You have now created a Task entity in the 
POSTS, ACTIVITIES & NOTES section – this 
appears as a ‘tick’ icon – double click on 
this to open it in full 
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e. A new large Task window will open. This 
Task will now be referred to the Language 

Centre. Select the ellipsis icon  and 
select ‘Assign’ 
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f. In the box enter ‘AHC’ 
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g. Select AHC: Language Centre’ from the 
options list and click ‘Assign’ – this will 
return you to the main Task screen 

 

NOTE: Make sure you click to the left to tick 
the record, rather than clicking onto the font – 
each item in the list is hyperlinked to its own 
entity, as each team in CRM has its own record 
in CRM. 

 



10 
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h. The ‘Owner’ will now be displayed as ‘AHC: 
Language Centre’. 

i. Select the ellipsis icon  again and this 
time select ‘Add to Queue’.  
 

j. Click the magnifying glass and scroll down 
and select ‘Look Up More Records’ 

 



12 
 

 

k. A search, ‘Look Up Record’ will appear. 
Select ‘All Queues’ in the ‘Look in’ field, 
and enter AHC into the ‘Search’ field, and 
search. Select/tick ‘AHC: Language Centre’ 
from the options list and click ‘Add’ – this 
will return you to the main Task screen 

 

NOTE: Make sure you click to the left to tick 
the record, rather than clicking onto the font – 
each item in the list is hyperlinked to its own 
entity, as each team in CRM has its own record 
in CRM.   
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l. The Task has now been assigned to the 
Language Centre team and will appear in 
their queue for review - to prepare the 
pre-sessional record and update the offer 
to a combined offer. Click SAVE & CLOSE 
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What happens once I’ve referred the application to the Language Centre? 

 

The Language Centre will send a RFI to the applicant, using the following text: 

Thank you for applying to study at the University of Leeds. We noted that you are eligible to meet the English language condition of your 

masters offer(s) by studying a [ten week/ six week] pre-sessional at the Language Centre. 

 

Taking a pre-sessional is an excellent opportunity to study English language in the context of your subject. The pre-sessional will help you 

to perform effectively within the academic environment of your chosen field of study at the University of Leeds. 

 

For more information about this pre-sessional, including whether you will need to hold UKVI IELTS, term dates, fees and deadlines, 

please visit www.leeds.ac.uk/presessional. 

 

If you would like to study a pre-sessional, please make a pre-sessional application in the portal. 

 

If you have more than one masters offer, please also respond to this message to confirm which postgraduate course you intend to study. 

 

We look forward to hearing from you. 

 

Best wishes, 

Language Centre 

University of Leeds 

 

If the applicant subsequently makes a pre-sessional application via the Portal, The Language Centre will then make updates to the record to offer 

the applicant the combined offer option. The Language Centre will then issue the relevant unconditional combined (following UKVI academic 

progression checks) or conditional combined offer (as appropriate). This will result in updates to the existing offer and offer letters. 

 

 

http://www.leeds.ac.uk/presessional
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Please refer to the Content-based pre-sessionals guide on the SES website for information on the Language Centre processes for 

issuing combined offers to PGT applicants. You may find the following three process diagrams particularly useful – these are included 

within the Content-based pre-sessionals guide: 

 Tasks Flow Diagram 

 Applications Flow Diagram 

 Offer-holders Flow Diagram 

 

 

END OF GUIDE 

For a comprehensive list of all of the Admissions User & Process Guides, please visit the CRM User Guides page on the SES website – click on the picture 

below, or alternatively visit: https://ses.leeds.ac.uk/info/22244/crm_support/1108/crm_user_guides  

https://ses.leeds.ac.uk/info/22244/crm_support/1108/crm_user_guides
https://ses.leeds.ac.uk/info/22244/crm_support/1108/crm_user_guides
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https://ses.leeds.ac.uk/info/22244/crm_support/1108/crm_user_guides

