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

: S 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
CONTEXT 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: Click on the picture to access information for  Click on the picture to access further information on the SES
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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

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

6 week

START
DATE:
02 AUG
2021

Pre-sessional entry

requirements

Deadlines

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

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

Combined Offers Flow Diagram — When should an application be referred to the Language Centre?

Has an
academic
decision been
made?

Has the applicant
met the English
Language
requirement for the
Masters
programme?

No need to refer onto
the Language Centre
as the applicant has
already satisfied the
English requirement

Academic
decision needs
to be made

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




— 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

Referring to the Language Centre — raise a Task

a. Access the Application Summary of the
application record and select ‘Add Task’
from the POSTS, ACTIVITIES AND NOTES
section

(

4 Application Summary

AP

Applicant *

Academic Year Of Entry ™
Mode of Study *

Course ™

Start Date *

Course Entry Level

Entry Profile

¥ Fee Status

r\.la:icnalit:y+

Residential Status*

2R Larissa Armitstead

2016/17

Full Time

Overseas

Brazilian

International (Overseas)

al Educational Needs

ALL INFORMATION REQUESTS

Request Type Requested Status

Passport Informati...  Applicant Respond...

Offer Condition
Exemption Evidence  Open
Academic Progres...  Completed

Passport Informati..  Open

Applicant Respond...

Due Date
23/02,
24/02)
23/02
17/02

23702

Previously Studied In UK No
Agency
Agency Contact POSTS  ACTIVITIES NG,
CAS Status Al ~ | Add Phone Call Add Task J ses
Widening Participation (WP PGT) Eligibility @ No Please provide your passport information
Please provide your:
Arrace tnlaade AN Elinihilibg 8 N e = -




b. A small Task window will appear. Enter the
Subject using the following template ‘Pre-
sessional referral [insert FACULTY] [insert

FOSTS  ACTIVITIES MNOTES
All - | Add Phone Call  Add Task  ses

duration of eligible pre-sessional, i.e. 6 or
10]' —see the example @ Pre-sessional referral ESSD
Description Enter descrniption
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 Due
Leave all other fields as they are at this point. Priarity Normal
Cwner ™ o lenny Kettlewell
POSTS  ACTIVITIES NOTES
Due
Priority Mormal

Owner ™ & lenny Kettlewell

{ OK } Cancel

d. You have now created a Task entity in the
POSTS, ACTIVITIES & NOTES section — this POSTS  ACTIVITIES NOTES :
appears as a ‘tick’ icon — double click on All - | Add Phone Call  Add Task  «e»
this to open it in full

Pre-sessional referral ESSL 6
Priority Mormal

Madified by Jenny Kettlewell Just now




e. Anew large Task window will open. This At Microsoft Dynamics CRM v % | ADMISSIONS v

Applications | v Pre-sessional referr...
Task will now be referred to the Language a

en E SAVE  ~ MARK COMPLETE QJ SAVE & CLOSE X CLOSE TASK = CONVERTTO ~ >< DELETE = EMAIL A LINK
Centre. Select the ellipsis icon and
. TASK
Select 'ASSIgn' L Add to Queue

Pre-sessional referral ESSL D) Queve e Detae

'::' Share
Subject™ Pre-sessional referral ESSL % Run Workflow
[¥] Start Dialog
Description
’ [¥] Run Report 3
Regarding [ Larissa Armitstead: MA Special Educational Needs (2016/17)

Duration




f. Inthe box enter ‘AHC’

Assign to Team or User ? X

You have selected 1 item. To whom would you like to assign it?

Assign to another user or team

Assign the selected item(s) to the following user or team:

&*s AHC: Fine Art, History of Art & Cultural Studies a
AHC: History

AHC: Inter-Disciplinary Ethics Applied

AHC: Language Centre

AHC: Languages, Cultures and Societies

AHC: Media and Communication




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.

Assign to Team or User ? X

You have selected 1 item. To whom would you like to assign it?

Assign to another user or team

Assign the selected item(s) to the following user or team:

[aHC q

_-_"'_-_ AHC: Fine Art, History of Art & Cultural Studies

AHC: History

Ll
il

2% AHC: Inter-Disciplinary Ethics Applied

@: Language@

2“2 AHC: Languages, Cultures and Societies

_-_:’_-_ AHC: Media and Communication




Assign to Team or User

You have selected 1 item. To whom would you like to assign it?

Assign to another user or team

Assign the selected item(s) to the following user or team:

#% AHC: Language Centre

Cancel
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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’.

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

EH save v/ MARK COMPLETE [;i] SAVE & CLOSE

TASK

Pre-sessional Test

Subject ™ Pre-sessional Test

Description

B save v/ MARK COMPLETE [’ SAVE & CLOSE

TASK

Pre-sessional Test

Subject™ Pre-sessional Test

Description

Add to Ouelie

2l Admissions Services: CAS

i)

Selec

) @ [

Event Bookings

[

Look Up More Records

X CLOSE TASK

X CLOSE TASK

Al Admissions Services: Central Admissions

2 CONVERTTO ~

X DELETE
Priority Due
Normal
Z CONVERTTO - X DELETE
Priority Due
Normal

|

&l

Cancel

@ EMAIL A LINK

Activity Status™ Owner™®
Open &% AHC: Lar

< EMAIL A LINK

Ao
ads

K. Add to Queue
Activit
Oper 0 Queue Item Details

) Share
:?/_, Run Workflow
[¥] Start Dialog

[¥ Run Report
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k. Asearch, ‘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.

Look Up Record

Enter your search criteria.

Look
for

iL:Ok All Queues v

Search @

(J show Only My Records
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Look Up Record

Enter your search criteria.

Look -
for e
:':Ok All Queues

Search AHC

Name
AHC: English

AHC: Faculty

hd (J Show Only My Records

AHC: Fine Art, History of Art & Cultural Studies

AHC: History

AHC: Inter-Disciplinary Ethics Applied

AHT | anmianes Cultires and Sncietieg

1-12 of 12 (1 selected)

Incoming Email o

Apply-Masters.English@leed: -
Arts@leeds.ac.uk
Apply-Masters.FineArt@leed:
Apply-Masters.History@leed:
Apply-Masters.Ethics@leeds.

Apply-Languagecentre@leec

w
Annlv-Masters | annnianesiml

»

Page 1

Cancel




The Task has now been assigned to the
Language Centre team and will appearin
their queue for review - to prepare the
pre-sessional record and update the offer
to a combined offer. Click SAVE & CLOSE

Microsoft Dynamics CRM v #t | ADMISSIONS v

Applications | v
EHsave v MARK COMPLET( [37SAVE & CLOSE )X CLOSETASK I CONVERTTO +
&

TASK

Pre-sessional referral ESSL

Subject ™ Pre-sessional referral ESSL

Description

Regarding [ Larissa Armitstead: MA Special Educational Needs (2016/17)
Duration

Pre-sessional referr... | v

@ EMAIL A LINK

&8 ASSIGN

e
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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.
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http://www.leeds.ac.uk/presessional

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:

e Tasks Flow Diagram
e Applications Flow Diagram
e 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
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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

STUDENT EDUCATION SERVICE

HOME f ADMISSIONS /ADMISSIONS SUPPORT MATERIALS AND TRAINING f CRM SUPPORT / CRM USER GUIDES

CRM USER GUIDES

The CRM user guides support admissions, enquiries and

marketing staff in using the CRM system.

The CRM system can be accessed at the following web address:

https;//crm.leeds.ac.uk/

r

A PDF of CRM team queues is available to assist in knowing which school/area is associated with each CRM

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

