Capel Manor College

“Where the city meets the countryside”

Bullsmoor Lane
Enfield Middlesex EN1 4RQ

Telephone: 08456 122 122
Fax: 01992 710312

Email: enquiries@capel.ac.uk
Website: www.capel.ac.uk

Chief Executive S.R. Dowbiggin PhD, FI Hort.
Head of College M.A. Hall MA, FI Hort

Dear Applicant

Please print the following application form (4 pages), complete all fields and
send it to Student Registry at the above address along with the registration fee .

This course also requires a personal reference and an interview with the
course tutor. Please print the reference form (2 pages) below and give to your
tutor or employer. It is to be completed and returned to Student Registry. Please
try to ensure that your reference is sent to us prior to your interview date.

This application form is specific to the type of course for which you are applying
and you should complete all sections of the form. Incomplete forms will be
returned to you and the delay may result in you los ing your place.

Full details of the course are shown on the college website. If you require any
further information or you need assistance with completing this application
form, please contact Student Registry on 08456 122 122 or email us at

enquiries@capel.ac.uk

| look forward to hearing from you.

Admissions — Student Registry



Capel Manor College Date eceived

Bullsmoor Lane, Enfield, Middlesex, EN1 4RQ

Application Form & Learning Agreement

Please read the notes on data protection and consen  t to process on the next page before completing thi s form

Title Family name Given names Student Reference

Gender Date of birth Unique Learner Number if known

Male/ Female

Term-time address

Home telephone number:

Mobile telephone number:

Emergency contact person:

Emergency telephone number:

Postcode: | E-mail address: | Overseas:|

Course for which you are applying
Please enter the academic year and the name of the course below. Circle the centre you wish to attend, the
mode of attendance, the start term and week day, taking the details from the Capel Manor College Prospectus.

Academic
Year
Course Title
Centre Enfield - Gunnersbury Park - Regent’s Park - Castle Green - Crystal Palace - Edmonton Green
Attendance Full-time - Part-time - Evening - Short Day Mon - Tue - Wed - Thu - Fri - Sat
Start Term September - January - April

Your previous qualifications

If you are applying for a course which is one year or more in duration, please enter your previous qualifications
below including predicted grades where results are not yet known. Some courses are exempt tuition fees based
on prior attainment and the information you provide will allow us to determine if you are entitled to fee remission

- Predicted Actual . Award .
Qualification Grade Grade Awarding Body Date School/College/Univ Seen

Prior Attainment

Declaration and consent to process Office use:

I have completed all sections of this form. | have read and understood the data protection
statements on the next page and agree to Capel Manor College processing the personal
data | have provided subject to the conditions therein.

Signature of Applicant: Date:




Title Family name Given names Reference

Part 1(B)

Equal Opportunities

Capel Manor College values applications from all persons irrespective of disability or learning difficulty and we want all who may gain
benefit from attending courses at the College to be able to do so. Declaration of a disability or learning difficulty will not disadvantage any
potential student in securing a place on a course at the College. You are asked to provide this information so that our trained staff can
best help you to succeed in your chosen course. These details also help us to monitor our equal opportunities policy and ensure the
College continues to meet the needs of all students.

Yes No Yes No
Do you have a disability? D D Do you have a learning difficulty? D D
How would you' ["agjan or Asian British - Bangladeshi 11 Mixed - White and Asian 19
desc.rlbe.ygur Asian or Asian British - Indian 12 Mixed - White and Black African 20
ethnic On.gm? Asian or Asian British - Pakistani 13 Mixed - White and Black Caribbean 21
(Please tick one - - — - - -
box only) Asian or Asian British - any other Asian background 14 Mixed - any other mixed background 22
Black or Black British - African 15 White British 23
Black or Black British - Caribbean 16 White Irish 24
Black or Black British - any other Black background 17 White - other White background 25
Chinese 18 Other (please specify) 98
Yes No

Is English your first language? D D If NO please enter your first language here:

Consent to Process Personal Data

To secure funding from the Learning and Skills Council (LSC) to subsidise the courses we offer, the College is obliged to
forward personal data such as your name, address and date of birth to the LSC. These data include details of employment,
which are used by the LSC in connection with its claims for European Social Funds. The LSC also requires details of fee
remission, ethnicity, disability and learning difficulty so that it can meet its obligations in ensuring adequacy and sufficiency in
further education provision.

The College collects and computer processes data about its staff and students for various administrative, academic and
health and safety reasons. Because of the Data Protection Act 1998, we need your consent before we can do this. Since we
cannot operate the College effectively without processing this information, we need you to sign the consent to process
personal data clause below. If you do not do so, we will be unable to offer you a place on your chosen course and may
withdraw any offer already made.

LSC Data Protection Statement

Data Protection Act 1998 —The information you provide will be passed to the Learning and Skills Council (the LSC). The LSC
is responsible for funding, planning and encouraging education and training for young people and adults in England, and is
registered under the Data Protection Act 1998. The information you provide will be shared with other organisations for the
purpose of administration, careers and other guidance, and statistical and research purposes. Other organisations with which
we will share information include, the Department for Children, Schools and Families, the Department for Innovation,
Universities and Skills, Connexions, Local Authorities, Higher Education Statistics Agency, Higher Education Funding Council
for England, educational institutions and organisations performing research and statistical work on behalf of the LSC or its
partners. The LSC also administers the learner registration service (LRS) which will use your information to create and
maintain a unique learner number (ULN). The LSC is also a co-financing organisation and uses European Social Funds from
the European Union to directly or indirectly part-finance learning activities, helping develop employment by promoting
employability, business spirit and equal opportunities, and investing in human resources. Further information about partner
organisations and the ULN and what they do, may be found at www.lsc.gov.uk/providers/Data/help/dataprotection. At no time
will your personal information be passed to organisations for marketing or sales purposes. From time to time students are
approached to take part in surveys by mail and phone, which are aimed at enabling the LSC and its partners to monitor
performance, improve quality and plan future provision.

Tick this box if you do not wish to be contacted by the LSC or its partners in respect of surveys and research. The LSC values your
views on the education or training which you receive and will use these to help bring about improvements for learners in England.

The LSC or its partners and the College may wish to contact you from time to time about courses or learning opportunities relevant
to you. Please tick here if you do not wish to be contacted about courses or learning opportunities by post.




Title Family name Given names Reference

Part 1(C)

Car Parking

There is parking at Enfield and limited parking at Gunnersbury Park and Castle Green. Crystal Palace has pay and display parking
spaces. Student parking at Regent’s Park is limited to disabled badge holders only.

How do you expect to travel to the College?  (Tick) Vehicle Registration

Bus Train Car Motorcycle Bicycle Pedestrian Other

How did you learn about the course for which you ar e applying? (Tick)

Friend Careers Library Visit Newspaper School Internet Other

Tuition Fees
The UK Government subsidises tuition fees on vocational courses for UK residents and others who have lived in the European Economic
Area for three years or more, and for certain other special categories.

Yes No Yes No

Have you lived outside the UK at any time D D Do any of the following apply to you? D D
in the last three years? (Ignore holidays) If YES, please complete below:
Are you in the UK on a student visa? D D Asylum Seeker or Refugee

New Deal or other Training Scheme
If YES, to either question please Date of entry to UK Apprentice or Advanced Apprentice (WBL)
complete these two boxes: - -

Train to Gain (TtoG)

Count ry of origin

National Insurance No. (WBL & TtoG only)

Fee Remission

If you are under 19 years of age on 1 September in the relevant academic year and taking a course which

is eligible for LSC funding, you do not have to pay any fees. If you are 19 or over on this date, you may be Yes No
eligible for fee remission subject to fee assessment. Benefit documents will be required to support your D D
claim on enrolment. Tick here if you think you may be eligible and wish to claim fee remission.

Payment Details
Note, if your status is assessed as resident outside the European Economic Area, the fees will not be as shown in the
Prospectus and will be charged at a higher rate.

If you are applying for more than one course and pa  ying by cheque/postal order please send separate pa  yments.

Payment of examination/registration fees is require d with your application  except if you are under 19 years of
of age on 1 September. Cheqgues must have a cheque guarantee ca rd number and expiry date on the back of the cheque

Please tick as appropriate:

|:| I enclose a cheque/postal order for £ (made payable to Capel Manor College)

|:| | authorise you to debit my MasterCard / Vis  a/ Access / Delta / Switch card number for £

Card Number: Security No:

Valid from Expiry date Issue Number ( Switch)

If your employer will be paying your fees, we need a letter from them to confirm this.

Refunds
Full details of our refunds policy are shown in the Prospectus. Please note an administration fee of £25 will be deducted from
any refund made.



Title Family name Given names Reference

Part 1(D)

Why have you chosen this course?

Please give details of any previous work experience . Alternatively, you may attach your CV.

Courses Requiring an Interview
Tick this box if the course for which you are applying requires an interview. Please check on the College Website
or in the Prospectus. Courses requiring an interview have a tick  in the Interview (Int) column.

Only complete the following if your course reguires an interview
If English is not your first language, please provid e details of any English Language qualifications you may have:
Qualification Title Level Grade
How would you assess your English skills? (Please circle one answer for each skill)
Reading Writing Listening Speaking

Good / Satisfactory / Poor | Good / Satisfactory / Poor Good / Satisfactory / Poor Good / Satisfactory / Poor

If you are attending full-time at another school or college please give details below
School/College: | Head teacher: |

Address:

Parent/Guardian: If you are under 18 years of age p  lease enter name and contact details of your nexto  fkin:

Name: | Relationship to you: |
Address:

| Postcode: | | Telephone: |
If your home address is different to your term-time address, please enter your home address below:
Address:

| Postcode: | | Country: |

Availability for Interview
If there are any days/dates that you are unable to come to the College for an interview (holiday, hospital appointment etc.)
please indicate below:

Days/Dates:

Personal Reference

The College requires personal references for certain courses. If the course for which you are applying is one of these, a
Personal Reference form will have been included with the application form. Please forward the reference form to your referee
as explained on the form. Enter the name of your referee and the date you sent the form to them below.

Name of your referee : Date you sent personal reference form to referee:

Your referee should send the completed reference form directly to us as explained on the form. Do not wait for this to
happen. Please send your completed application form to the College immediately.



Bullsmoor Lane
Enfield
Middlesex EN1 4RQ

Tel: 08456 122 122
Fax: 01922 710312
e-mail: enquiries@capel.ac.uk

PERSONAL REFERENCE Required for full-time applications only, apprenticeships
and all courses that require an interview

Please complete section 1 of this form yourself and then hand or send it to the person who will write your reference. This
should be someone of standing, or in authority, who can independently comment on your personal qualities, normally your
Head of Year/Tutor or Employer. Section 2 should not be completed by you, a frie  nd or a member of your family. The
College may ask you to provide a second reference if more information is required to support your application.

SECTION 1 To be completed by the Applicant

First name Last name/Family name

Title (Miss/Mr/Mrs/Ms etc) Date of Birth

Title of course applied for:

Centre:

EDUCATION

To be completed by
Examinations taken or to be taken Referee

SUBJECT LEVEL YEAR GRADE PREDICTED GRADE

SECTION 2 To be completed by the Referee
Please would you comment on the suitability of this applicant to undertake the course of study shown. When completed
please return this form to Capel Manor College at the above address.

Personal qualities of the applicant EXCELLENT GOOD AVERAGE BELOW
AVERAGE

Attendance

Punctuality

Reliability

Behaviour

Motivation

Relationships with peers/group/lecturers

Quality of work produced

Attitude to studies/work environment

Ability to work in a team/group

Oral communication

Written communication

Progress on course




Please comment on the personal qualities and/or sui  tability of the applicant for the proposed
course

DATE OF ATTENDANCE/EMPLOYMENT

FROM TO

WHAT IS YOUR RELATIONSHIP TO THE APPLICANT?

Employer / Year Tutor / Headteacher / Other (please specify):

NAME OF REFEREE OFFICIAL STAMP

SIGNATURE OF REFEREE

OCCUPATION

ADDRESS

TEL

DATE

Thank you for completing this reference. Please ret  urn the form to Capel Manor College at the address below:

Student Registry, Capel Manor College, Bullsmoor Lane, Enfield, Middlesex EN1 4RQ



