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CbESOL Application Form

2021/22
If you would like help to complete this application form or assistance with course selection,
Please call 0131 297 9657 or email: agnieszka.waszak@edinburghcollege.ac.uk  

Application guidelines can be found on our website:
www.edinburghcollege.ac.uk/course-guidelines
Once completed please return to CbESOL, Edinburgh College Granton Campus, 
350 West Granton Road, Edinburgh. EH5 1QE
	
	Please complete this form in BLOCK CAPITALS 
	(College Use Only) Applicant ID:
	     
	



Step 1
Course Details

Please state your course choice, your mode of attendance and campus (Granton, Milton Road, Sighthill, Midlothian):

	Course Title

(as it appears on our website)
	Mode of Attendance

(see below)
	Campus

	      
	     
	     



Mode of Attendance: FT (Full Time), PT (Part Time), EVE (Evening), DFL (Distance and Flexible Learning), 
DR (Day-release), BR (Block-release)

Step 2
Personal Details

	Surname (Last Name): 
	     
	Forename(s) (First Name):
	     


	Date of Birth
	 
	 
	 
	 
	 
	 
	 Male           Female      In another way       Prefer not to say



D
D
M
M
Y
Y

	Scottish Candidate Number:   
	 
	 
	 
	 
	 
	 
	 
	 
	 
	(this is on your SQA Certificate)


Permanent Home Address:      

Post Code:      
Telephone Number:      

Term Time Address:      

Post Code:      
Telephone Number:      

Email Address:      
Mobile:      
(Your email address and mobile number will only be used for the purpose of communication between you and College Staff)

Next of Kin/Emergency Contact Name:      
Telephone:      

Nationality:      


Please state the country which is your permanent home (country of domicile):      

How many years have you been living in the UK or the EU/EEA/Switzerland?      

How many years have you been living in Scotland?           


Reason for entry to the Scotland:      

(work/family/education etc) (if applicable)
If you have indicated that your nationality is EU / EEA / Switzerland, have you applied and obtained your status under the EU Settlement Scheme (settled or pre-settled status)?  Yes
 No
If you answer Yes
Please enter your share code so that we can verify your status

Share code generated from the gov.uk website. Please go to the following page: https://www.gov.uk/view-prove-immigration-status. Your share code is only valid for 30 days. If you have generated this share code more than 30 days ago please follow the instructions above to generate a new share code. Click the ‘Start now’ button and enter your information. Once you successfully log in, please get a share code and paste in the box below so that we can verify your status.
Please enter your share code in box.
	     


The information provided above helps the college determine what level of fees (if any) you will pay for your course and whether you will be able to apply for financial support.


Step 3        First or Preferred Language Language

Which best describes your first of preferred language?

English

Gaelic


British Sign Language (BSL)


Any other national language

    Prefer not to say

Step 4
Additional Support Needs/Disability

This information is collected in accordance with the code of practice issued under the Disability Discrimination Act and is not used in any selection or allocation process. This information will be used to enable us to support you whilst at college. 
Please tick as appropriate:

No known disability


Personal care support


A specific learning difficulty such as dyslexia, dyspraxia or AD(H)D

A social/communication impairment such as Asperger’s syndrome/other autistic spectrum disorder


A long-standing illness or health condition such as cancer, HIV, diabetes, chronic heart disease, or epilepsy


A mental health condition such as depression, schizophrenia or anxiety disorder


A physical impairment or mobility issues such as difficulty using arms or using a wheelchair or crutches


D/deaf or hearing impairment


Blind or a serious visual impairment uncorrected by glasses


A specific learning disability such as Down’s Syndrome


A disability impairment or medical condition that is not listed above
If you would like to speak to someone about additional support, please contact the Learning Support Team at learning.support@edinburghcollege.ac.uk



Step 5 
Care


This information is not used in any selection or allocation process.
Care Experienced
A Care Experienced person can be defined as someone up to the age of 25 who has been placed in kinship, foster or residential care or who has remained at home with supervision from social services for a period of at least three months.
 
Are you care experienced or from a looked after background?   
 Yes      No         Prefer not to say
Please tell us which describes your circumstances best?

 Residential care
 Foster care 
 Kinship care
 Looked after at home
 Prefer not to say

Are you receiving support from any of the following support Agencies?
 Through Care After care
 Fifteen Plus Team
 Social Work
 Pathway Co-Ordinator
 Key Worker 
 Other
Carers

To help us better understand your circumstances, please let us know if you have any caring responsibilites. This has no impact on your application.
Do you have unpaid caring responsibilities for a family member or friend who is ill, frail, disabled or has mental health or addiction problems?
  Yes         No

If Yes to Caring Responsibilities, who do you care for?  

  Disabled child/children under 18
 Child/children under 18
   Adult(s) 18 and over
   Prefer not to say
Step 6
Student Status
Are you currently (please tick as appropriate)


Employed

Unemployed and on benefits

Not working and not on benefits


Retired

School pupil

Veteran/Ex-military 
 
    Estranged Person (an estranged person is someone who no longer has the support of their family due to a
         breakdown in their relationship which has led to ceased contact)

Bereaved Children Scheme

Profound and Complex Needs

Asylum Seekers


Refugees


Person Granted Humanitarian Protection


Person Granted Discretionary Leave to Remain


Syrian Vulnerable Persons Relocation Scheme (VPRS)


A Stateless Person
Have any of your parents or carers served in the British Armed Forces or Reserve Forces during the first 25 Years of your life? (British Army, Royal Navy, Royal Marines, Royal Air Force) *
 Yes      No         Prefer not to say

Name of last/current school or college (for students aged 20 or under only):      

What is the highest qualification you hold?      

To ensure funding for your course is in place as soon as possible, please advise how you plan to pay for your course fees?
 I will pay my own fees. 

 I will apply for Fee Waiver from paying tuition fees (part-time courses).

 Individual Training Account 
	National Insurance Number: 
	 
	 
	 
	 
	 
	 
	 
	 
	 


(only required if using ITA funding).
One of the following will pay my fees (Complete fee Contact Information below):

 Employer     Agent 
Fee Contact Information (we will require a letter from your employer to confirm they are paying your fees).
Contact Name:      

Name of Organisation:      

Address:      

Postcode:      
Tel No:      

Email:      

All fees are subject to the college’s Tuition Fee Policy and shall be payable in full. It is the responsibility of each student to ensure that they have read the policy and the supporting documentation. “Terms and Conditions” and “How to Pay Your Tuition Fees”. By agreeing to these terms of study you are agreeing to the Terms and Conditions for the payment of your fees. Terms and conditions can be found on our website: www.edinburghcollege.ac.uk/terms-and-conditions
I agree to Edinburgh College terms and conditions and confirm that I am aware that if my application for student funding is not accepted that I will be responsible for my fees in full.


Step 9
Declaration/Terms & Conditions
By submitting this form I certify that to the best of my knowledge the information given in this form is correct and agree to abide by the terms and conditions above.
Your signature: …………………………………..
 Date: …………………………………….


For office use only

First date of attendance if different from course start date: 

Step 10
Equal Opportunities

As part of Equalities Legislation, Edinburgh College are required to collect data on Protected Characteristics such as age, religion and gender. This data is not available to staff who are reviewing your application for a place on a course, they cannot see it – it is used purely for reporting purposes and is completely confidential. 
This information is collected in accordance with the latest equality legislation and is not used in any selection process. Please tick as appropriate:

	Your religion or belief

None

Christian: Protestant

Christian: Roman Catholic

Christian: Other


Muslim


Buddhist


Sikh


Jewish


Hindu


Another religion or body

Prefer not to say

Married/civil partnership status

Which best describes your current marital 
or partnership status


Married 


In a same-sex civil partnership 


Other 


Prefer not to say
	Your sexual orientation

Heterosexual/straight


Gay man


Gay woman/lesbian


Bi/bisexual

Other

Prefer not to say
Is your gender identity different from the gender you were originally assigned at birth?

Yes

No

Prefer not to Say
Pregnancy and maternity

Are you currently pregnant or have you been pregnant in the last year?


Yes


No


Prefer not to Say




Ethnic group

White


African Black, Black Scottish or Black British


Scottish


Black, Black Scottish or Black British

English

African, African Scottish or African British

Welsh

Other African background

Irish



Northern Irish
Asian, Asian Scottish or Asian British

British

Indian, Indian Scottish, Indian British

Gypsy/Traveller

Pakistani, Pakistani Scottish, Pakistani British

Polish

Bangladeshi, Bangladeshi Scottish, Bangladeshi British

Any other white background

Chinese, Chinese Scottish, Chinese British




Any other Asian background

Mixed


Any mixed background
Other ethnic background



Arab, Arab Scottish or Arab British
Caribbean

Any other background

Caribbean, Caribbean Scottish, Caribbean British



Prefer not to say
 Information not known (for college staff use only)
Step 11  
How Edinburgh College will use the information you have provided
Who are we? 

We are Edinburgh College, and we’re responsible for looking after the information you give us when you enrol at Edinburgh College (under data protection law we are the Data Controller). Our address is: Milton Road Campus, 24 Milton Road East, Edinburgh EH15 2PP. Our designated Data Protection Officer (DPO) is Alice Wilson, who can be contacted by email at: DataProtection@edinburghcollege.ac.uk 

What information do we collect about you? 
	Personal data
	Special category data (only where you provide by law*)

	Name, address, telephone number, email address
	Gender (and gender identity)

	Date of birth
	Sexual orientation 

	Nationality 
	Religion or religious denomination 

	Next of kin and emergency contact details
	Ethnicity

	Previous education, qualifications and employment history
	Disability & health data (including mental health)

	 Employment status (e.g. jobseeker) and history
	Marital/civil partnership status

	Course and units of study (including previous courses of study)
	Special interest group status (e.g. asylum seeker; refugee; care-experienced; stateless person; veteran; person with profound or complex needs).

	Assessment information related to your course, including assessment and exam dates and results
	*Offences and alleged offences 

	Disciplinary information
	

	Appeals and complaints information
	

	Attendance data
	

	Photographic footage
	

	Passport number and country of domicile
	

	Your IP Address (your unique online identifier when browsing the internet).
	

	Your unique student ID
	

	If you are a carer or have caring responsibilities
	

	First/preferred language
	

	Pregnancy and maternity information
	


How do we collect your personal data?

· When you complete this form, to allow you to begin a course of study with Edinburgh College to develop skills in teaching ESOL, we will ask you for personal and special category data.

Why do we need the information we’re asking for?

· For academic purposes

· For administrative and financial management services

· To meet our duty of care to you and other legal obligations

· For public safety and the prevention and detection of crime

· To promote the college, marketing purposes

· For research
The lawful basis for the processing

For processing of your personal data in order to process your enrolment, the lawful basis is GDPR Article 6(1)(e) “processing is necessary for the performance of a task carried out in the public interest or in the exercise of official authority vested in the controller”. The specific law authorising this is the Post-16 Education (Scotland) Act 2013.

Where your special category personal data are processed, the lawful basis is GDPR Article 9(2)(g) “processing is necessary for reasons of substantial public interest, on the basis of Union or Member State law which shall be proportionate to the aim pursued, respect the essence of the right to data protection and provide for suitable and specific measures to safeguard the fundamental rights and the interests of the data subject”.

Where the college processes your special category data specifically to provide learning support, the specific law authorising this is the Post-16 Education (Scotland) Act 2013.

Where your special category demographic information (gender identity, sexual orientation, race, ethnicity) are processed for the purposes of analysis in order to advance equality of opportunity and treatment for all student groups, the specific law authorising this is the Equalities Act 2010 (but only where you’ve chosen to supply this information).

Home Learning Scheme

We produce a newsletter which is circulated to all Support Workers and volunteers within the Home Learning Scheme.  Your name may feature in the newsletter if, for example, you win an award for volunteering or contribute an article about your experience volunteering with us.  This is entirely voluntary and if you would prefer not to feature in the newsletter you can let your support worker know.
For marketing purposes:
We will use your personal information for marketing purposes where we have your consent (where you are the subject of the image/footage; or where we’ve asked you if you’re interested in receiving direct marketing); or because it is in the legitimate interest of the college to use your image in the promotion of its services (group photos and footage at graduation and college events. Where you object to being filmed or photographed as part of a record of college events, please inform a member of staff or following instructions on signage at events). 

How do I withdraw consent to a photograph, or to direct marketing, once I’ve given it?

If you’ve completed a photographic consent form, or have given your consent to receive direct marketing from the college, but have changed your mind and want to withdraw your consent, please email: marketingteam@edinburghcollege.ac.uk 

How long will we keep your data?

We will keep information about you only for as long as needed to provide you with academic and support services and meet 

our legal obligations and rights. We will keep your data for a maximum of two academic years after you have left the scheme.  Your data will be destroyed securely, following College procedures.
Who your information will be shared with and why:

We will share your personal data where we must do so to comply with a legal obligation; or where sharing your personal data is necessary for the performance of a task carried out in the public interest or in the exercise of official authority vested in Edinburgh College. Where sharing is not on the basis of one of the two reasons above, we will share your personal information only when we have your consent (for example, for direct marketing about college goods and additional services); or where we have established a legitimate interest in doing so, following a legitimate interest assessment.
Please be aware that we will appoint people and organisations to work for us, and contract them to act as data processors on our behalf. Examples of when we do this include: Moodle, plagiarism detection systems (Turnitin); and BePersonnel (to enable them to provide one to one tailored support where this has been identified as a requirement of your Personal Learning Support Plan). 

We will also share limited personal data where this is necessary for the following purpose:

· Submitting statistical returns to the government or its agencies, including the Scottish Funding Council (SFC), Skills Development Scotland (SDS), and other official bodies. This will include sharing your special category data (where you’ve provided it) with the Scottish Funding Council for equality monitoring purposes;
· Personal information will be shared with the Scottish Funding Council to allow them to allocate appropriate funding to colleges in line with Scottish Government strategies and their statutory duties. For more information on how the Scottish Funding Council use your personal data please see their FE student privacy policy on their website;
· To help the emergency services (fire, police, ambulance) or a health professional to protect your vital interests or someone else’s in a medical emergency;
· To meet a statutory or regulatory obligation, (e.g. providing details on your course choice, progress, and any barriers 

to your local authority).

For the purposes listed above: we shall do this only where there is a legal basis to do so.
International Data Transfers: 
As a global organisation we may process your personal information in a country outside the European Economic Area (EEA), when this is necessary to provide you with academic and support services, or fulfil a contract with you. 

When doing so we will: 

· Make sure that appropriate safeguards are in place to protect your information and your rights under privacy law;

· Apply the same high standards of privacy and security wherever we process your data.
Your rights:

Under data protection law you have a number of rights when an organisation processes your personal data. You have the right to:

· Be told what personal information Edinburgh College is keeping about you (this privacy notice)

· Obtain a copy of the data, free of charge within one month of your request (known as a Subject Access Request)

· Make Edinburgh College change any personal information that’s wrong, out of date or incomplete.

· If it’s wrong or out of date, to stop us using your personal information until we’ve put it right.

If you think we are acting unfairly or unlawfully you can:

· Object to the way we are using your data, by contacting Edinburgh College’s Information Management team by emailing DataProtection@edinburghcollege.ac.uk or you can speak to the team on 0131 297 8663. The team will be happy to help; but we also have an independent Data Protection Officer (Alice Wilson) you can speak to if you’d prefer – we’ve included her details in a separate section above.

· Complain to the UK Information Commissioner’s Office by calling their helpline on 0303 123 1113. (The Information Commissioner’s Office is the regulator and makes sure organisations across the UK treat your personal information properly).

Under certain conditions you also have the right to ask:

· To restrict the use of your data (e.g. if you have raised issues about the accuracy or use of your personal data, until we have investigated and responded to your concerns).
· Erase your information, known as the ‘Right to be Forgotten’ 

· Tell us to stop using your personal data to make decisions about you;

· Tell us to comply with your wishes where you have previously consented to us processing your data for a particular purpose and have withdrawn your consent to further processing;

· Provide you with a portable electronic copy of the data you’ve given us (data portability).

· If you want to know more about your rights, or if you want to contact Edinburgh College to exercise any one of your rights, including Subject Access Requests (SARs) please email DataProtection@Edinburghcollege.ac.uk or 

phone 0131 297 8663.

Further information about how the College processes your personal data is available on the website: http://www.edinburghcollege.ac.uk/Welcome/Governance/Privacy 

If you have any questions regarding this notice and/or your rights, please contact the Data Protection Officer (DPO) at DataProtection@edinburghcollege.ac.uk 
(Including Trans man)  (Including Trans woman)		








Step 7	Education





Step 8	Payment of College Fees














