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	Further Education Online Enrolment Guide





	
Before you Begin – You will be asked for the below information during the online process. Please have the information 

· Learner Reference number

Your Learner Reference Number will on your Invitation to Enrol Email. 

· Photo (Should be 480 height x 640 width pixels maximum, .jpeg or .jpg, head and shoulders only

You can still complete your online enrolment form and send your photograph in later to fephotos@reaseheath.ac.uk

· Statement of Results Certificate (Only applies if you are already in receipt of this e.g 19+ learners) 
· Passport Number (required if Student is non-British only)
· GP Details 

	


	
Accessing your Online Enrolment Form

After receiving your offer of admission to the college, you can expect to receive an email from Reaseheath.ac.uk. This email will contain an invitation for you to complete the online enrolment process.




Welcome to the Reaseheath College Online Enrolment system! We are delighted to provide you with a convenient way to capture essential personal information prior to the commencement of your course.

Personal Enrolment Form Starting Page

On clicking the link to your personal online enrolment form, you will arrive at the below page which will confirm the course title you are enrolling to.  

To begin completing your enrolment click on the below link.
[image: ]



Then click on Enrol for Course
[image: ]
[image: ]Tips
*      Highlights which are required mandatory fields.
Hovering of this symbol will provide additional information to help you complete the form.

Page 1 Your Personal Details

	
You will be asked to confirm the following: 

· Your Learner Reference Number
· Forename
· Surname
· Date of Birth
· Your ‘Known As’ name if this differs from your legal forename.
· House Number
· Post Code



	
[image: ]










Page 1 Expanded - Your Personal Details - Continued
	
Page 2 will confirm the remainder of your address.

You will be asked to confirm the following: 

· Your Address
· Number of Years at Address (If less than 1 year please put 0).
 
Click Next
	[image: ]




Page 2 Your Personal Details – Continued, Doctors and Medical Information
	You will be asked to confirm the following: 

· Country of Residence
· Country of Birth
· Ethnicity
· Home Telephone
· Mobile Telephone
· Personal Email Address
· Criminal/Pending Convictions
· Residential Status 
e.g lived in UK


· Learning Difficulties or Disabilities. 

If selected Yes, you will be asked to confirm the Primary Disability or Difficulty e.g., Dyslexia













You will also be asked to provide your Doctors Information and confirm any Medical Conditions.










Click Next
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Page 3 Additional Information and Emergency Contacts
	
You will also be asked to provide at least one emergency contact number.

Click Next
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Page 4 Over 19 information, Vehicle Details, Year 11 GCSE Maths & English Grades, Photo Upload
	You will be asked to confirm the following: 

· Course Payment Information for Over 19’s.
· Employment status for over 19’s.


· Car Details are required for students wishing to park on the College Campus.



· You will also be asked to provide your Year 11 Maths and English Achievements.

· Uploading your GCSE or Results Slips can be done here if you already have them. e.g 19+ learners.




If you have your passport size photo available this can be uploaded on this page.

You can still submit the enrolment form and then send your photograph later to the following email address:
fephotos@reaseheath.ac.uk


Click Next
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Page 5 Skills Funding Agency Privacy Notice, Contact Preferences and GDPR
	
You will be asked to confirm the following: 

· That you have read and agreed to the ESFA Privacy Notice






Your Contact Preferences in relation to college communication




· Your Contact Preferences in relation to GDPR and the use of your data


Click Next
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Page 6 Student Declaration
	
You will be asked to confirm the following: 

· That you have read and agreed to the College Student Declaration





Click 
Complete Enrolment
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Congratulations you have now completed your Online Enrolment!  
Once your enrolment is received, we will promptly process it and send you an acknowledgement email. Within 48 hours of enrolling, you will receive another email which will contain your details on how to activate and access your college account. You will be receiving several pieces of important communication from the college that you need to be aware of, read and electronically sign before you arrive in September so, please remember to regularly check your college email account.
[image: ]On some occasions the emails from Reaseheath College may arrive in your Junk Email Folder. Please check your junk folder.
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ESFA Privacy Notice

“This privacy notice is issued by the Education and Skills Funding Agency (ESFA] on behalf of the Secretary of State for the Department of Education (DfE) to inform learners about the Individualised Learner Record (ILR) and how their personal information is used in the ILR. Your

personal information is used by the DfE to exercise our functions under article 6(1) (&) of the UK GDPR and to mest our statutory responsibilities, including under the Apprenticeships, Skills, Children and Learning Act 2009

The ILR collects data about learers and learing undertaken. Publicly funded colleges, training organisations, local authorities, and employers (FE providers) must collect and return the data to the ESFA each year under the terms of a funding agreement, contract or grant
agreement It helps ensure that public money distributed through the ESFA is being spent in line with government targets. It is also used for education, training, employment, and well being purposes, including research. We retain ILR learer data for 3 years for operational purposes

and 66 years for research purposes. For more information about the ILR and the data collected, please see the ILR specification at https Jwwwgov uk/government/collections/individualised-learner-record-ilr

ILR data is shared with third parties where it complies with DfE data sharing procedures and where the law allows it. The DfE and the English European Social Fund (E5F) Managing Authority (or agents acting on their behalf) may contact learners to carry out research and evaluation

to inform the effectiveness of training

For more information about how your personal data is sed and your individual rights, please see the DfE Personal Information Charter (ttps /www govuk/governmentforganisations/department-for-education/sbout/personal-information-charter) and the ESFA Privacy Notice
(nttps /www govuk/government/publications/esfa-priva

otice)

Ifyou would like to get in touch with us or request a copy of the personal information DFE holds about you, you can contact the DfE in the following ways

= Using our online contact form - (https:/www gov.uk/governmentlorganisations/department-for-education/about/personal-information-charter)

« Bytelephoning the DfE Helpline on 0370 000 2288

« Orinwriting to - Data Protection Officer, Ministerial and Public Communications Di

ion, Department for Education, Piccadilly Gate, Store Street, Manchester, M1 2WD

Ifyou are unhappy with how we have used your personal data, you can complain to the Information Commissioner's Office (ICO) at: Wycliffe House, Water Lane, Wilmslow, Cheshire, SK9 SAF. You can also call their helpline on 0303 12313 or visit (https:fwwwico org uk]




image16.png




image17.png
Contact Preferences

Please tick any of the following boxes ifyou would also like to be contacted: Please tick ONE of the following boxes to indicate how you would prefer to be contacted: ¥
0 Aot courses o lesrring oppartunitiss 0 Bypost
0 For surveys and researcn 0 ByTeephone

0 ByEmai




image18.png
GDPR - additional contact preferences

0 Accapt Marketing Cansent O Accept Sharing Consent (Required for Photo ID] &
0 Allow Contact By SMS. 0 Allow Sharing o nfo by Email
0 Allow Contact By Socil Media 0 Allow Sharing ofnfo by Website

0 Allow Sharing o Info by Social Msdia

o




image19.png
Student Declaration

1 confirm that the details entered on the enrolment form are true and accurate in all respects and | agree to inform my tutor if my address, email address, telephone or other details change.

1 agree to comply with Reaseheath College's rules and regulations, which can be found on the College website at http:/www.reaseheath ac uk/about-uslcollege-policies, including the:
- Disciplinary Policy and Procedure
- Student Charter

+ Student Social Media Policy

1 agree to pay the fees and charges associated with my programme including Tuition Fees (if these apply to me). Please note fees, charges and Tuition Fees may be subject to change determined by external factors such as the ESFA. Where these changes happen you are stillliable to

pay the increased fee, charges and/or Tuition Fees
| understand that my registration as a student with the College may be cancelled:
+ asaresult of disciplinary action taken against me in accordance with the College’s Disciplinary Policy and Procedure

if the College becomes aware of information relating to me not previously known to it (including information about criminal convictions or activity, subject to the Rehabilitation of Offenders Act 1974) which in the College’s reasonable opinion makes it inappropriate for me to study

on my programme;

+ ifI have not provided the College with all relevant information or | have supplied information that is not complete, true and accurate.
| understand that if my Enrolment as a student with the College is cancelled, | may still be responsible for the payment of any outstanding tuition fees (if these apply) or other charges, which may include accommodation fees if | am in College residential accommodation

I consent to Reaseheath College collecting and using my personal and sensitive personal information and understand that it will be collected and used in accordance with its Erivacy Statement, General Data Protection Regulation and its legal obligations under the General Data

Protection Regulation (EU) 2016/679.

O I confirm that | have read and | agree to the declarations printed above.

O I confirm that | have read and | agree to the College Privacy Notice for Students including use of images and videos interally

O I confirm that | have read and | agree to the ESFA Privacy Notice
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