
University of Cambridge

Offer making to undergraduate applicants: Suggestions for Colleges

The following suggestions are made by CAO to assist Colleges with accurate offer making and the consequential processing of examinations results in the summer.  The aim is to provide applicants with the clearest definition of the offers they are required to meet (or exceed) if their place is to be confirmed to unconditional in August.  This is part of Cambridge’s fair and transparent approach to admissions.  Sample offers letters can be found in the Forms and Letters section on the online Undergraduate Admissions Handbook.

1. UCAS suggests a code of recommended practice for offer making which includes:

(a) All offers should be clear and unambiguous, using the simplest form of words.

(b) The conditions of the offer the applicant should meet should be clear

2.
The official offer of a place comes through UCAS, if your College offer letter outlines the terms of a conditional offer, these must be exactly the same as the offer you enter into CamSIS, as this is what will be transmitted to UCAS and appear on the official UCAS offer.  

3.
An unconditional offer, where the applicant has fulfilled all the entry requirements, is binding on the College.  A conditional offer is binding on the College when the applicant meets or exceeds the exact conditions set.  If the applicant satisfies the conditions the College specifies (which may include non-academic conditions e.g. satisfactory financial guarantee, medical clearance etc) the College will confirm the place and admit the applicant for the course and year indicated. This equally applies to situations where applicants choose Cambridge as their insurance choice (although in reality they are unlikely to take up their place).  Colleges are still expected to make final (confirmation) decisions on those applicants who have indicated that they have chosen Cambridge as their insurance choice.
4
Offer letters and/or a follow up letter should ask the applicant to inform the College (who will inform CAO) if they make any deletions or additions to their examinations indicated in their UCAS application (e.g. change from an A level to an AS level, entry for one or more AEAs, entry for a GCSE etc).  It is the responsibility of the applicant to inform UCAS if they have changed their examination arrangements, if they do this it will ensure that UCAS will search for and match the result with the applicant in August.  However if Colleges are informed by the applicant of any changes, please tell CAO who will check that UCAS is also aware.  

5.
The standard text of the UCAS offer letters states

· All applicants must be able to satisfy the minimum entry requirements for the course;

· The offer of a place can be withdrawn or amended if the information given on the UCAS form is incorrect or if it changes materially (for example an applicant changes the list of exams to be taken);

· The conditions must be satisfied by the UCAS deadlines and not later than 31 August, unless the College has set an earlier date.  After 31 August if the applicant meets the conditions (e.g. as a result of a re-grade), the confirming of a place is at the College’s discretion;

· Applicants are requested to notify UCAS and the University/College if their examination arrangements change.  (If a College is notified of any change in examination arrangements please notify CAO of this change so we can check UCAS have been informed).  

6. Colleges enter offers directly into CamSIS for on-line transmission to UCAS.  The offer in CamSIS must match the offer you have sent via your College letter.  Please make this offer as precise and clear as possible.

For example, for the IB the offer should state ‘Pass in the full IB diploma, then state the overall mark e.g. 40, then the grades in any particular subjects e.g. 7,7,6 from Maths, Physics and Chemistry.  For an Access Course: Pass in full Access Certificate with e.g. 45 credits at level 3, and then specify the subjects e.g. including History, English and Sociology at Merit.

7.
Conditional offers can only be made on the examinations that the applicant is still to take and has entered in the qualifications yet to be taken section of their UCAS application.  Colleges must not make offers on subjects that the applicant has not indicated that they are taking, unless you have spoken with the applicant and they are happy to enter for the examinations (for example, STEP).  If the conditions being asked for are required in order to meet the pre-medical requirements, these can be asked for as long as the situation is clearly explained to the applicant.  

9.
CamSIS will automatically insert as standard, if an offer is for GCE A levels, the coding for ‘excluding General Studies’.  If you wish to include A level General Studies please delete this when entering your decision in to CamSIS.
10.
Colleges may choose to make alternative offers e.g. GCE A levels grades A*AA from Maths, Physics and Chemistry or alternatively GCE A levels grades A*A in Maths and Physics, B in Biology and Merit in AEA Physics.  Provided the applicant meets or exceeds one of these offers the College has to confirm the place.

11. If the applicant’s first language is not English and they do not have an acceptable/recognised English Language qualification, this must be asked for as part of the conditional offer.  Details of the acceptable qualifications and levels are given on the Undergraduate Admissions website: http://www.cam.ac.uk/admissions/undergraduate/international/requirements.html
12. If the College is making an offer on qualifications other than GCE A levels, please make sure it is clear in the CamSIS offer.  E.g. Offer is AAB in Scottish Advanced Highers rather than AAB at A level (the CamSIS decision page will always default to A-level as the most common qualification and care should be taken to correct this where appropriate).  

13. Colleges can ask for non-academic requirements as part of any conditional offer, and specify a date by which these must be met (please remember that ALL conditions must be met by 31 August), which should also be included in the UCAS official offer.  Colleges may also include a message.  These could include, for example:

· Certificate of non-infectivity of Hepatitis B required

· You must complete a Declaration of Health questionnaire

· Receipt of enhanced Criminal Records Bureau disclosure

· Please provide a satisfactory financial guarantee

· The institution regards you as overseas for fees purposes

· See also letter sent by institution


If you have other requirements or messages for all your College’s conditional offers, please contact CAO for advice.

14. If there are any changes to the original year the applicant has applied for, e.g. the College wishes to change the year to deferred entry, (or vice versa) please contact the applicant to check that this is acceptable to them, then make sure this is clear on the CamSIS decision page.

15. CAO will send out more detailed guidance on entering CamSIS decisions in October, the aim is to make offers as clear as possible in order to ensure that the Confirmation process in August runs smoothly.  
16. If you are in any doubt about the procedures for UCAS offer making please contact Helen Reed in CAO in the first instance.
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