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INTRODUCTION

Thank you for your interest 
in studying at Sheffield 
Hallam University
Contained within this pack is everything you will need to submit your 	
application to us

•	 an application form
•	 two reference forms
•	 disability and equal opportunities monitoring form

You should use this application form to apply for the following courses

•	 part-time
•	 postgraduate taught
•	 research degrees
•	 higher doctorates
•	 non-credit bearing courses
•	 individual units that are not being taken as part of a course
•	 short courses

Please do not use this form for full-time BA, BSc, LLB, BEng, HND 
courses or foundation degrees. Applications for these courses should be 
made through the Universities and Colleges Admissions Service for the 
UK (UCAS).

Please do not use this form for applications to postgraduate teacher 	
training courses (PGCE). For teacher training courses in England and	
Wales apply through the Graduate Teacher Training Registry (GTTR).

HOW TO APPLY
In order to study at Sheffield Hallam University you need to submit a 
completed application form and provide supporting documentation. 
These notes are intended to help you complete your application form.  

Please complete the form by typing, or write clearly using black ink and 
block capitals. Please make sure that the information you give on the 
form is clear and easy to read as this will help us process your application 
as quickly as possible. 

This form is available in electronic format and this can be downloaded 
from the Internet at www.shu.ac.uk/study/form 

We strongly recommend that you keep a copy of your application          
together with details of when it was submitted and to whom it was        
addressed.	

SUPPORTING DOCUMENTS
In addition to the information required on the form you should also, where 
possible, send copies of the following documents with your application

•	 degree certificates
•	 consolidated mark sheet/degree transcripts
•	 English language certificates (if English is not your first language)

If these certificates/documents are not in English, you must provide a 	
certified translation.

If you need to send any additional information later, please be sure to 	
mark each item with your full name, date of birth, address and proposed 	
programme of study. 

ENQUIRIES ABOUT YOUR APPLICATION
If you have any enquiries about your application you should use the 
contact details given in your application acknowledgement.

Alternatively please contact

Direct Admissions	 	 	 	 	 	 	
Surrey Building	 	 	 	 	 	 	
City Campus							     
Howard Street	 	 	 	 	 	 	
Sheffield  S1 1WB

Phone +44 (0) 114 225 5555	 	 	 	 	
Fax +44 (0) 114 225 2167	 	 	 	 	 	
directadmissions@shu.ac.uk

NOTES TO HELP YOU COMPLETE THE 		
APPLICATION FORM 
These notes are intended to help you complete this application form. 
Your application should be returned to Direct Admissions at the address 
printed on the application form.

Section 2 Details of your proposed programme of study

Taught programmes 
Proposed start date
Nearly all taught programmes start in September, October or January. 	
You should therefore only enter a start date other than September, 		
October or January if you know that the programme for which you are 	
applying starts at another time.

Research programmes 
Proposed title/subject(s)
Please specify the area in which you would like to undertake a research 
degree. The main research themes and areas offered by Sheffield Hallam 
University are listed at www.shu.ac.uk/research/degrees.html

Mode of study
If you wish to take a research degree as a distance learning/split PhD 
you should include in section 10 details of your proposed research 
supervision arrangements and arrangements for access to library/other 	
resources needed for your research.

Proposed start date
Research degree programmes may start at any time of the year, but you 
should talk to us first as you may need to consider the timing of induction 
courses and any research methods courses you may need.

Section 3 Nationality
Please give the current name of the country where you were born. If you 
were not born in the UK, please tell us when you entered the country.

Please note that if you require a visa to study in the UK we will require 
a copy of your passport details before we can issue the university 
documents required to support your visa application. 

Section 4 English language ability
Applicants whose first language is not English must be able to 	
demonstrate English language proficiency. Suitable qualifications include

•	 British Council International English Language Testing Service (IELTS) 	
overall band 6. If you are taking or have taken an IELTS test, please 
provide details of your test report form (TRF) number.

•	 Cambridge Certificate in Advanced English (CAE) grade B
•	 Test of English as a Foreign Language (TOEFL) score 570 (paper-
based tests) or 230 (Computer-based tests)

Please note these are minimum requirements, you should consult your 
faculty contact for the entry requirements for your course.



APPLYING TO STUDY AT SHEFFIELD HALLAM UNIVERSITY
Section 5 Criminal convictions
The University needs to know whether you have a conviction for an 	
offence against the person, which is of a violent or sexual nature, or, a 
conviction for an offence involving unlawfully supplying controlled drugs or 
substances, where the conviction concerns criminal drug dealing or 	
trafficking. If you have such a conviction, please mark the box with an X. 
Your conviction will not affect the academic consideration of your 	 	
application.

Please note some courses may require all applicants to undertake a 
Criminal Records Bureau (CRB) check irrespective of whether or not you 
have declared a conviction on your application.  

Sections 6, 7, 8, 9 Education, work experience, membership of 
professional bodies and further information in support of 		
application
General information about entry requirements is given in the online course 
prospectus. You should also consult individual course information for 
any specific or additional requirements. Contact the faculty for further 
information.

Your application will be considered on the basis of your education, work 
and other relevant experience. You should therefore give full and accurate 
details of all your relevant previous experience in these sections.

In the further details section you must include a personal statement 	
explaining why you wish to study the course you are applying for and 	
explaining how your previous education and experience have prepared 
you for the course.

Section 10 Referees
It is your responsibility to request references, which should 
be provided on the relevant form and returned by the referee to the 
University. The University will not request references on your behalf. 	
See notes below on obtaining references.

Section 13 Declaration
Any offer of a place to study is subject to your acceptance of the 
University’s terms and conditions. In particular we draw your attention 
to section 12.1(a). A copy of them may be found at the back of printed 
copies of the University application form and on the Internet at  
www.shu.ac.uk/about/legal.html. You must read these terms and 		
conditions before accepting any offer.

Disabilities and support needs
The University welcomes students with disabilities, but it needs to know 
their needs so that it can make appropriate arrangements. If you have a 
special need, please tick the most appropriate box. The Disabled Student	
Support Team will contact you to discuss how to help you. 

Equal opportunities monitoring	
This information is collected so that the University can monitor the 	 	
effectiveness of its equal opportunities policies. The information will be 	
detached from your application form and will not be made available to the 
admissions tutor for selection purposes.

WHERE TO SEND YOUR COMPLETED 		
APPLICATION FORM
Please send your completed application form to Direct Admissions, 	
Surrey Building, City Campus, Howard Street, Sheffield S1 1WB unless 
you have been dealing with a specific faculty contact or research area. In 
which case you application should be sent directly to this contact.   

OBTAINING ACADEMIC REFERENCES TO 	
SUPPORT YOUR APPLICATION
Completed references should be returned to Direct Admissions, Surrey 
Building, City Campus, Howard Street, Sheffield S1 1WB unless you have 
been dealing with a specific faculty contact or research area. In which 
case references should be sent directly to this contact.  

You are responsible for

•	 approaching referees and requesting references
•	 giving each referee a copy of the reference form with sections 1, 2 and 
3 completed

•	 explaining about the programme for which you are applying
•	 notifying referees of deadlines and where to return completed forms

The reference form and instructions are available in PDF format and can 
be downloaded from the internet from www.shu.ac.uk/study/form. 

Return address for completed references (section 3 of reference 
form)

Please complete with full details of where the completed reference should 
be returned. You should enter the name and address of your contact at 
the University.

QUERIES AND COMPLAINTS
Queries about the progress of your application should be made to the 	
relevant faculty contact. If you have any concerns or complaints relating to 
the processing of your application, please contact the Admissions Office, 
Sheffield Hallam University, City Campus,Howard Street, Sheffield  		
S1 1WB.

This form will be photocopied. Please 
type, or write clearly in block capitals in 
black ink.

Please note important information 	
relating to your application will be sent 
to you by email. Please ensure that 
your email address can be clearly read 
and that your email account will accept 
email sent from addresses ending  
@shu.ac.uk



Application form
For office use only

Please read the preceding instructions for completing this form.
This form will be photocopied. Please type or write clearly in block capitals in black ink. Tick boxes ❏  as appropriate.✓

1 Your personal and contact details

Title (eg Mr, Ms, Dr etc)		 Gender	 o Male	 o Female

Last name

First name(s)

Official name (as it appears on your passport/national identity card)

Date of birth		  Last name on 16th birthday

Address	 Home		  Correspondence (if different from home address)

Postcode

Country

Email

Telephone numbers (please include full country and area code)

Daytime		  Evening

Mobile		  Fax number

Applications for nursing and education courses only

Nursing reference number

Teacher ref number (DfES number)

yearmonthday

Research programmes only

Mode of study	     Full-time	     Part-time	     Other

Proposed start date

Award	     MPhil	     PhD	     DBA, EdD	    Other

Proposed title/subject/area(s)

Have you confirmed that Sheffield Hallam University caters for your proposed area of research?       Yes           No 

Please provide an outline research proposal (1500 words maximum) – see section 9

please specify

please specify

month year

please specify

month year

please specify

2 Details of your proposed programme of study Complete either taught courses or research programme as appropriate

Taught courses only

Mode of study	 o Full-time	 o Part-time	 o Distance learning	 o Other

Proposed start date

Award	     Cert HE         HNC, HND         BA, BSc, BEng, BSc      MBA, MA, MSc, MEng, PgDip, PgCert

	     Other

Course title

Year of entry	     Year 1		      Year 2	     Year 3

3
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3 Nationality

Country of birth (the country where you were born)

Nationality (the country for which you are entitled to hold a passport)

Country of domicile (the country you live in)

Do you require a student visa to study in the UK? 	     Yes          No 

If you answer yes to the above question the university will need your passport number in order to provide you with the 		
appropriate visa documentation. If you do not yet have a passport you will be prompted to provide this information later in 
the application process.

Passport number

Are you a non-EU citizen currently resident in the UK? 	 o Yes     o No 

If you answer yes to the above please provide the following information in order to assist us in providing you with the correct 
course fee information. 

When did you enter the UK?

What is your immigration status?

5 Criminal convictions

Do you have any relevant criminal convictions?		      Yes 	    No 

month year

4 English language 

Do you hold any English language qualifications?	     Yes        No 

Do you intend to sit an English language qualification before coming to study at Sheffield Hallam University?	     Yes        No 

English language qualifications (please attach copies of all certificates)

IELTS

TOEFL

Date of qualification		  Which version did you take (paper based,  	 Test score
		  computer based, internet based)

Other English qualification							     

Awarding organisation	 Award and course title	 Results (including grade)

Date of award or expected award

Applications for postgraduate courses and research degrees only
Was English the language of instruction for your first degree?	  o Yes 	 o No 

Date of qualification		  Test reference number		  Overall band result

Listening score 	 Reading score 	 Writing score 		  Speaking score
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month year

month year

month year

month year

start date 	 end date 

start date 	 end date 

start date 	 end date

start date	 end date

Your application will be considered on the basis of your education. You should therefore give full and accurate details of your  
education background in this section. You must include details of all study undertaken at degree level or above.

6 Education

Qualifications and examinations (including professional training)

Awarding institution	 Award and course title	 Main subjects studied	 Results (including grade)

	
Date of award		  Mode of attendance	 CATS points
or expected award			   (if applicable)

Awarding institution	 Award and course title	 Main subjects studied	 Results (including grade)

Date of award		  Mode of attendance	 CATS points
or expected award			   (if applicable)

Awarding institution	 Award and course title	 Main subjects studied	 Results (including grade)

Date of award		  Mode of attendance	 CATS points
or expected award			   (if applicable)

Awarding institution	 Award and course title	 Main subjects studied	 Results (including grade)

Date of award		  Mode of attendance	 CATS points
or expected award			   (if applicable)
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8 Membership of professional bodies

Name and address of organisation	 Type of membership	 Dates of membership	
		  From            To 

Your application will be considered on the basis of your work and other relevant experience. You should therefore give full and 	
accurate details of all your relevant previous work experience in this section.

Most recent employment first

Name and address of	 Job title and brief summary of responsibilities/achievements	 Dates of employment
organisation		  From	 To

7 Work experience
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9 Further information in support of application. Please attach additional sheets if necessary.

Taught course applicants –  in this section please provide further information in support of your application. You should include 
a personal statement explaining why you have chosen this course, how your previous education and experience have prepared 
you for the course, and impact it will have on your future career (if applicable).

Research applicants – in this section please provide an outline of your proposed research programme. This should 	include an 
outline of the research questions/area, aims of the project, methodology (if known), potential impact of the research and some 
key background literature/references (max 1500 words). 

Continue on a separate sheet if necessary
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12 Data protection statement

The information you supply on this form will be used by Sheffield Hallam University in accordance with the Data Protection Act 
1998 and other applicable legislation. The University will use the information to process your application and to provide any 		
relevant further information by post, email or text. It will also be used to support the University’s marketing and market research 
activities.

Please tick if you do not wish to receive further information by

    Post	     Text	     Email	     Phone

If at any time you change your mind and you would like the University to stop sending such information, please contact the 		
Department of Marketing, Sheffield Hallam University, Sheffield S1 1WB or email marketing@shu.ac.uk

If you accept a place at the University and meet the conditions of the offer, the information from your application form will be 
used to set up a student record on the University’s student information (SI) system. Where required this information may be 
shared with the government or their respective agents to check the accuracy of personal information provided by students 
against external data sources such as the Higher Education Statistics Agency (HESA), or the Learning Skills Council Individual 
Learner Record (LSC ILR), returns. The University may also contact other institutions to confirm previous qualifications obtained.

In order to prevent and detect fraud, we reserve the right to, or may be required to, share this information with external 		
organisations such as the police, the Home Office, the Foreign Office, the UK Border Agency and local authorities.

The University does not share the information you have provided with any other third party, except research agencies which 		
assist with or carry out research and service providers who deliver email and text messages on the University’s behalf. The 	
University ensures that such agencies will also handle personal data in accordance with the Data Protection Act.

13 Declaration

I confirm that, to the best of my knowledge, the information given in this form is true, complete and accurate and no information 
requested or other material information has been omitted. I give my consent to the processing of my data by Sheffield Hallam 
University. I understand that any offer of a place on the above course is subject to my acceptance of the University’s terms and 
conditions, which I have received and read. I understand what they say, and I agree to abide by the conditions set out there. 		
I accept that if I do not fully comply with these requirements, Sheffield Hallam University reserves the right to cancel my 		
application and I shall have no claim against Sheffield Hallam University in relation to this application.

Applicant’s	 Date
signature

Please send your completed application form to Direct Admissions, Surrey Building, City Campus, Howard Street, Sheffield 		
S1 1WB unless you have been dealing with a specific faculty contact or research area in which case you application should be 
sent directly to this contact.  

10 Referees

Name

Position

Company/organisation

Address

Postcode

Country

Email address

Phone number
(including full country and area code)

Fax number

	 1	 2

11 Financial information

How will your tuition fees be paid?�	

Personal/family resources      Employer     Sponsorship        Scholarship        Government body       Research council  



please specify

please specify

Disabilities and support needs

If you declare a disability this will not be a factor in the university’s decision as to whether or not to offer you a place. However it is 
important that the University knows if you have any specialist needs in order that we can provide you with appropriate support and 
facilities.

This information will remain strictly confidential.

Do you consider yourself to have a disability	  Yes      No

Type of disability

 Specific learning disability eg dyslexia, dyspraxia etc.	  Blind/partially sighted

 Deaf/hearing impairment		   Wheelchair user/mobility difficulty

 Autistic spectrum disorder/Asperger syndrome		   Mental health difficulty

 Multiple disabilities		   Personal care support

 Unseen disability eg diabetes, cancer, epilepsy, asthma etc

 Other

Nature of support required

Do you agree that this information can (where applicable) be shared with the course leader in order to ensure the provision 
of suitable support? 	 o Yes     o No 

9

Please note this section of the application will not be used in the consideration of your application

For office use only
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Equal opportunities monitoring

Ethnic origin

Religion

    White 		          	
    Black or black British – Caribbean		

    Black or black British – African	          	
	 Other black background		

				  

			 

	
   	     

    Asian or Asian British – Indian  

    Asian or Asian British – Pakistani	

    Asian or Asian British – Bangladeshi

    Chinese

			 
			 
			 
			 
			 

    Other Asian background

    Mixed – White and black Caribbean

    Mixed – White and black African

    Mixed – White and Asian

    Other mixed background

    Other ethnic background

    Prefer not to say



Reference
For office use only

Please read the instructions below for completing this form.
This form will be photocopied. Please type or write clearly in block capitals in black ink. Tick boxes ❏  as appropriate.✓

2 Award and title of applicant’s proposed programme of study

3 Return address for completed reference

1 Applicant’s full name

Sections 1, 2 and 3 must be completed by the applicant

11

The reference process
The person named in Section 1 below has applied for a course at 
Sheffield Hallam University. They have selected you as their referee. 
Please complete and return this form to the address given in  
Section 3.

There is a PDF version of this form you can download at  
www.shu.ac.uk/study/form but you must print off the reference 
and submit a signed paper copy. Unfortunately we cannot consider 
references submitted by email. If you decide to use this form please 
remember that it may need to be photocopied and complete the 
form by typing or writing using black ink and block capitals.

Referees should be aware that under the provisions of the Data 	
Protection Act (1998) applicants may ask the University to disclose 
references that have been used in the admissions process. 	
References will also be accessible if requested in connection with 
legal proceedings.

Please tell us if you object to the reference being open to the data 
subject on request. Please note that the University may decide to 
disclose the reference without your consent, if it is able to anonymise 
the information (to protect your identity) or it is considered reasonable 
to release the reference even though it is possible to identify who 
wrote the reference. The University will balance the data subject’s 
right of access with your right of privacy.

The reference report
Please say whether, in your opinion, the applicant is likely to 	
complete successfully and benefit from the programme of study for 
which s/he is applying and why. Please specify the applicant’s 	
general suitability to undertake the course(s) including distinct 
strengths or areas for improvement. Please specify the nature and 
grade of qualification, including class of degree, already obtained or 
expected to be obtained prior to the start of the course.

It would be helpful if, in addition to any general statement, you would 
indicate the following in your reference

•	 how the applicant’s achievements compare(d) to those of his/her 	
peers							    

•	 for applicants whose first language is not English, their standard 
of proficiency in written and oral English	 	 	

•	 for applicants who hold professional qualifications or have 	 	
professional experience, how the qualifications and/or experience 
would contribute to the applicant’s suitability

Section 4 to be completed by the referee

4 Referee’s details

Name

Position

Company/organisation

Address

Postcode

Country

Email address

Phone number
(including full country and area code)

Fax number

It is the applicant’s responsibility to request references, the university will not request references on your behalf. 



5 Report on the applicant

How long have you known the applicant?

In what capacity do you know the applicant?

In your opinion is the applicant likely to successfully complete and
benefit from the programme of study for which s/he is applying?	     Yes	     No	     Uncertain/don’t know

Please explain your response to the previous question and add any further comments

6 Candidate’s qualifications

7 Referee’s declaration

I confirm that, to the best of my knowledge, the information given in this form is correct and complete

Referee’s signature

Date

Official institutional
stamp (if appropriate)

Please return completed forms to the address specified in section 3

(Please continue on a separate sheet if necessary)

Sections 5, 6 and 7 to be completed by the referee

12
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2 Award and title of applicant’s proposed programme of study

3 Return address for completed reference

1 Applicant’s full name

Sections 1, 2 and 3 must be completed by the applicant

The reference process
The person named in Section 1 below has applied for a course at 
Sheffield Hallam University. They have selected you as their referee. 
Please complete and return this form to the address given in 	
Section 3.

There is a PDF version of this form you can download at  
www.shu.ac.uk/study/form but you must print off the reference 
and submit a signed paper copy. Unfortunately we cannot consider 
references submitted by email. If you decide to use this form please 
remember that it may need to be photocopied and complete the 
form by typing or writing using black ink and block capitals.

Referees should be aware that under the provisions of the Data   
Protection Act (1998) applicants may ask the University to disclose 
references that have been used in the admissions process.          
References will also be accessible if requested in connection with 
legal proceedings.

Please tell us if you object to the reference being open to the data 
subject on request. Please note that the University may decide to 
disclose the reference without your consent, if it is able to anonymise 
the information (to protect your identity) or it is considered               
reasonable to release the reference even though it is possible to 
identify who wrote the reference. The University will balance the data 
subject’s right of access with your right of privacy.

The reference report

Please say whether, in your opinion, the applicant is likely to           
complete successfully and benefit from the programme of study 
for which s/he is applying and why. Please specify the applicant’s        
general suitability to undertake the course(s) including distinct 
strengths or areas for improvement. Please specify the nature and 
grade of qualification, including class of degree, already obtained or 
expected to be obtained prior to the start of the course.

It would be helpful, if, in addition to any general statement, you 
would indicate the following in your reference

•	 how the applicant’s achievements compare(d) to those of his/her 
peers

•	 for applicants whose first language is not English, their standard 
of proficiency in written and oral English

•	 for applicants who hold professional qualifications or have pro-
fessional experience, how the qualifications and/or experience 
would contribute to the applicant’s suitability

Section 4 to be completed by the referee

4 Referee’s details

Name

Position

Company/organisation

Address

Postcode

Country

Email address

Phone number
(including full country and area code)

Fax number

Reference
For office use only

Please read the instructions below for completing this form.
This form will be photocopied. Please type or write clearly in block capitals in black ink. Tick boxes ❏  as appropriate.✓

It is the applicant’s responsibility to request references. The university will not request references on your behalf. 
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5 Report on the applicant

How long have you known the applicant?

In what capacity do you know the applicant?

In your opinion is the applicant likely to successfully complete and
benefit from the programme of study for which s/he is applying?	     Yes	     No	     Uncertain/don’t know

Please explain your response to the previous question and add any further comments

6 Candidate’s qualifications

7 Referee’s declaration

I confirm that, to the best of my knowledge, the information given in this form is correct and complete

Referee’s signature

Date

Official institutional
stamp (if appropriate)

Please return completed forms to the address specified in section 3

(Please continue on a separate sheet if necessary)

Sections 5, 6 and 7 to be completed by the referee



The University’s Terms and Conditions are reproduced 
below. Additional copies are available on request from 
Student and Learning Services, City Campus, Howard 
Street, Sheffield S1 1WB, telephone 0114 225 5555. 
They govern the contract between the University and its 
students. It is important that you read and understand 
the Terms and Conditions because any offer of a place 
to study at the University is made subject to your 
acceptance of them. These Terms and Conditions 
apply from 1 August 2006.

1 Definitions

In these Terms and Conditions, the following 
terminology shall have the following meanings. 

Academic Year means a calendar year running from 
1 August in one year to 31 July in the next year. The 
specific dates applicable to individual students are 
determined by their programme of study.

Collaborating Organisations means an institution 
or organisation with which the University has an 
agreement in relation to the provision of Programmes 
and/or the conferment of awards, degrees or diplomas.

Enrolment means the process by which a Prospective 
Student or Student formally registers their participation 
or continued participation in a Programme at the 
University and provides information required by the 
University. Completion of the enrolment process is 
required for the University to grant access to the 
Programme and related Services (for example library, IT 
services, course materials, tuition etc).

Fees means tuition fees and, where relevant, 
additional fees or costs required for Programmes or 
Services such as module re-registration, examinations 
and residential visits.

Programme means a programme or course of study 
at the University.

Prospective Student means a person who has 
accepted a place at the University, conditionally or 
unconditionally, and who has not yet enrolled for their 
first Academic Year at the University.

Prospectus means the current University 
prospectuses (including online and printed versions) 
giving details of Programmes for the following 
Academic Year.

Regulations means the University’s Instrument and 
Articles of Government, regulations, rules, codes, 
policies, procedures and other instructions and 
administrative arrangements as are in force and as 
amended from time to time, including relevant decisions 
of the Board of Governors and the Academic Board 
and related committees.

Semester means the two periods of the Academic 
Year called semesters. The first semester runs from 
September to January and the second semester runs 
from January to May.

Services means such educational services and 
facilities which at its sole discretion are provided by 
the University for students (including but not limited to 
the provision of library and IT services, participation in 
laboratories and field trips as part of the course and 
provision of student support and guidance).

Student(s) means those students who are pursuing a 
Programme as an enrolled student of the University.

Terms and Conditions means the terms and 
conditions contained in this document and in the 
Regulations.

Tuition Fees means the fees charged by the University 
specifically for the provision of Programmes to 
Students.

The University means Sheffield Hallam University.

2 Contract formation

A contract on the Terms and Conditions is formed 
between you and the University at the point when 
you accept the offer of a place at the University. 
By accepting a place at the University you are also 
agreeing to be bound by the Terms and Conditions. It is 
therefore important that you read and understand them 
prior to accepting your place.

The contract will expire, subject to the provisions for 
early termination in the Terms and Conditions, on the 
completion of your Programme, whether or not you are 
conferred with a University award.

3 Admission to the University

3.1 Consideration of applicants

All applications for a place at the University are 
considered on their merits in the context of the specific 
and general guidance set out in the Prospectus and 
any special requirements as set out in clause 3.2. 
All Prospective Students will be required to declare 
unspent criminal convictions. The requirements stated 
in the Prospectus may be varied from time to time 
without notice to Prospective Students where it is 
reasonably considered by the University to assist in 
the proper delivery of education. The University is not 
obliged to provide reasons for its decisions in relation to 
applications.

3.2 Special requirements

Students for certain specified Programmes must 
comply with special requirements. Some special 
requirements must be complied with as a condition 
of a Prospective Student obtaining their place at the 
University and other special requirements continue 
throughout the period of the Programme. These special 
requirements are often imposed by law, accrediting 
or professional bodies, or other third parties. For 
example, some Programmes may require additional 
declarations by the Student relating to their health, 
criminal convictions and cautions. There may be a 
requirement for a check of criminal convictions (via the 
Criminal Record Bureau’s Disclosure Service) and/or 
medical examinations. In addition, certain standards of 
behaviour and attendance requirements may apply.

Details of any current special requirements that apply to 
your Programme can be obtained from the University. 
Variations or new special requirements may be 
introduced by the University from time to time without 
notice to Prospective Students or Students if they 
are required by a third party or by law, or where it is 
reasonably considered by the University to assist in the 
proper delivery of education.

Failure to comply with any such special requirements 
may result in termination of your contract, with the 
consequence that you may not be permitted to begin 
your Programme at the University or you may be 
required to leave your Programme and/or the University.

3.3 Conditional offers

Some offers of a place may be conditional on a 
Prospective Student fulfilling certain requirements either 
academic or otherwise, which will be stipulated when 
the offer of a place is made. If a Prospective Student 
fails to meet these requirements to the reasonable 
satisfaction of the University, the contract between the 
Prospective Student and the University shall, unless the 
University agrees otherwise, automatically come to an 
end and both parties shall be in the same position as if 
they had never entered into any contract.

3.4 Enrolment

You are required to enrol with the University at the start 
of your Programme and to re-enrol as required by the 
University (normally annually).

4 Provision of Programmes and Services

Students will be notified of the date their Programme 
will commence. Unless this contract is terminated 
earlier, it will be completed on the last day of the final 
Semester of the Student’s Programme in the Student’s 
final Academic Year or the last day of any assessment 
of the Student’s performance (whichever is later).

The University will use its reasonable endeavours 
to deliver Programmes in accordance with the 
descriptions set out in the relevant Prospectus. 
However, the Prospectus is produced at the earliest 
possible date to provide maximum assistance to 
intending applicants. It is inevitable that changes will 
occur between the date of printing and the start of the 
Academic Year to which they relate.

The University therefore

4.1 reserves the right to make variations to the 
contents or methods of delivery or assessment or 
locations of Programmes, to discontinue or suspend 
Programmes, to merge or combine Programmes and to 
introduce new Programmes if such action is reasonably 
considered to be necessary by the University. Such 
changes may occur either before or after enrolment 
of a Student. Prospective Students and Students 
have a right to withdraw from the Programme if, 
after they accept a place, the course is substantially 
varied from the description in the Prospectus; in such 
circumstances our normal practice is to refund any 
Tuition Fees or deposit already paid on a pro rata basis 
for the unexpired period of the Semester or Academic 
Year for which such fees have been prepaid once the 
University has received written notice from you that 
you wish to withdraw from the Programme for that 
reason. In the event that the University discontinues 
or suspends your Programme after an offer has been 
accepted and at any time during your Programme the 
University’s normal practice is to refund any Tuition 
Fees and deposits you have paid on a pro rata basis 
for the unexpired period of the Semester or Academic 
Year for which fees have been pre-paid. In addition, the 
University will use its reasonable endeavours to provide 
a suitable alternative Programme at the University (for 
which fees will be payable) or suggest a suitable course 
at an alternative educational institution but this shall be 
the full extent of its liability.
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4.2 reserves the right to make variations to or withdraw 
Services if such actions are reasonably considered to 
be necessary by the University. The University reserves 
the right to make additional charges and to vary such 
charges from time to time for Services.

4.3 aims to offer maximum flexibility of study within 
the relevant regulations but does not guarantee that 
all parts of and options within Programmes will be 
available to all Students who are qualified to take them.

5 Rules and regulations

You are required as a condition of accepting a place 
at the University to abide by, and to submit to, the 
Regulations. These include regulations in the following 
areas (although the list is not all embracing): academic; 
conduct and discipline; financial; health and safety; data 
protection; accommodation; library and computing; 
equal opportunities; intellectual property; complaints; 
and programme requirements. The main Regulations 
are available from the Secretary and Registrar and at 
http://my.shu.ac.uk

The University reserves the right to make reasonable 
changes to the Regulations where in the opinion of 
the University it will assist in the proper delivery of 
education and/or it is in the interests of the University. 
These changes will normally come into effect at the 
beginning of the next Academic Year. The University 
reserves the right to introduce changes during the 
Academic Year when it reasonably considers it to be in 
the interests of Students or it is required by law or by 
the Funding Councils.

6 Payment

6.1 Fees

The University charges Tuition Fees for the delivery of 
its Programmes and you will have primary responsibility 
for payment, although in many cases payment will be 
made on your behalf by a third party; for example a 
local education authority, the Student Loans Company 
or a sponsor.

The University will invoice you or the third party paying 
on your behalf for the Tuition Fees to be paid on the 
date stipulated in the invoice. If the third party does 
not make payment in full by the due date you will be 
invoiced personally for any outstanding balance. If 
payment is not made, provisions of clause 6.4 may 
come into force.

You are contractually obliged to pay the Tuition Fees 
and all other Fees on the dates they fall due from the 
moment the contract is formed, ie when you accept an 
offer of a place.

Tuition Fees are usually charged to Students in every 
Academic Year of their Programme and you should 
therefore ensure that the necessary arrangements to 
pay your Tuition Fees have been made before enrolling 
for the next Academic Year.

The Tuition Fees for all Programmes are issued by 
Student and Academic Services, which should be 
contacted for further details.

6.2 Level of Fees and Fee Review

The levels of Fees are reviewed and may be revised on 
an annual basis prior to the beginning of the Academic 
Year in question.

6.3 Liability for Tuition Fees on termination of 
contract/refunds 

If you withdraw or transfer out of the University to 
another institution before enrolment or within the first 
three weeks of your Programme all Tuition Fees will be 
refunded subject to the University retaining all or part of 
any deposit as specified in clause 6.5.

If you withdraw from the University, transfer to another 
institution or take time out from your Programme 
after the first three weeks but before the end of an 
Academic Year, refunds/credits of Tuition Fees paid 
are not automatically given. The University may refund 
a proportion of any Tuition Fees pre-paid by you on a 
pro rata basis for the unexpired period of the Academic 
Year, subject to the University retaining an amount to 
cover its reasonable losses and costs as a result of the 
withdrawal. The University will not refund any fees paid 
on your behalf by the Student Loans Company.

You must formally notify the faculty office immediately in 
writing that you have withdrawn and any refunds/credits 
will be calculated from the date the University receives 
such formal notification.

6.4 Debts

If you, or any third party who is supposed to pay your 
Tuition Fees on your behalf, fail to pay any Tuition 
Fees by the due date specified in the invoice from the 
University, the University reserves the right to charge 
you interest on any outstanding Tuition Fees on a daily 
basis at an annual interest rate of two per cent above 
the base rate of HSBC until all outstanding Tuition Fees 
and interest are paid.

The University reserves the right at any time during the 
Academic Year to withdraw you from your Programme 
and to withhold all Services until all outstanding 
Tuition Fees and interest are paid and/or terminate 
the contract between you and the University. If at 
the end of an Academic Year you are in debt to the 
University for Tuition Fees, the University reserves the 
right not to allow you to enrol on your Programme 
for the next Academic Year. If you are in the final year 
of a Programme, the University will not release your 
certificate, or a letter of confirmation of award, until all 
Tuition Fee debts to the University are paid.

If you are in debt to the University for Fees related to 
any of the Services provided in association with your 
Programme, for example library fines, the University 
reserves the right to withdraw that Service until 
outstanding debts are paid.

6.5 Deposits

The University reserves the right to require a deposit 
for some Programmes, as stated in your offer. Where 
a deposit is required your place will not be guaranteed 
until it is paid and the University reserves the right 
to withdraw the offer of a place on the Programme 
without further notice to you if the deposit is not paid 
by the date stipulated in the offer. Under the Distance 
Selling Regulations 2000 you have a right to cancel 
your place within a specified period and details of this 
will be notified to you in your offer letter. If you withdraw 
before the expiry of the period notified to you in your 

offer letter, you will be entitled to a refund of any deposit 
paid. If having paid a deposit you cancel or withdraw 
from your Programme after expiry of the said period, 
then some or all of the deposit may be retained as a 
contribution towards the University’s reasonable costs 
and losses.

6.6 Fees policy and procedures

Further details about the University’s fees policies and 
procedures may be found at http://my.shu.ac.uk or by 
contacting the Finance Directorate. These policies and 
procedures, as varied from time to time, form part of 
these Terms and Conditions.

7 Students’ Union

All Students are automatically registered as members 
of the Students’ Union unless you notify the President 
of the Students’ Union that you do not wish to register. 
Details of the procedures for opting out of membership 
and other information relating to the Students’ Union 
are available from the Secretary and Registrar and at 
http://my.shu.ac.uk. The University shall not unfairly 
disadvantage any Student because they are not a 
member of the Students’ Union.

8 Ownership of students’ work

It is the policy of the University that the intellectual 
property rights to any original work created by Students 
as part of their Programme will automatically pass to 
the University, as set out in the Intellectual Property 
Policy (details of which are available from the Secretary 
and Registrar and at http://my.shu.ac.uk). The 
University undertakes to acknowledge appropriately 
the authorship and inventorship of such works created 
by Students. The University will share the net income 
derived from the exploitation of such intellectual 
property rights with inventors, designers and/or authors 
who are Students at the time of the work’s creation. 
In line with our published Intellectual Property Policy 
at the relevant time, these arrangements will normally 
continue after the end of the Student’s Programme. 
The procedure for calculating and distributing the 
sums payable to individual creators is set out in the 
Intellectual Property Policy. The provisions of this clause 
shall survive the expiry or termination of the contract 
between you and the University, however caused.

9 Collaborating Organisations

If you are studying at a Collaborating Organisation, 
you will be subject to certain additional regulations and 
contractual terms of that Collaborating Organisation, 
including disciplinary regulations. Breach of these 
additional regulations or contractual terms will be 
treated as a breach of the University’s Rules and 
Regulations and may also result in the University 
requiring you to withdraw from your Programme and 
to withhold Services and/or terminate the contract 
between you and the University.

The University has agreements with Collaborating 
Organisations which set out the roles and 
responsibilities of each in relation to your admission, 
Programmes and Services. Where such responsibilities 
rest with the Collaborating Organisation, the University 
excludes liability to the fullest extent permissible by law 
for

• �failure by the University or the Collaborating 
Organisation to carry out those responsibilities
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• �the negligent acts or omissions of the Collaborating 
Organisation’s staff or

• �circumstances beyond the University’s or the 
Collaborating Organisation’s control, which prevent 
or limit performance of the University’s or the 
Collaborating Organisation’s obligations save that, 
the University does not exclude any liability for any 
personal injury to or death of a Student due to any 
negligent act or omission of the University or its staff.

10 Data Protection Act

The University is registered under the Data Protection 
Act 1998 (DPA 1998) to hold personal data (as 
defined under the DPA 1998 (Personal Data)) including 
sensitive personal data (as defined under DPA 1998 
(Sensitive Data)) on its Students and third parties such 
as individuals enquiring about University services. The 
University will only hold and use Personal Data for the 
purposes stated in the register entry and/or in line with 
the requirements of the DPA 1998. The University may 
disclose your Personal Data to those third parties set 
out in the University Code on Personal Data and shall 
only disclose your Sensitive Data with your explicit 
consent and/or as permitted under the DPA 1998.

The Terms and Conditions incorporate the University 
Code on Personal Data (Data Protection Code) which 
is available from the Secretary and Registrar and at 
http://my.shu.ac.uk. The Data Protection Code sets 
out a policy statement and procedures to ensure that 
you and the University abide by the DPA 1998 and the 
University follows good practice in its use of Personal 
Data and Sensitive Data. The Data Protection Code 
also sets out information on the purposes for which 
Personal Data is held on

students, the categories of data held, the safeguards 
in place, organisations to whom the University 
may disclose your Personal Data and Students’ 
responsibilities. The University and Students must 
comply with the Data Protection Code.

11 Liability

11.1 General

Students are advised to obtain insurance for their own 
property before arrival at the University and should 
note that sporting activities are undertaken at their own 
risk. In certain circumstances you may be required to 
obtain other types of insurance, for example medical 
insurance. The University cannot accept responsibility, 
and expressly excludes liability to the fullest extent 
permissible by law, for

• �all damage to your property (including vehicles and 
bicycles parked on University campuses) unless it is 
caused by the negligence or default of the University 
or its staff

• the non-return of work submitted for assessment

• any modification or cancellation of Programmes

• �personal injuries or death except in so far as they are 
caused by the negligence of the University or its staff

• �all indirect and consequential losses, loss of 
opportunity and loss of income or profit, however 
arising.

In any event, save for any liability in negligence for 
personal injury or death, any remaining liability or any 
other liability of the University in contract, tort, breach of 
statutory duty, misrepresentation or any other liabilities, 
however occurring, are limited to the value of Tuition 
Fees paid by or on behalf of the Prospective Student 
or Student to the University or the amount, if any, the 
University receives from its insurers in respect of that 
particular loss, whichever is the greater.

11.2 Exclusion of liability for events beyond 
reasonable control

Neither party shall be liable to the other for any failure 
or delay in performing its obligations under this contract 
if such failure or delay is due to any cause beyond 
that party’s reasonable control. This will include (but 
will not be limited to) governmental actions, war, riots, 
civil commotion, fire, flood, epidemic, labour disputes 
(including labour disputes involving the workforce of any 
third party) and acts of God.

11.3 Connecting Student’s personal IT 
equipment to the University network

Students may not connect personal IT equipment to the 
University network unless express individual consent 
has been obtained as set out in the Regulations for 
the Use of IT Facilities (available from the Secretary 
and Registrar and at http://my.shu.ac.uk). Students 
connecting to the network do so on the basis that they 
accept all risks associated with the connection (for 
example virus attack) and that the University accepts no 
liability save for loss or damage caused directly by the 
negligence or breach of contract by the University or its 
staff and provided always that the University accepts no 
liability for any indirect and consequential losses.

12 Termination of Contract

12.1 Termination of contract by the University

The University may without liability terminate this 
agreement at any time immediately by written notice if 
you are in material breach of the Terms and Conditions 
and in particular in the following circumstances

(a) if you have provided false, incomplete or misleading 
information in relation to your application for admission 
to the University

(b) if you fail to comply with requests for information, 
to make declarations, and/or to meet any specific 
requirements of your Programme

(c) where your circumstances change so that you are 
no longer able to meet the special requirements set 
out in clause 3.2, for example, you acquire a relevant 
criminal conviction or develop a condition so that you 
no longer meet the occupational health requirements

(d) if you fail to meet the requirement to enrol in the first 
year of your Programme or fail to re-enrol in subsequent 
years within the required timescale

(e) where it has been found that you have breached the 
Disciplinary Regulations (available from the Secretary 
and Registrar and at http://my.shu.ac.uk)

(f) if you fail to meet the required standard of Students’ 
performance for your Programme, including but not 
limited to unsatisfactory standard of work, failure to 
meet specified attendance requirements (for your 

Programme), failure to submit coursework and/or 
meet Programme deadlines, failure to fulfil a specified 
contract of studentship in a Programme and failure to 
adhere to professional standards for training purposes

(g) if you fail to pay any Tuition Fees by the due date 
specified on the University’s official invoice. This 
includes where you have an agreement with a third 
party for them to pay your Tuition Fees on your behalf 
since you are contractually responsible for payment of 
fees.

The effect of the University terminating this contract 
under this clause 12.1 or under any other provision of 
the Terms and Conditions will be that you will either 
be refused enrolment to the University or you will be 
required to withdraw from the University immediately 
and you will no longer be entitled to commence or 
continue your Programme. The University may in its 
absolute discretion refund or abate a proportion of any 
pre-paid Fees on a pro rata basis for the unexpired 
period of the Academic Year, subject to the University 
retaining an amount to cover its reasonable losses and 
costs as a result of the termination.

12.2 Termination of contract by the student

If you decide prior to enrolment in your first Academic 
Year not to take up a place offered to you, you must 
notify us immediately and in any event prior to the date 
upon which enrolment is scheduled to take place. You 
may be entitled to a refund of all or part of any deposit 
paid (as set out in clause 6.5). Students withdrawing, 
transferring to another institution or taking time out from 
their course after enrolment may be entitled to a refund 
of all or part of their Tuition Fees (see clause 6.3). The 
University will endeavour to provide information and 
advice to such Students.

13 Notices

Any notice served by the University under these Terms 
and Conditions and any correspondence from the 
University shall be deemed to have been served two 
working days after dispatching to the address notified 
to the University by you. The University shall be entitled 
to assume that the last home and term-time addresses 
notified by you to it are your current addresses, and 
therefore you must keep the University informed of any 
changes to these addresses.

Any correspondence from the Student to the 
University should go to the address specified for such 
correspondence in these Terms and Conditions or the 
Regulations or if an address is not specified, to the 
general University address: Secretary and Registrar, 
City Campus, Sheffield Hallam University S1 1WB. 
Such correspondence shall be deemed to have 
been served on the University two working days after 
posting.

14 Changes to Terms and Conditions

14.1 The University reserves the right to make 
reasonable changes to the Terms and Conditions 
from time to time, both before and after you enrol, 
where in the opinion of the University it will assist in the 
proper delivery of education, where changes are in the 
interests of the University and/or in order to

• �comply with any changes in the law or to take 
account of a ruling by a court or similar body
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• �comply with any changes requested by the Higher 
Education Funding Council for England, the Training 
and Development Agency for Schools or any other 
major funding body

• �implement legal advice, national guidance or good 
practice

• �provide for the introduction of new or improved 
methods of operation, services or facilities

• reflect market conditions

• make them clearer or more favourable to you

• �rectify any error that might be discovered in due 
course; and/or

• further to codify existing arrangements

These changes will normally come into effect at the 
beginning of the next Academic Year, although the 
University reserves the right to introduce changes 
during the Academic Year when it reasonably considers 
it to be in the interests of Students or required by law.

14.2 In the event that any term, condition or provision 
contained in the Terms and Conditions is held to 
be invalid, unlawful or unenforceable to any extent, 
such term, condition or provision shall, to that extent, 
be severed from the contract between you and the 
University without affecting the remaining Terms and 
Conditions which shall continue to be valid.

14.3 If the University permits you to transfer between 
Programmes, such transfer shall be treated as a 
variation of your contract with the University and will be 
subject to your continued acceptance of the Terms and 
Conditions. No other variation or amendment to this 
contract may be made by you without the prior written 
consent of the University.

14.4 Any new editions of the Terms and Conditions 
shall be placed in University libraries and Student and 
Learning Services, published at http://my.shu.ac.uk and 
may be publicised by other means so that you can be 
aware of any changes.

15 Status of Terms and Conditions

These Terms and Conditions represent the entire 
agreement between you and the University and shall 
supersede any and all prior agreements and all other 
documents or statements, written or oral, between you 
and the University.

In the event of inconsistencies between the Terms and 
Conditions in this document, the Regulations and the 
Prospectus, the Terms and Conditions in this document 
shall prevail over the Regulations which shall in turn 
prevail over the Prospectus.

Any failure of or delay by the University or a Student in 
relation to the exercise of its rights under the Terms and 
Conditions shall not constitute a waiver of such rights 
and any waiver in respect of one act or omission shall 
not operate as a waiver in respect of any other or future 
acts or omissions.

It is not intended that any third party should be entitled 
to enforce any of the provisions of these Terms and 
Conditions and in particular no third party who would 
not have been so entitled except under the provisions of 
the Contracts (Rights of Third Parties) Act 1999.

16 Law and Jurisdiction

This agreement shall be governed by and construed in 
all respects in accordance with the laws of England and 
Wales and the parties agree to submit to the jurisdiction 
of the courts of England and Wales.

17 Headings

The headings in these Terms and Conditions are 
included for convenience or reference only and shall not 
affect the interpretation of this agreement.

18 Queries and complaints

Queries about the Terms and Conditions should 
be addressed to the Secretary and Registrar, City 
Campus, Sheffield Hallam University S1 1WB who 
shall be responsible for determining any matters of 
interpretation.

If you have any queries, concerns or complaints relating 
to the processing of your application, please contact 
the Admissions Office, Student and Academic Services, 
City Campus, Sheffield Hallam University S1 1WB.

The University has a Students’ complaints procedure 
which is available from the Secretary and Registrar and 
at http://my.shu.ac.uk

Quality of the University’s Services

The Quality Assurance Agency audits the quality 
assurance systems of UK universities.

The most recent report on Sheffield Hallam University 
is available on request from Student and Learning 
Services, City Campus, Howard Street, Sheffield S1 
1WB.

Accuracy of information 

We make every reasonable effort to ensure that the 
information in this prospectus is accurate at the time of 
going to press in August 2010. However, we regularly 

review our educational and associated support 
services and these may change from time to time. 
We recommend you contact us to check the current 
position on courses and services.

Some courses have professional body accreditation, 
which may expire during the lifetime of this publication. 
To check the latest information, please see the online 
full course entry.
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MORE INFORMATION

For more information about courses, research and applications  
use the contact details given below.

0114 225 5555
minicom 0114 225 3964

directadmissions@shu.ac.uk 
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This information can be made available in other formats. Please 	 	
contact us for further details.
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