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

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

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

3 Return address for completed reference

1 Applicant’s full name

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

13

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
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wrote	the	reference.	The	University	will	balance	the	data	subject’s	
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The reference report
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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		
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•	 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
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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 organisations 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.

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.
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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
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