
 

 

 

How to enrol online 
 

 

 

 

 

 

 

 

 

  

  

1. Please open your enrolment email and click on the link provided. This link is specifically for your 

course, you have applied for and have been given an offer to. 

2. The enrolment form will now open in your chosen web browser as shown below. 

The1item in your basket is the course you are enrolling onto; more details are shown lower down the 

page. Please ensure this is correct before completing the form. If it is incorrect please contact us via 

enquries@plumpton.ac.uk or 01273 890454. 

…………… 

……………… 

…………..………………………… ……...…...…
.…. 
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If at any point you try to go to the next page without providing mandatory information, an 

error message will appear either at the top or bottom of your webpage. This will clearly 

indicate what information is missing or is invalid (example above). Please amend your 

information accordingly. 

Error indicator 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

 

  

  

3. Please fill in all the available fields with the 

relevant details. 

 

All those in bold are mandatory. 

 

We must have your legal name which appears on 

your ID. 

 

Please ensure your email address has been 

entered in lower case characters. If you have used 

capital letters it will not let you continue. 

 

Please double check your Date of Birth has been 

entered correctly as it can default to the current 

year. 

 

4. If you are a student who has your own vehicle 

which will be parked on campus for the duration 

of the day/night (if a residential student) please 

provide us with your vehicle details. Our student 

services team require this. 

 

We do not need parent/carer’s vehicle details. 

 

If you select ‘No’ to this question, please complete 

the further questions which appear as shown below. 



 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

 

 

   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

 

 

 

  

 

 

 

  

5. In this section, you will need to provide us 

with your emergency contacts details. 

Please ensure they are up to date. 

 

We require all fields to be completed e.g. Full 

Name, Relationship, Main contact number etc.   

 

You will also need to provide us with a 

secondary contact, for situations where we are 

unable to get hold of your primary. However, we 

do understand if you only have the one.  

 

Please ensure you also make us aware if you 

live with that person by ticking the relevant box. 

 

 

6. Please complete the ‘Learner Support’ 

section.  

 
If you select ‘Yes’ to this question, please complete 

the further questions which appear as shown 

below. 

7. Please tick any boxes which are applicable 

to you. 

 

Please click the drop-down arrow if you are 

eligible for ‘Free School Meals’ and select 

option 1 or 2 which applies to you. 

 

Again, please click the drop-down arrow to 

describe your household situation. 

 

8. To go to the next 

page, click ‘Next’ which is 

located in the bottom 

left hand corner. 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

  

9. Click on the drop-down arrow to 

select your highest-level qualification 

achieved. If you are unsure there is 

a table below to help you.  

 

 

 

 

 

 

 

 

10. Once again, click on the drop-

down arrow to select your 

previous/current school. 

 

Please include date from and to 

along with the tick box question. 

 

 

 

11. If you have prior qualifications, 

please enter these into the available 

fields along with the grade 

achieved/predicted grade and the 

date it was awarded. 

 

If the qualification you wish to enter 

is not in the drop-down box please 

type the subject into the free type 

field provided.  

 

To add more than one qualification, 

you will need to click the ‘Add Row’ 

button in green. Continue to do this 

until you have entered all your 

qualifications.  

 

 

In addition, tick these boxes if 

your answer is ‘Yes’ to the 

questions. If you answer is ‘No’, 

please leave them unticked. 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

13. To upload any of the following, you will need to carry out that process again until all evidence 

required is uploaded. 

 

For Aged 16-19: 

Evidence of GCSE (or equivalent) grades 

For Adults Aged 19+: 

Benefit evidence for fee remission 

Evidence of low wage for fee remission 

Confirmation of your advanced learner loan 

12. To enable us to enrol you, we will need ID and address proof e.g. passport, driving license 

or council tax letter. 

 

To upload this all you need to do is click the drop-down arrow next to ‘Type of Evidence’ and select 

‘Other’. 

 

Please mention in the ‘Notes’ box what ID you are uploading or any other information you feel we 

need to know about that evidence. 

 

Then click ‘Choose File’. This should now open up your files/images on your device. Please then select 

the relevant image/scanned document you wish to upload. We accept pictures taken off your mobile 

phone or scanned documents.  

 

After you have done this, please click the green ‘Upload’ button.   

 

Failure to upload any required evidence will delay your enrolment and we will then need to contact you. 

 

All evidence which has 

been uploaded will be 

listed in this table. 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

14. To upload a profile image you need to click ‘Choose File’. 

 This should now open up your images on your device. Please then 

select the suitable image you wish to upload following the guide 

above. 

 

Then click next. 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

  

 

15. Please provide us with a valid NI number. Those who are 16 and have not received one as of yet, 

you can provide us with this at a later date. 

 

 

16. Click on the drop-down arrow to show your options. Select one that applies to you. 

 

 

17. If you are in receipt of any of the above please select one that applies to you. 

 

 

If you are employed, go to Section A, If you are Unemployed, go to section B. 

 

18. Section A – Employed 

Please tell us how many hours per week you are employed, by selecting one of the options from the drop-

down box after clicking the arrow. 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

We also require information on 

how long you have worked for. 

Please select one that applies. 

  

 

 

 

Please tick if any of these apply 

to you. 

 

 

 

19. Section B – Unemployed 

Please provide which benefit you are on (if any) and tell us how long you’ve been unemployed for and why 

 

 

Please select one of the options from the drop-down box after clicking the arrow. This question is not 

mandatory. However, the field next to it (shown below) is mandatory to answer if you are unemployed. 

  

 

Please select a time frame which 

is accurate. 

 

 

 



 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

20. If your Employer will be paying your course fees, this information is mandatory. 

 

Please leave this section blank if it does not apply to you. 

 

Then click next. 

21. Please read the confirmation and privacy notice. 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

22. Next, please answer the question below. 

 

 

 

 

 

 

 

 

If you tick ‘Yes’, a further statement will appear below which you will need to read through. 

23. Please continue to answer the tick box questions in regards to contact preferences, 

marketing etc. 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

  

24. Please select how you heard about us 

25. Finally, please confirm that you have read and understood the declaration by 

ticking the box and signing electronically with your curser. 

If you have incorrectly drawn your signature, you can click the red ‘Clear’ button to start 

your signature again. 

 

Then click ‘Next’ to complete. 

 

You have now submitted your enrolment to be processed.  

We will review your information and get back to you as soon as possible on the next 

steps of your journey here at Plumpton College. If you have any queries please let us 

know at Enquiries@plumpton.ac.uk. 
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