
 
Step by step guide to completing your LtW application 
 
 
This guide is designed to assist you through the process of completing the LtW on-
line application form.  
 
Please note:  the LtW site is designed for a wide variety of learners as has the 
application form itself.  This means that certain sections and details could be more 
appropriate to you than others.  If you are applying to join a group programme for 
example it could be that some sections will only need a few words but if you applying 
to develop your own unique programme you will need to go into more detail. 
 
1. Creating an application 
 
Once you have registered on the LtW site and had your account confirmed by e-mail 
you can go on and create an application to be submitted to the university or college 
you have chosen.   
 
An application form for you to complete will appear once you have accepted the LtW 
website’s terms and conditions.  
 
2. Completing the form 
 
You must complete all the required fields on the application form, these are 
highlighted in dark blue.  If you don’t complete one or more of these required fields, 
when you submit the form it will be re-presented to you with the missing fields 
highlighted in red.   
 
NB  You should save your application as you are working though each stage and 
make sure that you click ‘save’ before you submit your final version .  If you don’t do 
this your information will be lost! 
 
There are five main sections to the form: 

 Personal details 
 Employment details 
 Programme 
 Resources 
 References  

 
There may also be an additional Information section if your university or college 
requires further details from you. 
 
You can work through the sections in any order but remember to save as you go.   
 
Personal details 
 
This section should be fairly self-explanatory.  There a few things to note: 
 

 Contact details - we ask for work and home contact details and there are boxes to 
tick to tell us which means of contact you would prefer us to use. 



 
 

 Ethnic origin - we ask about your ethnic origin for monitoring purposes but you 
can select the ‘prefer not to say option’ from the drop down if you wish. 

 
 Disability- if you have a disability or medical condition that might require specialist 

support or facilities please provide brief details. 
 

 Criminal conviction – we need to collect this information as it is required for 
certain subject areas.  At this stage we only ask you to answer ‘yes’ or ‘no’.  If the 
university or college requires any further details they will contact you separately.  

 
Employment 
 
This section asks you for information about your current employment. 
 

 
 
Programme 
 
The first part of this section asks you to select the level of your current highest 
qualification.  It also asks you to enter some text to provide some information about 
your qualifications and relevant experience to date. 
 
This is important as it will help your tutor to work with you to make sure your 
programme suits you as an individual.  The free text box will expand as you type.  
Please provide as much detail as you can about your relevant experience – you can 
cut and paste from an existing document – such as a CV - if you like. 
 
The Programme section also asks you to describe what you want to achieve from 
doing a Learning through Work programme and how you think it will benefit you both 
personally and professionally.  The more information you can provide here the better 
– it is worth putting some thought into this section as it will help when you come to 
develop your learning plan.  

The ‘tick boxes’ on 
this screen are for you 
to indicate how you 
expect to be 
supported by your 
employer. 
 
We also ask if we 
could contact you 
employer for research 
purposes. 



 
 
The ‘Subject area’ information is also important in helping you and your tutor to plan 
your programme.  Say here what subjects and skill areas you would like to focus on 
in your programme. 
 
 
Resources 
 

 
 
 
Use the free text both to indicate what resources you will have to draw upon – this 
might be funding or other forms of support that you are seeking from your employer.  
It could also be support from colleagues, friend and family and access to information 
or data for example.  
 
References 
 
Please provide details of two people who may be contacted by your university or 
college to provide a reference for you.  Bear in mind that these should be people who 
know you reasonably well and are in a position to be able to comment on your 
academic or work record and your abilities and potential within the context of the 
programme that you are applying for.   
 
Do check with your referees before completing the form that they would be willing to 
be approached to provide a reference! 
 
Additional information 
 
This section will only appear iof your university or college requires any further details 
or information that isn’t covered in the five main sections.   
 
When you have completed your application form remember to click on ‘save’. 

This section asks you 
to say who will be 
responsible for paying 
your fees.  If you 
expect that you and 
your employer will 
both be contributing, 
select ‘other’ and give 
details. 
 
If you are expecting 
your employer to 
contribute to your fees 
you should ask about 
this before you apply. 



 
 
3. Submitting your application 
 
When you have completed your form and click on ‘save’ some action buttons will 
appear at the top of the screen: 
 

 
 
When you are happy with the content of your application, click on ‘submit 
application’. 
 
If you have not completed any of the required fields these will be highlighted in red.   
 
 
4. What happens next? 
 
Once you have submitted your application you will notice that its status changes from 
‘draft’ to ‘applied’ (see the left side of the screen). 
 
Your application will now have been sent to your university or college and will be 
dealt with by them.  You can check on the progress of your application at any point 
by logging back in and clicking on ‘view application progress’.  You will be able to see 
when the application has been received (downloaded) and subsequently whether or 
not it has been accepted. 

You should get a response from within a few days, exceptionally up to three weeks. 

If your university or college needs any further information or clarification on your 
application they will contact you before making a decision. 

The ‘Edit’ button 
allows you to make 
changes to the form.   
 
The ‘save to PC’ 
button lets you save a 
copy of your form to a 
location of you choice. 
 
We recommend that 
you print your 
application for your 
records. 


