
Applying for the PGCert Higher Education – a step-by-step 
guide for University of Greenwich applicants 
 
What you need before application: 

• Your 9-digit Banner ID 

 
This guide is for internal University of Greenwich applicants for the PGCert in Higher 
Education. You must already have a 9-digit Banner ID to start this process. 

If you are not yet a University of Greenwich staff member, please do not begin the 
application process. 

If you are staff, but do not have your Banner ID, please contact the IT Service Desk. 

 
• Digital copies of your qualifications and ID documents 

 
You will need to upload a copy of your undergraduate (honours) degree certificate and 
transcript at 2:2, or above, as this is a programme entry requirement. 

 
You may need to upload a copy of your Passport and Visa depending on your residential 
status. 

 
During application: 

1. Go to the Application Page and create your Login ID and PIN. Click ‘Login’. 
 

 



Ensure ‘Postgraduate’ application type is selected and tick Yes or No for ‘Do you hold 
qualifications that were taken outside of the UK?’ as appropriate. We cannot obtain 
copies of your qualifications from HR due to Data Protection restrictions, so please 
do submit them – they will be kept confidential. If you click ‘Yes’, you will need to 
upload copies. The same will apply to your identification documents, when you are 
asked for them. 

 

 
 
 

2. Enter your first name and family name/last name on the form exactly as it matches 
your staff ID. If there is an issue with this, please contact the programme team on 
ltheprog@greenwich.ac.uk 

 

 

 
3. You will then see a checklist. Fill in the Name, Permanent Address (preferably your 

UK address), Mailing Address and Statistical Information fields with the relevant 
information. 

If you have a non-UK passport but are studying from the UK, you may be contacted by 
Admissions once your application is received to provide your current passport and all 
visas/CAS/BRP used to live/study in the UK. 
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Under ‘Statistical Information’ it will ask ‘Who do you expect to pay your fees?’ – select ‘Other source of 
finance’ as this will be covered by a fee waiver by the University. 

When finished, return to the checklist. 
 

 
 

4. Click on ‘Programme Information’ and enter the following: 
 

Under Month/Year of Entry: 10 and 2025 
Under Programme of Study: Higher Education PG Cert. 
Under Mode/Point of Entry: Distance Learning/Year 1. Please only select this 
option. 

Then click ‘continue’. 
 

 
 

5. Under ‘Employment/Supporting info’ enter your employer as the University of 
Greenwich, even if you have others (we don’t need the address!), your dates etc. 



6. Under the Personal Statement section: 
• tell us your department, Faculty and a brief description of your job responsibilities 
• write a personal statement explaining why you wish to take the PGCert HE, including 

whether your application is due to a probation requirement or another contractual 
agreement 

• whether you have a guaranteed minimum of 60 hours teaching in HE (Levels 4-7) 
during the registration period, with at least 10 hours in the first term (we will 
request a reference from your line manager or your head of school to confirm this) 

• and anything else you’d like us to know. 

Please note that applications without a personal statement will not be considered. 

 



7. In the Referee Details section, please put the details of your Line Manager or 
another senior staff member such as your Head of School who can confirm your 
employment and teaching hours at Greenwich. We will email your referee for a 
confirmation of your teaching hours. 

 

 
 
 

8. Fill in the remaining sections (Qualifications, Previous/Current Education, Signature) 
as fully as possible. We don’t need your school education, but we do need your 
highest-level qualification, including the grade, as it is mandatory in order for us to 
register you as a student. If you have an IELTS qualification please upload this too. If 
you do not enter qualifications, this will delay your application. If you have a copy of 
your qualification, please upload this as it will speed up registration later on. 

 
9. Once you are happy click Application is Complete. 

 
After application: 

Thank you for your application! All University of Greenwich applications will be reviewed by 
the end of 5th September 2025. 

We may ask for a reference ahead of time to speed up the process. If your line management 
changes, please let us know so that we can update our records. 

If you don’t hear anything by 15 Sept 2025, please email ltheprog@greenwich.ac.uk and we 
will get back to you in 48 hours. 

Once you receive an offer from the University, you are required to register promptly by 
following the instructions provided by the University. Failure to register may result in losing 
your place on the PGCert HE. Registration typically takes 3- 5 weeks depending on the 
document checks. 

 
We look forward to seeing you on the programme! 
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