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OAKLANDS CATHOLIC SIXTH FORM COLLEGE 

 

 

UCAS APPLY INFORMATION 

 

Dear Student/Parent, 

UCAS Apply, for entry to university and college in the autumn 2021, is now available on 
www.ucas.com in summer 2020.  This is the moment you been waiting for – you can now start 
your application.  
 
Before you get going, there is a short video about filling in an application at 
www.ucas.com/fillinginyourapplication which you may wish to take a look at. 
 
The information that follows in this booklet provides a comprehensive guide to the process of 

applying to Higher Education and forms the basis for the work we will start during Challenge Week 

and continue with in the months that follow. 

There are tasks to complete throughout the process.  The tasks – and their deadlines – are 

contained in this document.  It is really important to meet each and every deadline. 

Please don’t hesitate to contact me if you have any queries. 

 

Mrs B. Ludlam 

Director of Sixth Form Learning 

b.ludlam@oaklandscatholicschool.org 

 

 

 

 

 

 

 

 

 

 

 

mailto:b.ludlam@oaklandscatholicschool.org
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UCAS APPLICATIONS:  STUDENT INFORMATION 

By Weds 9th September all students intending to apply to university should have completed the 

initial sections of the on-line UCAS application form.  The only incomplete sections will be 

‘Choices’ (pertaining to courses/institutions) - students should be thinking about these over the 

summer holidays; ‘Education’ GCSE results can be added along with A Level courses being taken; 

and you can progress with your ‘Personal Statement’ - see relevant details below. 

The following points should be noted: 

 You should work on a draft of your personal statement as a word document, which can 

then be copied and pasted in to your on-line application once it is complete.  You have a 

limit of 4000 characters/47 lines (approx. 500 words).  Note:  Regardless of your chosen 

font it will automatically be converted to Times New Roman 12 when saved onto the UCAS 

online form. 

A significant proportion of tutorial time will be set aside for UCAS administration.  Students 

must bring UCAS documentation to every morning tutor time.  Tutors will be closely 

monitoring the progress of each student’s UCAS form. 

 By September 2020 students should aim to submit the first draft of their word-processed 

personal statement to their tutor.  This will be returned with suggestions for amendment as 

quickly as possible. 

 Between September and October students should pass the second draft of their personal 

statement to their tutor.  This should be as close to a final draft as possible.  Students 

will be allocated a 15 minute appointment with their tutor to discuss the fine-tuning of their 

personal statement.  You should aim to have completed and submitted your UCAS 

application by 13 November.   

 Oxbridge/Medicine/Dentistry/Veterinary applications must be completed and submitted by 

28th September at the VERY LATEST. 

 13th November:  Oaklands UCAS deadline.  Applications sent after this date cannot be 

guaranteed to be sent to UCAS by 15th January 2021 due to a backlog in processing of 

late applications around the busy Christmas period. 

 Important! - Once you have paid for and ‘sent’ your application, it has only been submitted 

to the internal ‘admin’ area for processing; it has NOT yet been sent to UCAS!  You MUST 

go to see your form tutor who will check your application through with you before adding the 

reference and sending it off to UCAS. 

 

This training pack has been carefully devised to help you successfully complete your UCAS 

application.  PLEASE READ IT CAREFULLY AND KEEP SOMEWHERE SAFE!! 

 

Good Luck. 
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UCAS APPLICATIONS – ONLINE REGISTRATION 

STUDENT HELP SHEET 

To register for the first time:  Enter www.ucas.com website 

Once in the UCAS website you should click only ONCE when choosing options, double clicks sometimes 

cause the system to lock you out!  Do not use return or enter key as this also causes problems! 

It is recommended that you maximise your screen if not already maximised (click on appropriate box in very 

top right had corner of screen) to ensure all options at bottom of page are displayed. 

 Click on Apply’ (tab on left of screen) 

 Click on ‘Register/Log in to use Apply 2021 (Applicants) 

 IF presented with ‘security alert’ ignore and Click ‘ok’! 

 Click on ‘Register’ 

 Click ‘Next’ 

 Read through Terms and Conditions – Tick box to accept and click ‘Next’ 

 Work through following screens, completing information as/when required and clicking ‘next’ to progress 

through the screens. 

 Email address/mobile telephone number – please ensure you provide these details as this is a vital method 

of communication which UCAS use to contact you and keep you updated frequently throughout the 

application process.  If you do not provide them, you will have to depend on the postal system for important 

communications to reach you! 

 Security section – Choose and enter a password which you will need to remember as it will not show 

you again! 

 Choose four security questions which you are likely to remember – keep answers short and memorable as an 

exact answer will be needed if you are ever requested to retrieve a lost password or user names at a later 

date! 

 Click ‘next’ 

The system will now initiate a user name which should be noted here and kept safe as it will not be 

given again!! 

       User Name: 

 Click on ‘log in now’ 

 How are you applying? – ensure you choose ‘School or College’, NOT ‘Individual’ 

 You will now need to enter the buzzword – ‘Oaklands21’ – Click ‘next’ 

 Oaklands details should then appear – if so click ‘Yes’ and ‘next’ 

 Select appropriate tutor from drop down menu – click ‘next’.  If you are not sure or cannot see your tutor 

initials click DON’T KNOW 

The system will now initiate a personal ID number which should be noted here and kept safe, as it will 

not be given again!! 

       Personal ID: 

 

Ensure you read through the information provided! 

You are now ready to start work on your UCAS application – please make sure you read the additional 

information/advice before you continue. 

To work on your UCAS application once registered: 

 Click on ‘Apply’ (tab on left of screen) 

 Click on ‘Register/Log in to use Apply’ (Applicants) 

 When presented with ‘security alert’ ignore and click ‘ok’! 

 Enter log in details 

 Work through application using links on left of screen and ask if you have any problems! 

http://www.ucas.com/
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GUIDE TO COMPLETING YOUR UCAS APPLICATION and common mistakes: 

COMPLETING YOU APPLICATION: 

Once you have logged in you should start to complete all the sections listed to the left of the 

screen.  Help screens are available for each page and most questions will have additional help 

(click on the question mark next to each field).  Please make sure that you read all relevant help 

text before completing your application.  Further information can also be found below, on the main 

UCAS website, or by asking your tutor or one of the Sixth Form Team. 

https://www.ucas.com/undergraduate/applying-university/filling-your-ucas-undergraduate-

application 

Your application does not have to be completed all at once, and you can leave a section partially 

complete (but remember to save first!).  Until you complete the payment process, you can return 

to any section and change the information that you have entered. 

Please check that you have included all relevant information on your application – if important 

details are missing, it could delay your application. 

Each section needs to be marked as complete before you can send your application.  To do 

this, tick the ‘section completed’ box at the bottom of each page and click ‘save’.  A red tick will 

then appear next to each completed section.  Applications can be sent from mid-September. 

‘PERSONAL DETAILS’ SECTION 

Personal 

Previous surname at 16th Birthday – if your current surname is the same as the one you had at 

birth, then leave this blank!  You do not have to repeat your surname here unless it has changed! 

Home address – only enter an address in this section if it is different from the one displayed at 

‘postal address’. 

Student Support: 

Fee code – This is usually ’02’ – UK, Chl, IoM or EU Student Finance Services’ if you are 

planning to apply for funding/grants/loans.  Only choose ‘01 – Private Finance’ if you are NOT 

intending to apply for any financial assistance. 

Student Support arrangements - If ‘02’ has been chosen as the fee code then pick ‘Hampshire’ 

from the drop-down list.  If you live in a PO1-PO6 postcode then pick Portsmouth 

Disability/special needs – You MUST select from the drop down list.  If there are no 

disability/special needs then select ‘No disability’.  Please select carefully and ensure you only 

say you are blind if you really are! 

‘CHOICES’ SECTION:  (Please also see additional pages further on in the booklet giving 

guidance on choosing courses and university) 

You can apply for up to five courses (unless you are applying to study Medicine, Dentistry, 

Veterinary Medicine or Veterinary Science, in which case you can only apply to four).  If applying 

to Oxbridge you can choose to apply to either Oxford or Cambridge. Please double check that the 
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course codes and institution codes you enter are the correct ones for the courses/institutions you 

want to apply to.  Careless mistakes in this section can be disastrous as once submitted, 

errors CAN RARELY be rectified!! 

Course start dates – Not all courses start in September or October – some start in other months 
between January and May.  Check the start dates for the courses you are interested in on the 
‘Course information’ screen in Course Search.  For courses that start between January and May, 
you may need to apply before the relevant application deadline above, as the universities and 
colleges will need time to consider your application.  Contact the university or college direct for 
advice about when they need your application.  Although some will be happy to receive 
applications right up to the start of the course, be prepared to send your application early. 

You do not have to apply for all your choices at the same time.  You can add further choices until 
30th June 2021 as long as you have not used up all your choices and have not accepted a place. 

NOTE:  Course invisibility/preference – Each university or college you apply to has access to 
the information about their choice only.  They cannot see where else you have applied.  Choices 
are NOT sent in any preference order.  All universities receive your application at the same time. 

‘EDUCATION SECTION’: 

Highest level of qualification you expect to achieve before you start your course – this 
should be ‘Below Honours Degree level’. 

You need to add the school/s you have attended since the age of 11.  Make sure you put the 
correct dates of attendance (if you were also at Oaklands in Years 7-11, ensure you put the end 
date as 2021). 

Qualifications must be entered under the school you took them at. 

1. GCSEs – ALL GCSEs (and any other similar qualifications) taken must be entered, even if 
you received an unsuccessful grade, if you are still waiting to take the final exams or if you 
are waiting for the results. 

2. A LEVELS These are the A Levels (listed as GCE Advanced Level) you are presently 
taking.   

You must enter all A Levels taken and grade achieved (even if you received an 
unsuccessful grade). 

If you are resitting any modules you must also enter the A Level again with the results showing as 
pending (June 2021).  You may not be certain of this until September – October 2020. 

In summary, if you are resitting a qualification you need to enter it twice:  once as a 
completed qualification with the grade achieved and once as a qualification with the result 
‘Pending’. 

You will need to also enter any A Levels started in Year 13 (i.e. if you have dropped a subject at 
the end of Year 12 and picked up an alternative).  This should be entered with the results showing 
as pending (June 2021). 

 A Levels (GCE Advanced Level) – enter 3 (or 4) subjects you are continuing with to A”, 
with a date of ‘June 2021’ and grade ‘pending’. 

 AS Levels (GCE Advanced Subsidiary Level) – a small number of you have taken the 
reformed AS Level for one year. 

 EPQ – this is given UCAS tariff points and is generally seen as evidence of being degree 
level-ready.  Put your EPQ title in the space available. 
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‘EMPLOYMENT’ SECTION: 

Enter details of any current/past paid employment/work experience you have had. 

‘PERSONAL STATEMENT’ SECTION:  (Please also see additional pages further on in the 
booklet for detailed guidance/worksheets on writing your personal statement) 

This should be completed in a separate word document.  Copy and paste it into your application 
when finalised.  You have a maximum of 47 lines/4000 characters. 

MAKE SURE THAT YOUR PERSONAL STATEMENT IS YOUR OWN WORK!! 

All applications are put through similarity detection tests by UCAS, which identify statements that 
have been copied from another source.  Don’t be tempted to copy another person’s 
application materials or download your personal statement from a website.  There could be 
serious consequences to using other people’s work.  If any part of your personal statement 
appears to have been copied, UCAS will inform all the universities and colleges that you have 
applied to.  They will then take the action they consider to be appropriate and will also contact you 
by e-mail. 

‘PAY/SEND’ SECTION: 

If the ‘pay/send’ link is not available, please check that: 

a. each section of your application has been marked as complete (a red tick will be displayed 
next to each section) 

b. if you have entered an email address, it has been verified 
c. the date is after mid-September 2020 

You will need to pay the application fee online using a debit/credit card. 

VERY IMPORTANT !!! 

Once you have paid and ‘sent’, your application has only been submitted to your form tutor (also 
referred to as your referee) for processing; it has NOT yet been sent to UCAS!  You MUST go to 
see your form tutor, who will check your application through with you before adding the reference 

and sending it off to UCAS. 

**YOUR APPLICATION WILL NOT BE SUBMITTED TO UCAS UNTIL YOU DO THIS** 

 

YOUR PERSONAL STATEMENT 

 

Tell the universities and colleges why they should choose you 

The personal statement is your opportunity to tell universities and colleges about your suitability 
for the course(s) that you hope to study.  You need to demonstrate your enthusiasm and 
commitment, and above all, ensure that you stand out from the crowd. 
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Key points: 

Explain why you want to study the course you are applying for.  If you mention your personal 
interest and hobbies, try to link them to the skills and experience required for the course. 

The personal statement could be used as the basis for an interview, so be prepared to answer 
questions on it. 

This may be your only written work that the course tutor sees before making a decision; make sure 
it is organised and literate.  Get the grammar, spelling and punctuation right.  A statement 
filled with errors will give a negative impression of your skills and the effort you have put into being 
accepted.  Your statement must be written in English (or it can be in Welsh if you are applying only 
to Welsh universities and colleges). 

The Undergraduate Admissions manager at The University of Nottingham told us: 

‘These types of skills are the basics that academics will expect from someone at this level of 
education.  Incorrect spelling, poor grammar and punctuation can make a poor impression of the 
reader.  For courses such as English, these skills are of paramount importance.’ 

Writing about yourself is probably not something you do very often, so you might need to practice 
writing in this particular style.  It is a good idea to list your hobbies and achievements, and then 
you can decide which ones demonstrate your strongest skills and personality. 

What to include 

Most courses have an Entry Profile that you can view in Course Search – these explain what the 
university is looking for in their students and what qualifications or experience you’ll need for the 
course.  Check these because they’ll give you some ideas about what to include in your 
statement. 

Below are some suggestions of what to include in your personal statement.  These are guidelines 
only so don’t worry if some of the suggestions do not apply to you. 

 

Writing about the course: 

Two of the most important things to include are: 

 Why you’re applying for the course you’ve chosen:  this is particularly important when 
you’re applying for a subject that you have not studied before.  Tell the university the 
reasons why that subject interest you, and include evidence that you understand what’s 
required to study the course, eg. If applying for psychology courses, show that you know 
how scientific the subject is. 

 Why you’re suitable for the course:  tell the universities the skills and experience you 
have that will help you to succeed on the course. 

Also think about: 

 how your current or previous studies relate to the course(s) that you have chosen 

 any activities that demonstrate your interest in the course(s) 

 why you want to go to the university or college 
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We looked at some of the reasons why applications were unsuccessful and here’s a few that have 
been sent to applicants in the past: 

 Your personal statement does not strongly support your desire to study your chosen 
degree. 

 Your personal statement did not show sufficient understanding, relevance or knowledge 
about the course you are applying for. 

 You failed to demonstrate sufficient knowledge and interest in the subject in your personal 
statement. 

 There is a lot of competition for places on this course and your personal statement and 
experience was not as strong as other applicants this year. 

 Application (including personal statement, reference and predicted grades) does not 
evidence accurate understanding or motivation for subject. 

 Unsuccessful as you have not expressed a strong enough interest in the subject are in your 
personal statement. 

This should give you an idea of how important it is to show why you want to study the course 
and what you can bring to it – especially because it might be compared with other applicants 
applying for the same course. 

Skills and achievements: 

Universities like to know the types of skills you have that will help you on the course, or generally 
at university.  They also like to see if you’ve been involved in any accredited or non-accredited 
achievements.  Include: 

 non-accredited skills and achievements which you have gained through activities such as: 
 

 Duke of Edinburgh Award 
 Music and sports qualifications 
 OU Science course 
 Extended Project Qualification (EPQ) 

 

 Any other achievements that you are proud of, eg reaching grade 3 Piano or being selected 
for the county cricket team. 

 Positions of responsibility that you hold/have held both in and out of school/college, e.g. 
Student Leaders, Head of House or representatives for a local charity. 

 Attributes that make you interesting, special or unique. 

Hobbies and interests: 

Think about how your hobbies, interests and social activities demonstrate your skills and abilities.  
If there’s anything that relates to your course or to the skills needed to complete a higher 
education course, include it – the more evidence the better. 

The Assistant Registrar for Undergraduate Admissions from the University of Warwick says that: 

‘The strongest applicants are those who can link their extra-curricular activities to their proposed 
course of study.’ 

Your statement will be more convincing and personal if you write about why an experience, activity 
or interest makes you a good candidate for the course.  Include enough additional information to 
make it interesting and to demonstrate your own interest.  Rather than making a statement such 
as: 

‘I enjoy badminton’ 



9 
 

Try to provide context and show what you have learnt 

‘I play badminton twice a week with a club that plays in local competitions and I play in both 
singles and doubles matches.  Doubles matches require good team working, an ability to support 
your partner, to devise a game plan but be able to adapt it as required and fast reactions.  I enjoy 
the social side of the club and take responsibility for organising the social activities and fundraising 
events.  This gives me an opportunity to develop my organisational and planning skills.  Fitting in 
all these activities while keeping up with my academic studies demands good time management 
and I think I do that very well.’ 

Work experience: 

Include details of jobs, placements, work experience or voluntary work, particularly if it’s relevant 
to your chosen course(s).  Try to link any experience to skills or qualities mentioned in the Entry 
Profiles.  For example, rather than just saying: 

‘I spent two weeks working at a department store.  I enjoyed speaking to customers and helping 
them with their enquiries, 

You could say 

‘I spent two weeks managing customer enquiries at a department store.  I learnt how to interact 
with customers and handle complaints.  The experience highlighted the importance of positive 
communication between a business and its customers, and taught me how to manage difficult 
enquiries effectively.  I would like to develop this skill further by studying a degree in public 
relations.’ 

If you are not in full-time education, you should give details of any relevant work experience, 
paid or unpaid, and information about your current or previous employment. 

Future plans:   

If you know what you’d like to achieve after completing a university course, explain how you want 
to use the knowledge and experience that you gain. 

 

Applying to multiple courses 

Remember that you only write one personal statement so it will be used for all your choices.  Try 
not to mention a university or college by name, even if you’re applying to only one university – 
your personal statement cannot be changed if you apply to a different place later. 

If you’re applying for a joint degree you will need to explain why you are interested in both 
aspects of this joint programme. 

If you’re applying for different subjects or courses, you need to identify the common themes 
and skills that are relevant to your choices, for example, both mathematics and law are subjects 
where you have to think logically and apply rules.  You may like both subjects because you enjoy 
solving problems, using theory and natural or man-made laws to come to a correct conclusion. 

If your chosen courses can’t be linked by a common theme, think about your reasons for 
applying to such varied courses – it might be useful to speak to a careers adviser to get some 
guidance. 

If you mention a subject in your personal statement and are applying to other courses, you may be 
asked by the university or college for additional information about why you have chosen alternative 
courses. 
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Applying to another choice later 

If you apply to other choices after sending you application (eg. you add a choice, or apply through 
Extra (Feb 2021) or first Clearing (end of June 2021), your original personal statement will be 
sent to the university, but you can contact the university and ask if they will accept a revised 
statement.  If they agree, you can send a new one to them. 

Attention-grabbing 

Some statements start with quotes, some include jokes, some set out to be unusual or eye-
catching.  Sometimes it works, but it might have the opposite effect to what you hoped.  The 
admission decision maker may not share your sense of humour so be careful when trying to make 
your statement stand out. 

Write what comes naturally: 

Which of the following examples would you write? 

a. Objective consideration of concrete evidence compelled me to realise the phenomenon was 
not unprecedented. 
 

b. I realised this often happened. 

This is not a serious example, but it shows that good writing is often concise, which is very helpful 
when you have a limited word-count. 

In your personal statement you need to put your meaning across directly and simply.  You can do 
this by keeping your sentences to an average of 12-20 words, and using English (or Welsh) in a 
way that is natural to you.  Avoid sounding either over-familiar or over-formal and write to get 
yourself and your message across clearly.  Check that each sentence adds something new, 
otherwise it is just adding to the word count rather that adding value. 

The quality of your writing reflects the quality of your thinking.  Show that you know your strengths 
and can outline your ideas clearly.  Use words you know will be understood by the person reading 
your statement; you might find it easier if you imagine you are talking to them across their desk.  In 
fact, you can sometimes spot where your statement doesn’t work well by reading it aloud. 

Dos and don’ts 

Dos and don’ts when writing your personal statement 

Do create a list of your ideas before attempting to write the real thing. 

Do expect to produce several drafts before being totally happy. 

Do ask people you trust for their feedback. 

Do check university and college prospectuses, websites and Entry Profiles, as they usually tell 
you the criteria and qualities that they want their students to demonstrate. 

Do use your best English/Welsh and don’t let spelling and grammatical errors spoil your 
statement. 

Do be enthusiastic – if you show your interest in the course, it may help you get a place. 

Don’t feel that you need to use elaborate language.  If you try too hard to impress with long words 
that you are not confident using, the focus of your writing may be lost. 
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Don’t say too much about things that are not relevant – if you think you are starting to, take a 
break and come back to your statement when you feel more focused. 

Don’t lie – if you exaggerate you may get caught out at interview when asked to elaborate on an 
interesting achievement. 

Don’t rely on spellchecker as it will not pick up everything – proof read as many times as possible. 

Don’t leave it to the last minute – your statement will seem rushed and important information 
could be left out. 

Don’t expect to be able to write your personal statement whilst watching TV or surfing the internet 
– this is your future, so make the most of the opportunity to succeed. 

Size and presentation 

Structure and format: 

Think about the structure of your statement – it needs to look and sound good.  A bad statement 
can say a lot, so make sure you check the spelling and grammar as well. 

A representative from Ulster Business School told us: 

‘The presentation of the personal statement is of critical importance to demonstrate use of English 
language and grammar at a standard suitable for entry to higher education.’ 

We’ve provided examples of this website to help you plan your statement, but the formats we’ve 
used are just suggestions; it’s more important that the university sees your writing style than ours. 

How to provide your personal statement: 

You can enter up to 4,000 characters (this includes spaces) or 47 lines of text (this includes blank 
lines), whichever comes first.  You do not have to use all the space provided.  When you save text, 
the system will tell you how many characters are still available or if you have used too many.  You 
can preview your statement after you have saved it. 

Please note that you cannot use italics, bold or underlining in your personal statement – the 
system will automatically remove these when saved.  This will not disadvantage your application. 

We recommend that you prepare your personal statement offline using a word-processing 
package and copy and paste it into the Apply system.  Whether you are typing your statement 
directly into the box, or amending a statement that you pasted in, you should click ‘save’ regularly 
because Apply will time-out after 35 minutes of inactivity.  The countdown on the screen displays 
how much time you have left before it times out. 

The character and line count in Apply may be different to a word-processing package, such 
as Microsoft Word – this is because formatting characters, such as paragraphs and tabs, are 
counted in Apply but may be ignored in Word.  Please use the size as specified in Apply as the 
guide. 

If you want to send more information, contact your chosen universities and colleges to check that 
they are happy to accept further details.  If they are, send it direct to them after we have sent you 
your welcome letter and Personal ID.  Do not send it to us. 

Does it matter? 

Some course tutors find personal statements crucial when making decisions, whereas others 
might not put as much emphasis on them.  Since you do not know who will be looking at your 
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statement, the safest thing is to do a good job.  In many cases, applicants are not interviewed, so 
this may be your only chance to make the case for you to be offered a place. 

The Assistant Registrar for Undergraduate Admissions from the University of Warwick says: 

‘For highly competitive courses which attract applications from many more candidates than there 
are places, comparing all applicants’ personal statements helps us to identify the most committed 
and suitable candidates.’ 

If you’re offered a conditional place and narrowly miss the required grades for the course, the 
university is likely to look at your personal statement again to see if your interest and experience 
demonstrate any extra skills that could help you on the course.  So it can make a difference later 
in the application process as well. 

Remember that the person reading your statement is an expert in your chosen area of interest so 
they will want to know the reasons why you have chosen the subject. 

Punctuation rules 

QUOTES & CITATIONS 

If you include a quote in your personal statement, it should be in quotation marks:  “……..” 

If you cite the title of a book or journal, it should be in italics. E.g. I read The New Scientist. 

USE OF CAPITAL LETTERS 

The personal pronoun ‘I’ is always with a capital letter. 

Capital letters are used with: 

Names and titles of people  Winston Churchill  the Queen of England 

Titles of works, books etc.  War and Peace  The Merchant of Venice 

Titles of degree courses  Economics, Medicine, Zoology 

Months of the year, days of the week, seasons, holiday periods Summer, Boxing Day 

Geographical names… names of countries and continents, regions, states, districts, cities, towns, 

villages, rivers, oceans, seas, lakes, geographical formations 

 Europe, Switzerland, German literature, Victorian architecture 

Names of streets, buildings, parks etc. 

Capital letters are used for the following nouns related to school life: 

 Year 12, Sixth Form, Form Tutor, Psychology A Level 

 ALL SCHOOL SUBJECTS:  English, Theatre Studies, Physics etc. 

Capital letters are NOT used for the following nouns related to school life: 

Nouns to do with academic institutions and disciplines do not have capital letters when they are 

sued in a general, unspecific way: 

 course, university    - I am looking forward to university life 
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       BUT – I visited Glasgow University 

 mathematical, historical, medical, etc. - I enjoy historical documentaries 

       BUT – I am a member of the Historical Association 

  

 medicine, physics, science   - I have always been fascinated by scientific  

         matters 

       BUT – I want to pursue my interest in Science 

        at degree level 

 

Use of colons 

Use a colon to introduce lists of things:  items in a series which cannot be single words, phrases, 

or subordinate clauses.  The first sentence before a colon must be an independent clause or 

complete sentence.  The following sentence is incorrect: 

 My favourite animals are:  lions, tigers and hippopotamuses. 

This sentence is correct:  Bob sometimes catches small animals:  birds, snakes, moles and mice. 

Use a colon to connect two independent clauses when the second enlarges on or explains the 

first. 

 The students had a great idea:  they would set up their own newspaper. 

Use a capital letter if the second clause poses a question: 

 The question is this: What are we going to do about it? 

Use semicolons 

The semicolon means to stop briefly; the go ahead.  Complete sentences connected by 

semicolons should be closely related. 

 When angry, count four, when sleepy, count sheep. 

When sentences are joined with a conjunction (and, but, or for, yet, so), use commas. 

Use a semicolon with these adverbs:  accordingly, besides, consequently, furthermore, hence, 

however, indeed, instead, likewise, meanwhile, moreover, nevertheless, nonetheless, otherwise, 

then, therefore, thus, too. 

Compare these two sentences; both are correct: 

 The protestors have a valid point; however, I don’t agree with their use of violence. 

 The protestors have a valid point, but I don’t agree with their use of violence. 
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Checking the status of your application 

1. At any stage you can view all, to preview or print a copy of your application to date.  This is in a 

user-friendly format.  Uncompleted sections are highlighted in red. 

2. Once you have completed and sent your application to the staff section, you can still view all, even 

though no changes can be made. 

Sending you application to your referee 

1. Once all sections are complete you can select send to referee. 

2. At this stage you need to agree to the UCAS declaration when sending their application to their 

referee.  The I agree declaration will legally bind you to pay your application fee. 

3. Payments should be made by credit or debit card only. 

Once your application is with your referee 

1. Once you have sent your application to your referee, they will check your details and add the school 

references. 

2. Information about the progress of your application will be displayed when you log on.  The stages 

go from:  Application not checked to Application sent to UCAS 

After applying 

Once the form is at UCAS 

Once your application has been sent to UCAS, an AS2 Acknowledgement letter will be sent by post, giving 

you a UCAS Track password for the applicant enquiry service Track on the UCAS website.  Make a 

careful note of it!  You will need it to track the progress of your application. 

Offers 

Universities make offers through the winter and spring terms.  Be ready for some frustrating periods when 

nothing seems to be happening, since some institutions take longer than others to process applications. 

UCAS will inform you by letter/e-mail/text as soon as an institution makes you an offer.  By logging on to 

Track at www.ucas.com, you will see whether the college or university is offering you a place, and if so, on 

what terms.  In the case of rejections, you can request feedback from the university, via Track. 

Types of Offers 

An offer may be either unconditional or conditional, and will tell you the year and month that your course 

starts, and the point of entry (in most cases, this is first year). 

An UNCONDITIONAL OFFER (U) means that you have met all the entrance requirements and the 

university or college is happy to have you on the course.  The college or university will contact you if they 

need proof of your qualifications.  However, the offer may specify requirements, such as financial or 

medical conditions, that you must meet before you can join the course. 

A CONDITIONAL OFFER (C) means that the university or college has made you an offer that depends on 

certain conditions:  you must get certain grades/points overall. 

 

You must meet the conditions of your offer by 31st August 2021 even if your offer is for 

deferred entry. 

 

http://www.ucas.com/


15 
 

ACCEPTING & REJECTING OFFERS 

Once you have received decisions from all your choices, UCAS will send you a Replying to Offers 

letter or email.  You now have to decide to hold on to two offers. 

You must reply to each offer in one of the following ways.  

 Firm acceptance (F).  (you will definitely accept the place if you get the grades) 

 Insurance acceptance (I).  (If you don’t get your Firm, you will accept this offer) 

 Decline (D) 

Here are the possible combinations of decisions you will be left with: 

 

CF  Firmly accepted Conditional offer 

CF + CI   Firmly accepted Conditional offer plus a Conditional offer that you have accepted as       

an Insurance 

CF + UI   Firmly accepted Conditional offer plus an Unconditional offer that you have accepted                    

as an Insurance 

UF  Firmly accepted Unconditional offer.  You cannot have an insurance choice 

Do seek advice from appropriate people at this point.  You should think carefully before you decide 

which offers to accept because once you accept an offer, including an insurance offer, you are 

bound contractually to that course.  You should be happy that both the course and the college 

or university are right for you, because you will be spending the next three or four years there.  

There may still be time to attend open day(s) or visit the university or college before you make 

your decision. 

You can reply to the offers using Track at www.ucas.com, or by phoning the Customer Service 

Unit on 0371 468 0 468. 

WHEN TO REPLY 

You should send your reply as soon as possible after you receive your Replying to Offers letter.  

UCAS must receive your reply at the very latest by the date printed on the letter. 

If you do not reply by the deadline date, your offers will be withdrawn 

The earliest reply date will probably be in early March 2021.  However, the date on the letter is 

your individual reply date;  it may be different from other people’s reply dates. 

You do not have to wait for the decisions from all your choices.  Once you are sure of your Firm 

and Insurance choices you can cancel the choices that you are still waiting to hear from. 

If you achieve better results that you expected, it will be possible, for a short time in August, to 

look at an alternative course that still has spaces available, while still holding your Firm choice. 

If you change your mind after accepting an offer, you can still withdraw, but you will not be able to 

apply for other courses or go through Clearing in the same year.  However, you can apply again in 

the next application cycle. 

 

 

http://www.ucas.com/
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INTERVIEWS 

Not all students get asked to attend interviews.  Some departments organise Open Days 

specifically for students who have applied to them.  Although they are not formal interviews, if you 

make a good impression it can help whether you are offered a place, or how low an offer you 

receive.  A lot of the following advice can help for both formal and informal interview situations. 

Interview Preparation 

 Know why you want to study that course. 

 Know why you want to study at that university. 

 Use prospectuses and websites to find tips and commonly asked questions in your subject 

field. 

 Do some background reading about the course. 

 Think through what you can say about relevant topics from the courses you are currently 

studying. 

 Prepare carefully to talk about any related experience you have: the skills you were 

introduced to, the things you liked and the things you learned. 

 For courses that lead to a profession, you need to be able to speak knowledgeably about 

your interest in that career. 

 Check your personal statement and be prepared to respond in detail to questions about 

what you have written. 

 Think about how you are going to get there – you don’t want to be late. 

What are interviewers looking for? 

 They want evidence that you will be a committed and enthusiastic student – who will cope 

with the work and survive the length of the course. 

 Someone who shows that they can present their ideas and arguments well. 

 That when you are a student you won’t need spoon feeding and that you will enjoy working 

independently. 

 That you are enthusiastic about the subject. 

Tips for the interview itself 

 Try to find out how formal the interview will be and dress appropriately. 

 Remember that most people are nervous before interviews – bear in mind that you wouldn’t 

have been invited if the university wasn’t interested in you. 

 Allow yourself thinking time before answering difficult questions. 

 Remember that problem-solving questions require you to consider an issue from different 

points of view, as well as arriving at a personal opinion or preferred course of action. 

 Speak clearly and try to answer every question. 

 Don’t pretend to be anything you are not. 

 Be prepared – you shouldn’t learn your answers to likely questions ‘parrot-fashion’ but you 

should plan out your answers to the most important questions in writing; note-form is best, 

 Be enthusiastic! 

 Have some questions that you want to ask them – these may be about aspects of the 

course that particularly interest you and you want more information about. 
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UCAS EXTRA 

If you find yourself without an offer, for whatever reason, and you have used all five choices 

already, ucasextra enables you to have an additional choice through UCAS.  This means you do 

not have to wait until Clearing to continue to find a place.  The ucasextra procedure operates from 

mid-March to the end of June.  Universities and colleges with vacancies will list them on the UCAS 

website.  Applicants who are eligible, will be able to refer themselves electronically via ucastrack 

for courses with vacancies.  The courses available through ucasextra will be available to view on 

the UCAS course search. Under courses offered for your subject, click on filter at side ‘Show 

courses in Extra’.  Alternatively, you may contact universities and colleges direct. 

Who is eligible? 

You will be eligible for Extra if: 

 you have used all five of your choices; and 

 you have had unsuccessful or withdrawal decisions for all your choices; or 

 you have cancelled your outstanding choices and hold no offers; or 

 you have received replies back from all five choices and have declined all offers made to 

you. 

How does it work? 

If you are made an offer, you can then choose whether or not to accept it.  If you decide to accept 

a conditional offer, you will not be able to take any further part in Extra. 

If you decline an offer of the university or college turns you down, you will be given another 

opportunity to use ucasextra, time permitting.  If you have been using ucastrack, your ucasextra 

button will be re-activated.  Once you have accepted an offer in ucasextra, you are committed to it 

in the same way as you would be with an offer through the main UCAS system.  If you are 

unsuccessful, decline an offer, or do not received an offer within 15 days of choosing a course 

through Extra, you can make a further application. 

CLEARING 

Clearing is a UCAS service for people who have not been successful in getting the grades 

required for their first and second choice institutions.  You are eligible for Clearing if: 

 you have not withdrawn from the UCAS scheme 

 you hold no offers 

 your offers have not been confirmed because you have not met the conditions (such as not 

achieving the required grades) 

 you declined your offers 

 you have applied after 30 June  

If you are eligible, UCAS will automatically send you a Clearing Entry Form (CEF) and instruction 

leaflet. 

 

How does it work? 

Lists of courses with vacancies will be published from the middle of August until late on the UCAS 

website.  Check the lists for courses that interest you and then contact the university or college to 

ask if it will accept you.  It is a good idea to do this yourself because the admissions tutor will want 
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to speak to you personally, not a parent or teacher.  An admissions tutor will ask you to send your 

CEF; then the university or college will either tell you and us that you have been given a place 

there, or it will send your CEF back to you so you can deal with another university or college.  If 

you accept a place through Clearing, you will be sent a letter of Confirmation automatically. 

DEADLINE DATES 

 

Aim to be ahead of the following COLLEGE deadlines: 

Wednesday 9th September  Initial sections of the UCAS application complete 

Friday 25th September   Most sections of UCAS application complete 

Wednesday 23th September Applications for Oxbridge/Medicine etc. to be sent to 

referee 

Friday 9th October   Aim to submit your UCAS application to referee 

Monday 9th November   All UCAS applications to be sent to referee 

Important UCAS dates 2020-21 

Mid-September Applications can be sent to UCAS 

15th October Closing date for applications to Oxbridge, medicine, dentistry and 

veterinary medicine or veterinary science 

15th January Advisory closing date for applications (excl some Art & Design) 

24th February UCAS Extra starts 

24th March Advisory closing date for specified Art and Design courses 

31st March University decisions will normally be complete (some take longer) 

End of April Completion of student loan applications (see SFE website 

https://www.gov.uk/student-finance) 

30th June Last date for any further UCAS application 

August 2021 A Level results published - Clearing Opens 

NOTES: 


