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MAKING YOUR UCAS APPLICATION

2016 Entry (or 2017 if deferring entry)

These notes on the UCAS application system are for guidance.  There are more detailed notes on how to complete each section of the application form in the APPLY & TRACK area of the UCAS website. The UCAS notes should be followed for each section.

The notes in this information sheet are to help avoid common errors and explain the College process. 
For CHOOSING YOUR COURSES and PERSONAL STATEMENTS  see the information sheets under the Careers and Higher Education section of LearnZone including:

· Personal Statement Worksheet for students 
· Personal Statement Tips
· What Admissions tutors look for


KEY DATES

Mid July 2015

UCAS applications 2015 can be started


Mid September 2015

Applications can be sent to UCAS
15th October 2015 6pm
Closing date for applications or Oxford, Cambridge, medicine, dentistry and veterinary medicine or veterinary science

1st December 2015
College recommended date for completion of applications. The college will guarantee to process applications received by this date in time for the UCAS deadline of 15th January. 

15th January 2016 6pm
Closing date for “on-time” applications.  Applications received by UCAS after this date are marked “late” and do not have to be considered by universities
15th January 2016 6pm
College recommended date for completion of Art & Design courses which have 24th March deadline
25th February 2016
UCAS Extra opens for students who have received no offers or who have declined all their offers

24th March 2016
Closing date for Art and Design courses which have 24th March deadline
30th June 2016
All applications received after this date will go directly into Clearing 
Note:  There are also deadline dates for accepting offers – this date will different for each student as it is dependent on when all the offers are received.  The deadline date will be displayed on the student’s  UCAS Track page.
THE PROCESS  –

1. All UCAS applications from the College will be submitted using the UCAS web-site “Apply & Track” option.    You must apply “through the College” using the buzzword (see Registration below) to obtain a reference from the College.
2. You will be able to log in to your form at any time from any computer which has internet access.  
3. You do not have to complete the form all at once, but can enter information, save it and return to the form when you want to continue.  
4. Once you have completed the application you click on PAY & SEND and pay the fee (£12 for one course choice or £23 for more than one choice) on-line to UCAS by credit or debit card.   
5. You then send the form electronically to the College so that the reference can be added and the form checked.  At this stage the form is locked so you will not be able to make any alterations unless you ask your Schools of Study Administrator to send it back to you.
6. UCAS will send you confirmation of receipt of the application and a password for the “Track” on-line system which will enable you to monitor the progress of your application and reply to your offers on-line.


WHEN TO APPLY –
The College recommended deadline is 1st December.   This allows time for your Personal Tutor to compile a reference which will reflect your suitability for the courses you have chosen from information given by each of your subject tutors. Medicine/Vet science/Dentistry/Oxbridge has a UCAS deadline of 15th October 2015.
Your form will also be carefully checked and will be sent back to you by your School of Study Administrator if there are any errors for you to correct – all this takes time.  Applications received after 1st December will be processed as quickly as possible but may not reach UCAS by the 15 January deadline.
You are advised to start your form asap and complete the sections on your personal details, education, qualifications and employment.  
The remaining two sections are the most important, your course choices and Personal Statement    Allow yourself plenty of time to research your course choices and to draft your personal statement so that you can discuss both with your Personal Tutor – completing these two sections should not be rushed.  Note that you do not need to use all five choices and that you can also add more choices before 15 January 2016 (up to a maximum 5) after you have submitted your application – you can do this on-line via “Tracking Your Application”. There are rules about when you can and cannot add extra choices so you may need to check with UCAS.
Admissions Tutors in universities usually start offering places from the middle of September, as soon as they start arriving from UCAS.  Although all applications sent to UCAS by 15 January will be considered by your chosen universities you should give yourself the best possible chance and try to get your application in early – aim for October half term. 
Applications received by UCAS after 15 January will be marked late.  Although they will be processed and sent in the normal way, universities do not have to consider them.

Admissions Tests - Note that separate admissions tests may be required for some courses (see the university website) and these have different registration deadline dates.  You are responsible for making your own registration.
HOW TO APPLY –

To Register -
1. Go to www.ucas.com and click on Apply and Track – Start an Undergraduate Application – Register and Apply for 2016 entry.  

2. The first time you use the system you will need to register.  

3. You are registering through a school or college NOT AS AN “INDIVIDUAL”.  
4. The buzzword is henley2016.


5. Follow the on-screen instructions to complete the registration. Input your ISIS/THAME/KENNET/OXBRIDGE for your TUTOR/APPLICATION GROUP.
6. You will be given a username which you should write down.  You will need this (and your chosen password) whenever you want to return to the form and may have to start again if you cannot remember it. 

Look on the APPLY & TRACK section of UCAS for detailed information on how to answer each question. You will save time as common errors will be avoided and your form will not need to be returned to you.  If you have the option, always choose from a pick-list.

NOTES FOR COMPLETION OF FORM (including common errors to avoid) -
NAME AND ADDRESS – 

1. Make sure you use your exact College-registered name as this will be the name registered for your exams. (If this is not the same name as your passport/birth certificate please contact the UCAS helpline to discuss.)
2. Use capital letters in the correct places (do not “text-type” any parts of the form -  remember that these details will automatically go into the universities’ databases). 
STUDENT SUPPORT –

1. Your fee code is likely to be 02 (but some health professional courses e.g. nursing, physiotherapy attract National Health funding and fee code 05 should be used).  

2. For student support arrangements you should choose from the pick-list the name of your County Council or Local Authority to which your household pays Council Tax.   This will enable you to apply for Tuition Fee grants and loans and also Student Loans.  


YOUR COURSE CHOICES  –



1. Normally you should aim to choose 3 courses which reflect your predicted grades, 1 course slightly higher and 1 insurance choice with entry requirements you will definitely achieve.  You should be happy to accept and do any of the courses you put down.

2. You can choose up to 5 choices, although you need not use all the choices at once.  If you choose to do this, you can add other choices (up to a total of 5) on-line, providing you have not replied to any offers you may have been sent. 

3. You can only choose 4 medicine, dentistry or veterinary medicine / veterinary science courses, but can use your other choice for other subjects.  

4. You will need the institution code, course code, campus code (if relevant) and further details required (if relevant) for your chosen courses.  You can find these on Course Search on www.ucas.co.uk or the university websites.  Use the pick-lists (question marks) as this is a double-check.

5. Note that some Art and Design Courses have the later deadline date of 24 March (check this on the University web-site) to allow longer time for preparation of a portfolio.  Make sure you choose courses which have the deadlines you require. 

EDUCATION –

1. Enter Henley College first (Search under Henley College not The Henley College) and then your secondary school(s).  Use the search facility (press “find”) so that the centre numbers automatically appear.

2. Gillotts School is searched under GILLOTT’S (using an apostrophe)

QUALIFICATIONS –  
This section can be complicated.  There are very detailed instructions for each examination type in the “Apply” section on the UCAS website which should be followed.
You must put down all your examination results if they have been certificated – passes and fails – and also all examinations or qualifications you intend taking (use “pending” for a result in the future)
COMMON ERRORS IN ENTERING EXAMINATIONS –
A2 (GCE Advanced level) and AS (GCE Advanced Subsidiary level) –
·    Enter all AS  results if they have been or will be certificated, even if you are going to resit a module to improve your grade.

·    If you have certificated AS and are continuing the subject to a full A level you must enter both the AS (with the result) and the full A level (result pending).
·    You may enter the unit grades of certificated AS (and A level if already taken) although this is not compulsory.   
· If you have listed a certificated qualification but are taking the whole qualification again to improve your grade, you must also list this second attempt.
· See UCAS advice in the entering A level exams section for entering Maths / Further Maths exams.
Admissions Tests –
Enter any Admissions Test your course requires you to take (e.g. BMAT. LNAT, UKCAT, TSA etc.) and the result if you have already taken it.
GCSEs   -

There are 4 separate qualfications for GCSE exams.   List your results under the correct qualification
·   GCSE


·   GCSE Double Award (e.g. Science)         

·   GCSE Short Course    

·   Applied GCSE in Vocational Subjects (e.g. Health & Social Care)

Diplomas in Digital Applications –

There are 3 separate qualifications for DiDA :

·    Award

·    Certificate (including Extended Certificate)
·    Diploma

All certificates have “Diploma” written on them at the top. You must check the typewritten part of your certificate to see what qualification you have.

Music and Dance Examinations -

You should only enter your highest level qualification for Music and Dance examinations.  

PERSONAL STATEMENT –
See the downloadable notes, work sheets and tips on the Careers and Higher Education section of LearnZone for ideas as to what your Personal Statement should contain.   
There is also an excellent section on writing Personal Statements on the UCAS website under ‘Apply & Track’.  https://www.ucas.com/ucas/undergraduate/apply-track/writing-personal-statement. 
 Leave yourself enough time to do several drafts and show your final one to your Personal Tutor.

1. Your Personal Statement must be ALL YOUR OWN ORIGINAL WORK.  All Personal Statements are run through plagiarism software by UCAS which will pick up any copied material.  UCAS will inform Universities of any statements showing more than 10% copied material.
2. Prepare your statement off-line as a Word document.  The statement should have no more than 4000 characters including spaces and should not exceed 47 lines of text. (Min. 1000 characters.)
3. You cannot use formatting such as bold, italics or underlining.  
4. Copy and paste the final draft and paste it into the application form and click save before and after making any alterations.  
5. You must preview your personal statement before you can mark this section finished.

6. You should keep a printed copy of your final statement as you will probably be asked about it at interview.


WHEN YOU HAVE COMPLETED AND CHECKED YOUR FORM –
Before sending the application, complete the UCAS Pre-application form at the end of this booklet, attach a copy of your Personal Statement and discuss your application with your Personal Tutor so that the reference can be prepared.
1. After you have discussed your application with your tutor, click “Pay/Send”.  You will be asked for payment (£23 or £12 for a single choice) which you do on-line by debit or credit card.  
2. Once you have sent your form, it will be locked and you will not be able to make any alterations unless your School of Study Administrator sends it back to you.  

3. The forms are checked and if you need to correct any mistakes, your School of Study Administrator will advise you usually by College e-mail, so check this every day otherwise your application will be delayed.
4. The reference will be added to the form and then the completed form will be sent electronically to UCAS.

5. UCAS will send you by post an acknowledgment containing details of the Track system on the UCAS website to enable you monitor the progress of your application and reply to your offers.  
6. Finally, keep checking UCAS Track for your offers!    



BEFORE SENDING YOUR UCAS APPLICATION attach your Personal Statement to this form and 
discuss with your Personal Tutor so that the reference can be prepared.





UCAS CHOICES:

	University
	Course
	Course Entry requirements

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	



This document can be downloaded from LearnZone – Careers and Higher Education Section





Do not register as an “individual”.  References will only be supplied to students who apply through the College.  This also applies to ex-students who are applying up to three years after leaving College.


 If you mistakenly register as an individual you can ask for the application to be transferred by pressing the Choices button on the left hand side of your Welcome page and ask to be linked to the College.  You will need to enter the buzzword henley2016. 





NOTE:  Fee code 01 (private finance) should only be used by students who are not eligible for student support arrangements e.g. some overseas students.        Check with Student Services in D104 before entering this code.








IMPORTANT :  Discuss your choices with your Personal Tutor and re-check your predicted grades with your subject tutors before completing this section.  








See “Making your Higher Education Choices” (at the front of this booklet or on the � HYPERLINK "https://learnzone.henleycol.ac.uk/course/view.php?id=832" \l "app" ��Careers and Higher Education section� of LearnZone) to help you research your course choices.  











IMPORTANT:  RE-SIT MODULES  -  If you are going to re-sit modules,  enter this as a separate Advanced Subsidiary exam to be taken in 2016, with result as pending.   Although it is not compulsory to enter the individual units you are re-sitting, it may help to clarify your situation if you do enter them.  




















Name:





Personal Tutor:





Year of University Entry:





Predicted Grades for each subject (as given by your subject tutors.)  Check these with your Personal Tutor.
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