Norbury Manor Business & Enterprise College for Girls

Contents:

v AN

11
14

Sixth Form

UCAS Application
Student Information Guide

Sections of the UCAS form: Personal Details
Additional Information Section/Student Finance
Choices Section

Education Section

Employment Section

Personal Statement

Final Stages& Payment

Useful Contacts

UCAS Advice Line: 0371 468 0 468
Student Finance England: 0300 100 0607
Or speak to your tutor




The UCAS Form — how to fill it in

Personal Details Section

Once you have registered you will be able to log on to UCAS apply with the username and
password you were given when you registered and you will be able to complete all of the seven
main sections of your application form.

The Personal Details section continues on from the information you entered when you registered.

If you have missed out any compulsory sections you will be alerted on screen by an exclamation
mark - you will need to enter this information before the section can be marked completed.

apply Personal details

Welcome > Personal details

Personal details
Some of these details have been copied automatically from the information given when you first

Choices registered.

Personal
Title* Mr B ?
Gender* Male B ?
First/given name(s)* Edward ?
Surname/family name* Ferrars ?
Preferred first name 2

|f you don’t understand the Previous surname at 16th birthday ?
Postal address* Westminster Kingsway College

guestion being asked click
the red question mark

211 Gray's Inn Road

LONDON
WC1X 8RA

change my address| | ?

Always click “see list” if given
? this option

Is your permanent home in the UK?* @Yes N

Home address (if different from postal address)

add/edit home address| | 2

Home telephone number

Mobile number

Email address® Edward.Ferrars@westking.ac.uk

Confirm email address* Edward.Ferrars@westking.ac.uk

Date of birth* 1 [v]Janvary [+]1996[~] 2

Country of birth* United Kingdom see list| |7

(NB. Personal Details section contains more questions than shown)

Universities ask about any disability or special needs that you may have at the end of the Personal
Details section; this is because universities can offer support during interviews or while you are at
university and like to know if they can help support you. You will not be discriminated in any way if
you answer this question and provide information about needs that you may have.
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r N
& Choose a disability/special needs category... - Windows Internet Explor... .= i

l/\ https://apply2.ucas.com/ucasapply2014/PopUpServiet?functionname=dislist&field= @ E‘

Disability/special needs

Universities and colleges welcome students with disabilities, and will try to meet your needs whereve

The information you give here will help them do this U( :/\S Print page | Close window

Category* -

Choose a disability/special needs category...

No disability

You have a /communication impairment such as Asperger's syndrome/other autistic
spectrum disorder

i You are blind or have a serious visual impairment uncorrected by glasses

You are deaf or have a serious hearing impairment

Please give details of any special needs You have a long standing iliness or health condition such as cancer. HIV. diabetes. chronic
heart disease. or epilepsy

. You have a mental health condition. such as depression. schizophrenia or anxiety disorder

You have a specific learning difficulty such as dyslexia. dyspraxia or AD(H)D

You have physical impairment or mobility issues. such as difficulty using your arms or using a
wheelchair ches

You have a disability, impairment or medical condition that is not listed above
You have two or more impairments and/or disabling medical conditions

(500 characters left)

Checklist: Personal Details Section

1. My name and address are spelt correctly with capitals in the correct places
2. I have used a sensible email address
3. If I have a UK passport my nationality is "UK National”
(be careful not to confuse with your ethnicity which may be different)
4. My area of residence is my borough e.g. Croydon
5. My fee code is 02 and I have put in my borough where I live underneath - unless I am

L1 I

doing a NHS funded course (e.g. nursing/midwifery in which case this is 05).

To mark a section complete, tick the ‘section completed’ button just above the save button on
each section i.e.

v section completed

A red tick will then show against the corresponding section on the left hand side section menu:

Welcome

Personal details v
Additional information

Student finance

Choices

Education

Employment

Statement

View all details

Pay/Send

Help

Options/Opsiynau
Key
| Completed

-] In progress

Not started

2] Help

Once the Personal Details section is completed, the Additional Information Section is visible.



Activities in preparation
for HE include things like
summer schools, master
classes, taster days and
short university led
academic courses e.g.

Additional Information Section

Activities in preparation for higher education: 2

Start date Month v|Year »| 7
=) = UCL Summer Challenge

Duration (days Day_j] ?

School year Please select E] ?

Location see kst | 2

Sponsor Please select [=] 2
Universities and colleges may be
able to offer additional assistance, Have you been in care? Please Select..  [=] |2
for example Wlth OUt Of term //Du:mn in care If you have answered 'Yes' to the question above, please indicate the

H total length of ti h b i *.

accommodation, for those who I—“ e T
have been in care at some stage.

Parental education Do any of your parents, step-parents or guardians have any higher

education qualifications, such as a degree, diploma or certificate of
higher education?

Please select... EI ?

Occupational background* If you are under 21, please give the job fitle of your parent, step-parent
or guardian who earns the most. If she or he is retired or unemployed,
give their most recent job title. If you are 21 or over, please give your

own job fitle. If you cannot fit the full job title in the box, please use an
appropriate abbreviation
Ensure you say NO to 8
this question.... —~
\ | would like correspondence from OYes @No | 2

Welsh universities, colleges and
UCAS to be in Welsh

(7] section completed

saveffcancel

Student Finance Section

If you will be applying for student finance for your course and living costs, you can make the
process easier by allowing UCAS to share some of your details with Student Finance England.If you
answer ‘yes’ to the question “I will be applying for student finance” then two more boxes will
appear. If you answer “Yes” to these questions then UCAS will send you a reminder of how and
when to apply to apply for Student Finance.

Share your application details

You can even choose to share some of the details from your UCAS application with the Student Loans Company,
who administer loans for Student Finance England, making your student finance application even quicker.

Your UCAS application will not be affected by the way you answer the questions on this page.
Compulsory fields are marked with an asterisk (*).
I 'will be applying for studert finance*  @®'Yes CDont know("No | 2

I want to share my details with the Cves CNo | 2
Student Loans Company*

| want UCAS to send me a reminder of  (Yes CNo | 2
when and how to apply for student
finance*



Choices Section

UCAS

apply

Contact us | Help | Print page

<Log out

Choices

Choose a university by clicking see list

Weicome Welcome > Choice summary > Choice details
Personal details
To avoid losing information please click 'save' before leaving the page.
Choices
To find courses based on subject, provider and location, check entry r irements, and view course-
Education specific fee information, please use the UCAS search tool (opens inahew window).
Employment Compulsory fields are marked with an asterisk (*).
Statement Instituti de* = . . .
R reeneeds =™7 | Choose a course by clicking see list
View all details
Course code* seeﬁ¢/
Pay/Send -
Campus code* see Lsx‘g\
If you are not sure ¢ ) Click on see list to see if a
i k Start date see list | 2 . .
whether you will live at campus code is required
Further detail . .
home choose No uriherdeieE ? (often says ‘main site -')
I Live at home while studying?* )Yes ()No 9
=| In progress N
Not started Point of entry ?
?| Help /
) savefcancell
Leave point of entry \
blank to indicate you are Choose a start date. This will be September
starting from year 1 2015 unless you wish to take a gap year - in

Checklist: Choices Section

which case choose a deferred entry start date

1. T have 5 realistic and balanced choices of university |:|

NB: check the entry requirements carefully and make sure thesematch your

predicted grades (if applicable) |:|
2. My course codes and university codes are correct
3. My point of entry is left blank to indicate I want to start on the first year of the course |:|
4. T have put deferred entry “yes” only if I want to take a gap year |:|

It is recommended that you consider applying for one aspirational course choice (with entry
requirements just above your predicted grades), threechoices which roughly meet your
predicted grades and then one choice which requires slightly lower grades as a safer option.

If you need help with choosing universities or courses your Tutor or 6" Form Team can help you




Education Section

This is a very important section so take care to enter ALL your previous secondary school, college
gualifications and grades accurately - even if you did not do well in the qualification or you did not
complete the course you attended. You should also enter the current qualifications you are taking
at NMBEC, including if you took AS levels what grades you got for those.

UCAS

apply

Welcome
Personal details
Choices
Education
Employment
Statement

View all details
Pay/Send

Help

Options/Opsiynau

Key

v| Completed

| In progress
Not started

2| Help

Education

Welcome > Education

Compulsory fields are marked with an asterisk (*).

Contact us | Help | Print page

<Log out

Click on the "add new school/college/centre’ to add the centres you have attended. Enter details of
qualifications that you have achieved or are in the process of ieving at that

Click on "section completed’ and 'save' when you have finished.

Need guidance? Watch the video advice below [Hide video]

Apply 2014 - Education Page
03:16 | 6 comments

>

Fill in your e n details

(Unable to view videos here? You can watch them at vww

You can add up to 10 schools/colleges/centres.

>add new school/college/centre

No schools/colleges/centres entered

Please state the highest level of Please select...
qualification you expect to have before
you start your course*

"I section completed

Add your previous schools or
| colleges by clicking here.

Once you have clicked ‘add new school/college/centre’ a new screen appears:

UCAS

apply

Welcome
Personal details
Choices
Education
Employment
Statement
View all details
Pay/Send

Help

Options/Opsiynau

Key

| Completed

- In progress
Not started

2] Help

Contact us | Help | Print page

Education

Welcome > Education > Where have you studied?

Compulsory fields are marked with an asterisk (*).
Before leaving this page click "'save' to avoid losing any of your information.

School/college/centre name* |

<Log out

Exam centre number ik
When did you start... Month  [v]Year[+] 2

and finish?* Month  [v]Year[+] 2
Attendance* fullime (©)parttime ()sandwich | »
Did you / will you receive any Please select.. E‘ ?

qualifications at this centre?*

Click find and type in the school or
college you want to add and click
on it. If you can’t find what you
need you can click “my school or
college is not listed here” to type
the name in manually ... see next
page




Type in the school or college you

want to add. If you can’t find what
% —_——===}| you need you can click “my school

ation =
2 https://under Iy.ucas.com/u. PopUpServlet?functionname=school, T=-docum @ UCAS LIMITED [GB] 2| or College is not I|Sted here” tO
ids are] U( :/\S i page | Close window
e type the name in manually
entre o Search: tower
nbe: Schoolicollegeicentre name Centre Number
WHITECHAPEL ROAD, LONDON, E1 1BJ =
art. yside, L35 ENE
4 LONDON E2, ABBOUR SQUARE, LONDON, E1 0PT
ver Hamlets College, London E14, Poplar High Street, Poplar, London, E14 0AF 10524
res & Libraries, The Shadwell Centre, 455 The Highway, London, E1W 3HP
E£ARNING. LONDON E1, THE ELL CENTRE, BY SCHOOL HOUSE LANE, THE HIGHWAY.
‘h'les‘:;: er Street B q, Tower Street, Belfast, BTS 4FH 71267
ina, Level 8 Room 803 Tower W1, The T tal Plaza, 1 E. Chang Ave Dong Cheng
St Killian's College, Garron Tower, 25 ver Road, Carnlough, C: 71310
ST MACNISSIS COLLEGE, BALLYMEN. GARRON TOWER, 25 T ER ROAD, CARNLOUGH, CO ANTRIM, N IRELAND BT44
e 71335
0JS, BT44 0JS
Bexley College, Belvedere, Tow Road, Belvedere, Kent, DA17 6JA 14119
Bishop Challoner Cath. Col Schl n E1, 3 Ro:. ower Hamiets, London, E1 OLB 10502
Cambridge Tutors College, 14308
College of Central London, eet, Hamlets, London, E EW 10211
[(nttps://undergrad.apply.ucas. .com/ucasa pply2015/PopUpServiet?function... pRd. Shanghai 200041 I

Once you have added your school, college or centre of study into the system, you should click on
the ‘add qualifications’ link to enter the qualifications you studied at that place e.g.:

Norbury Manor Business and Enterprise College (14343, 09/2008 - 07/2016,
FT)

> add qualifications

The ‘add qualifications’ link opens a new page with NMBEC most commonly studied qualifications
listed. Please choose the qualifications you would like to add and enter required information. You
will need to use any past certificates.



UCAS

apply

Welcome
Personal details
Additional information
Student finance
Choices
Education
Employment
Statement
View all details
Pay/Send

Help

Options/Opsiynau

Key

| Completed

=+| In progress
Not started

?| Help

Adding Qualifications:

Contact us | Help | Print page

Education

Welcome > Education = Choose qualification

<Log out

Please search for the qualification title, eg ‘A level’ and not the subject, eg ‘chemistry”

Overseas qualifications will be listed alphabetically under the name of the country they were taken in.

Search: e.g. Baccalaureate

Or select from the popular qualifications listed below

Popular qualifications

AAT Level 3 Diploma in Accounting (QCF)
Access to HE Diploma (2009 onwards)

BTEC Certificate (QCF)
BTEC Diploma (QCF)
BTEC Extended Diploma (QCF)

BTEC Subsidiary Diploma (QCF)

Cambridge ESOL Certificate of Proficiency in English
Cambridge ESOL First Certificate in English
Extended Project (Level 3

~You can hopefully find the
gualifications you study or

—have studied in this list or

by using the search tool

Foundation Degree

Foundation Diploma (Art & Design) (QCF)

al Skills

vanced Level

vanced Subsidiary (first award 2001)

kills
VQ (level 110 5)
Open College Network (OCN) Qualifications
Other (International EU Qualifications)
Other (International Non-EU Qualifications)
Other (UK Qualifications)
Other English Proficiency

L

If you can’t find your

"~ qualifications in this list
or by searching then click
on ‘other’ to enter your
gualifications manually

Once you have found your qualification you can add details for example, A-Levels:

Welcome

Personal details

Additional information

Student finance

Choices

Education

Adding in your modules for
your qualifications is useful and
your university will require it.
For Access students it is
important that you put all your
modules in to give universities
maximum information about
your Access course.

TIOT STarea

? | Help

Welcome > Education > Enter GCE Advanced Level

GCE Advanced Level

Enter the date you will/did
receive your qualifications
— ensure this is correct

Please enter details below, using the 'other' boxes only where the applicable op##on cannot be found in

the lists provided.

Entering unit details for A levels is optional

Subject* Chemistry
(other)
Qualification date* July
Awarding organisation* Edexcel
Grade* Pending E] (other)
Module / unit 1
Title The Periodic Table
Grade Pending E (other)

[=] |2

You must add a grade for all

E]2‘”;5?//completed qualifications. You
[z] ©nen also need to add the correct

exam board.

_If you do not yet have your
results, click ‘pending’
from the drop down menu




Adding Qualifications: An example, successfully completed for ‘A level’ including a re-sit....

GCE Advanced Level

Art & Design: Fine Art 08/2016 Edexcel
English Literature 08/2016 OCR
Eng Lit: Poetry & Prose 1800-1945

History 08/2016 Edexcel
GCE Advanced Subsidiary

Art and Design: Fine Art E 08/2015 Edexcel
Fine Art 1 B

Fine Art 2 B

English Literature B  08/2015 OCR
Eng Lit: Literature Post-1900 A

History B 08/2015 Edexcel
History 1 Option D A

History 1 Option C C

Psychology A B  08/2015 AQA

GCE Psychology A Unit 1

B
GCE Psychology A Unit 2 =}

Checklist: Education Section

o

I have added all my GCSE's or GCSE equivalents as taken at previous school/colleges and correctly
selected whether they were single, short or double award (will say on your certificates).

I have included all other qualifications that I hold such as functional skills, key skills or

Extended project qualifications

I have put my current qualifications and any exams I have taken so far on my form; for

future exams I have selected my grades as 'pending’ and selected NMBEC

as the institution and checked that the dates are correct.

I have included all my units for BTEC national/A level/Access course where necessary

I have included my BTEC registration number (if applicable)

My exam dates and exam boards are correct (this can cause issues if they are notl).



Employment Section

UCAS

apply

Welcome
Personal details
Choices
Education
Employment
Statement
View all details
Pay/Send

Help

Options/Opsiynau

Key

| Completed

= In progress
Not started

?| Help

Checklist: Employment

Employment

Welcome > Employment summary

Contact us | Help | Print page

<Log out

Please give the names and addresses of your most recent employers. If you have not had any paid
work experience, you can leave this section blank, but you will need to mark it as complete.

Need guidance? Watch the video advice below [Hide video]

Fill in your err

How-to guides

>

(Unable to view videos here? You can watch them at www ucas com/iv instead)

You can add details of up to 5 employers.

>add an employer

No details entered.

F

[T section completed

Click here to an add an employer
—new window opens with a few
simple questions to answer

1. You can list up to 5 past employers - this could be full time, part time or holiday jobs

applying for Social Work or Youth Work.

2. Work experience - unpaid experience can be included in your personal statement, unless you are |:|

3. To complete this section click “section completed” then “save”

10




Personal Statement Section

As part of your UCAS application, you are required to write a personal statement to elaborate on
your application for your chosen course(s) at university. As your same UCAS application goes to all
of your university choices, your personal statement should take this into account.

UCAS

apply

Welcome
Personal details
Choices
Education
Employment
Statement
View all details
Pay/Send

Help

Options/Opsiynau

Key

v| Completed

- In progress
Not started

?| Help

Contact us | Help | Print page

<Log out

Personal statement

Welcome > Personal statement

Our guide to writing your personal statement (opens in a new window) should help you complete this
section.

We strongly recommend you write the statement using a word-processing package and paste it in to
Apply.

You can type your statement directly into the box or edit a statement you have pasted in.

Need guidance? Watch the video advice below [Hide video]

Personal statements (how to)
03:07 | 0 comments

Persor > tement

(Unable to view videos here? You can watch them at www ucas.com/iv instead)
Pergefal statement

lick 'save' within 35 minutes so that your work is not lost.

Short videos are now available
within the UCAS form to help you
when filling it in — such as this one
on writing personal statements

You have used 0 7 lines based on the preview and 0 of 4000 characters.

pted statement must pe between 1,000 and 4,000 characters (maximum 47 lines) including

Input your personal statement in
this space — it is a good idea to
write it in Microsoft Word and
then copy and paste it in here at
the end because of the time
constraints imposed by UCAS

/]

can mark this section as complete you must click on "preview'. The system will then tell you
lines and characters are still available for your personal statement.

Preview your personal statement
here — you cannot click section
complete until you have done this

11



What is a personal statement?

* Your opportunity to show universities that you are well motivated and have a proven interest
towards your chosen subject AS WELL AS to convince them you would be an asset to a university

* Remember this is the one section of the application where you can write in your own style AND try
to convince the university why they should offer YOU a place

Who reads the personal statement?

* The Admissions Team at the universities you apply to. The personal statement helpsuniversities to
make a decision as to whether to offer you a place

* Courses which interview will often use the personal statement as part of the interview process so
be prepared to answer questions on what you have written!

* UCAS uses Similarity Detection Service software to scan your statement for plagarism issues;
please therefore ensure it is your own work — never copy your statement from the web or friend!

How do | write my statement?

* |t mustn’t be longer than 4000 characters including spaces OR 47 lines — whichever is the shorter

* Atleast 65 - 75% of your statement needs to be to needs to be about why you are interested in the
subject, why you would like to study it at university, how this interest developed, anything you
have done to develop your interest outside of your study and discussing links to your studies

* You can use the personal statement mind map on the UCAS website to help you plan your
statement: http://www.ucas.com/sites/default/files/personal-statement-full-size_0.pdf

* Use proper sentences and paragraphs — not lists— universities will judge your writing skills

* Provide evidence of things you have done to support statements or claims you are making

* You cannot use bold, underlining or italics in your statement it will not translate from Word

* Draft, draft and draft again — most students will draft their statement 7-8 times

* Prepare your statement in Word first and when finished ‘cut and paste’ into ‘apply’ — this helps
with re-drafting, spell checking and avoiding UCAS time out issues

Checklist: Personal Statement

1. Double check and triple check your spelling, grammar and punctuation
2. Remember your statement must be your own work - the UCAS Similiarity

LI

Detection Service will detect if it is not
3. Askyour Personal Tutor to read through your personal statement

What then?

* Cut and paste your statement into ‘apply’

* Click ‘preview’ and check how many lines and characters are left. If your statement is too long it
will have been cut off at the end and you will need to edit it and make it more precise.

* Once you have previewed and are happy your statement fits click on ‘section completed’ and ‘save’

12



Suggested reading to help you with your personal statement:

* UCAS personal statement support: http://www.ucas.com/how-it-all-works/undergraduate/filling-

your-application/your-personal-statement. On this page you will find a drop down menu of related
documents that can help you write your personal statement: ﬂ

Where to start Related documents

Most applicants haven't had to write a personal statement
before, so we've got plenty of advice to help.

* Pure Potential: http://www.purepotential.org/university/the-ucas-form. Advice on completing your

UCAS form and writing personal statements.
The Final Stages of Your Application

* Having completed all sections of the UCAS form and ticked ‘section completed’ for each section,
you should now have 7 red ticks on the left hand progress menu. To complete your form go to
‘View All Details’ and read through your form carefully to make sure there are no mistakes.

* |f everything is correct click on ‘section completed’ and ‘save’. You should now have 8 red ticks.

* Read the ‘Important reminders’ page that is then displayed. If you do need to add or change
anything to your application you can still go in and do this at this stage.

. Welcome > Important reminders
Welcome

Personal details v Important reminders

Additional information v Please check the following carefully before you pay and send your application to us:

Student finance v Course fees

Choices v Going to university or college is one of the biggest investments you can make. Have you checked how much it
is going to cost you?

Education v
You can find out about student finance and course fee information in the UCAS search fool for the courses you

Employment v are applying for.

Statement v Choices

View all details v Check your choices. Have you checked the course specific entry requirements and minimum entry criteria in
the UCAS search tool?

Pay/Send

Once we have processed your application you will have seven days to substitute choices on Track. Remember
Help universities and colleges will already have your application and it is much better practice to submit a correct

application from the start.
Options/Opsiynau

Qualifications and education history
Key Don't forget that all subjects for which you have received a result must be entered, including those you have
failed. Similarly, if you are waiting to take the final examinations or you are waiting for the final results, they still
need to be entered. It is also important that you declare your full education history, including the most recent
school, college or university you have att d or are y attendi Failure to declare this information
could result in your application being cancelled

| Completed

=| In progress
Not started

2] Help next|

*  When everything is finished, click ‘next’, read the 5 declaration statements, tick the boxes to agree
to them and click on ‘l agree’.

* You are now ready to ‘pay/send’. Click on this red button and enter your credit/debit card details.
You will only be able to pay by card (please have the bill payers permission if it is not your card).

13



Example of what the enter card details section should resemble:

<Log out
apply Card details
P Welcome > Card details
Personal def v
rmation v Please check your choice details carefully, then enter your card details below. Compulsory fields
are marked with an asterisk (*).
v
Choice summary
7 )
. 7 Choice 1: The University of Aberdeen (A20) Accountancy (N400)
ployme v
v Fee summary
s Fee for single choice: £12
s v
Card payment details
- Credit and debit cards: we accept UK and international Visa, Visa Debit, Delta, MasterCard, JCB,
tions/Opsiyna Maestro, and Electron. At the moment we do not accept American Express or Diners Club cards.
Your card details will be encrypted before being transferred over the internet.
The total cost of your application will be £12, including VAT.
The application wil d until your payment has been authorised by the card issuer.
Ifitis subseque / t you did not e authority to make payment using the credit
W vill cancel your application.
Card number (please enter without 2
spaces between the digits)
Security number® ?
2| He
o Expiry date M| [v
MasterCard.  Verifiedby oo Select month | year |v| ?
VISA o - —
learn more earn more Start date (if applicable) Select month |» E; year VI ?

Final Details:

* The UCAS fee is £12 for 1 course choice and £23 for between 2 - 5 choices. Payment must be
made online by credit or debit card before your form can be sent.

* You must let your tutor know once you have completed your UCAS form and paid so they can
proceed with adding your reference. It will be sent to their UCAS account automatically, but it is
important that tutors also know that it is waiting and can check for it as well.

* Remember - once you have clicked “pay/send” your form is locked and you cannot make any
changes to it, unless your tutor releases your form back to you. If you need to correct a mistake
before your tutor sends it off then advise them immediately. Once your form has been to sent to
UCAS you cannot make changes to it in most cases.

*  Your tutor will approve your UCAS form, add your reference and then send the form to Mr Tyrrell,
who will check and send your form to UCAS on your behalf. It is important to keep in touch with
your tutor as they may return the form to you to correct any mistakes they find.
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