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UCAS Applications
GUIDE TO COMPLETION

A few pointers before we begin:
❑ If you haven’t already done so on the UCAS.com website you will select Apply 2023 and 

start your application by registering (you do not need to pay anything until the 
completed application is sent). So that we are able to see your application and add your 
references you will need to link to our school using a buzzword.

The buzzword you will require is Football

❑ The application does not need to be completed in one go but try and complete the parts 
you can (particularly the education section) as these can be time consuming but you 
should have the information you need to do that part now.

❑ You may be asked whether you have any criminal convictions depending on what 
course you select. We have had a few students accidentally enter yes (and this is not 
something we can see or correct) and this caused them some embarrassment later so 
read all questions carefully!

❑ Once you have completed each section you will need to mark it as complete.
❑ When you are ready to send off your application you will be asked to pay the fee online 

and then press send. Your application will not go straight to UCAS it will instead go to 
Mrs Thompson to check, add your reference (written by your teachers/tutor) and enter 
your predictions. Once double checked by Mr Messenger it will be sent to UCAS. If an 
error is found in the application by us it will be returned to you for amendment so it is 
important that you keep an eye on your home email once it has been submitted as this 
is the method UCAS will use to tell you we want you to amend something.
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UCAS Applications
Section 1. – Personal details.

• Enter your name and address. Be careful to include the name you wish to be known as 
if it is not your legal name. You will also need to enter details if you have legally 
changed your name prior to your 16th birthday.

• Give your address details and ensure that the email address used is one that you 
check frequently and that it is not one that is embarrassing or rude. DO NOT USE 
YOUR SCHOOL EMAIL ADDRESS as once you have left us your address will be closed 
and you will need to be able to access information next Summer.

• You are not required to complete the reference numbers section so don’t worry if 
you don’t know your Unique Learner Number (ULN)!

• Passport details may be required if you are not a UK National.
• Student Support –Your fee code should be 02 UK so that you are billed as a UK student 

and not from overseas. You should enter this code even if you do not intend to apply 
for student finance to ensure you are charged the correct amount. Directly under this 
box is a dropdown selection tab that you need to enter your county of residence (most 
of you will be KENT)

• Enter your marketing preferences/ what information you want to receive.
• Nominated access – we always advise that you do enter a parent/ sibling or someone 

else as nominated access as UCAS will not speak to anyone about your application 
other than you and the person you put here. If for some reason you are unavailable 
on results day (we have had some students travelling in remote parts of the world) it 
makes it easier to communicate with UCAS if someone else can do it on your behalf.

• Disability/Special Needs – make sure you enter any requirements or measures here 
that they need to be aware of (for example is it a medical requirement that you 
have accommodation with an en-suite bathroom?). You can apply for this when 
you select accommodation options but if you have medical need and it is mentioned 
here it should be flagged from an early stage. If you get extra time in exams, please 
also detail this.

Section 2 – Choices

• In this section you will enter your five choices, do not worry about the order 
entered. The universities do not see which other choices you have made, and you do 
not have to rank them until all your offers are received and you choose your first 
and insurance choice. At that stage all the others will be declined. It is worth 
remembering at this point that your insurance choice should be a university with 
lower entry criteria in case you don’t get the results you are hoping for. Try not to 
only apply for all universities or courses (you can apply to the same university but 
different courses) that have the same or very similar entry criteria as this will not be 
helpful when you need to choose your insurance choice. Uni Frog is useful for 
help with this.

• The universities include all the course codes and details of entry criteria on their 
website. If you feel that you want to take a gap year rather than go to university 
straight after exams and are considering a deferred entry you can enter it here 
however if you are undecided, we recommend you answer the question as no because 
you can change your mind later (even on results day) and it is less complicated 
to change from this way around due to finance/ accommodation etc.
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UCAS Applications
Section 3 – Additional information

• In this section you are asked for further background information and 
about your parents level of education. You do not need to answer these 
questions however it is worth being aware that universities have certain quota that 
they like to hit and bursaries available to particular groups of people (there was a 
bursary for son/daughter of a green grocer available at one university I saw a few 
years ago!). Some universities are keen to attract students who are the first in 
their family to attend university too.

Section 4 – Education

• FIND YOUR GCSE EXAM CERTIFICATES AS YOU WILL NEED 
THE INFORMATION FROM THEM.

• You will need to enter all your existing qualifications and all 
your pending qualifications. Select the school you took your GCSE’s at and find the 
correct qualifications from the drop down lists provided. Once you have done your 
GCSE’s you can move on to your pending A levels. Select NKS as your current school 
and enter the qualification as pending and the result date in the future (August 
2021) Make sure you also add your EPQ if you are taking it. Finally, add in any 
additional qualification you may have including music grade exams, Duke of 
Edinburgh Awards etc.

• Your exam information will be checked against the details we hold on SIMS so if you 
are claiming a qualification that we may be unaware of you will be required to provide 
the school with a copy for our records before we can verify them as correct 
on your application.

• You will be asked to state what the highest level of qualification you expect to have 
before you start your course. Please do not put none! Select 
the ‘Below honours degree level qualification’ option.

Section 5- Employment

• Give details of any part time jobs you may have done or currently do

Section 6 – Student Finance

• Confirm whether you have read the details given

Section 7 – Personal Statement

• This section will be dealt with separately however please be aware that all 
the details you have already given in the application do not need to be re-iterated 
in the personal statement (eg. name, age, subjects studied) Also, if you have a lot 
of things you want to say but run out of available room speak to your form tutor about 
including it in your reference.

Sections 8 & 9 – Predictions and Reference

• These will be added by us once your application has been sent.
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During this session you will have the opportunity to hear from a range of local businesses 
that currently offer apprenticeship opportunities and or employment at post 18.

What is an Apprenticeship?
An apprenticeship is a paid job where the employee learns and gains valuable 
experiences.
Alongside on-the-job training, apprentices spend at least 20% of their working hours 
completing classroom-based learning with either a college, university or training provider 
which leads to a nationally recognised qualification.

An apprenticeship includes:
• paid employment with holiday leave
• hands-on-experience in a sector/role of interest
• at least 20% off-the-job training
• formal assessment which leads to a nationally recognised qualification

Apprenticeship levels
Different apprenticeship levels equate to different qualification levels.
An apprenticeship can start at any level, but some may require:
• previous qualifications such as English or math's GCSEs
• additional training in English or math's to ensure the apprentice is at the right level

Level Equivalent education level

Intermediate 2 GCSE

Advanced 3 A level

Higher 4,5,6 and 7 Foundation degree and above

Degree 6 and 7 Bachelor’s or master’s degree

Applying for an Apprenticeship
The application process works in the same way as applying for a job.

Most companies will advertise either through their own websites, 
on national employment sites such as indeed and or via the appreticeship.org website. 
You can also use Unifrog to search current opportunities.

Once you have a field/area in mind for example accountancy, start with a simple 
google search and this should give you a range of both local and national opportunities

Most companies start to advertise from January onwards but some even as late as 
May so make sure you keep looking and apply to all those that are of interest.
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The application process itself can be quite long with several stages such as the follow:
• Application paper shift – your application is considered with key criteria in mind
• A call virtually on Teams etc.. Or via telephone to express your interest and answer 

some key questions about the role and your suitability to it
• Next is normally a team exercise to observe your leadership skills and thought 

processes
• Finally, an interview
Not all work in this way but it's good to be prepared and practice interview questions 
especially those that ask you to think about examples of when you have had to problem 
solve or make key decisions. Don’t forget Mrs. Vernon is available to organise mock 
interviews if required.

Today's guests include:
Kreston Reeves Accountancy
AMEY Ltd
Brakes
Cheryl Causebrook Construction Industry
Army
Liberty Hand Education Pople
NHS Apprenticeships in Engineering
Gallager
Kent Police 

Suggested sites to check:
• www.ucas.com/understanding-

apprenticeships
• Careerfinder.ucas.com/jobs/ap

prenticeship
• www.gov.uk/apply-

apprenticeship
• www.apprenticeships.gov.uk

Gap Years
Some of you may be considering a Gap Year, when doing so you need to think about 
what the purpose of this year will be and what you hope to achieve? You have many 
options such as to defer entry for university, take part in a pre-arranged gap year 
experience, go to work and or participate in volunteering opportunities. These can vary 
both in length of time and more importantly cost and or income. 

When looking into options its best to decide early on what you hope to achieve from 
your year out? Many pre-planned gap year experiences such as those delivered by the 
sites below can be very expensive however you have the security of having a tour guide, 
planned activities and support.

Another option is to travel independently , many choose to do this as a group and as such 
you can look to purchase group tickets at reduced prices although you must all travel 
together, again this takes lots of planning but can be a very worthwhile 
experience. Students who choose to travel normally decide to work for 6 months before 
to save money before leaving in the new year. Be mindful that if you plan to travel for 
more than 3 months you may be required to sort out student finance, accommodation 
and confirm course choice if you deferred entry to university or applied later. All this 
really needs is access to emails.
Today you will find information available from Gap 360 which is a company we have 
used for some time and offer some amazing opportunities. Mrs. Vernon can support 
with students considering this option.

Suggested sites to check:
• Gap Year Travel Experts Gap 360 offer 200+ Amazing Trips in 50 Countries
• The Mighty Roar - Structured & Affordable Volunteer Abroad Programmes
• Real Gap Experience

http://www.ucas.com/understanding-apprenticeships
http://www.gov.uk/apply-apprenticeship
http://www.apprenticeships.gov.uk/
https://www.gap360.com/
https://www.gap360.com/
https://www.gap360.com/
https://themightyroar.com/?utm_campaign=Brand-Sol8&utm_source=google&utm_medium=cpc&utm_matchtype=e&utm_term=mighty%20roar&adgroupid=136995415838&gclid=CjwKCAjwj42UBhAAEiwACIhADsXABAjPVJGcRjzBBvVm50a9fZTqyz32F8Ny3ponkivJa7LfBxGrPBoCVTIQAvD_BwE
https://www.realgap.co.uk/?gclid=CjwKCAjwj42UBhAAEiwACIhADhYrrTeiWERiiLJrBkRIXGeid57GYO5-ofsOaDVTq59J-CWI5ZMFFRoChi4QAvD_BwE&utm_adposition=&utm_campaign=11001089446&utm_content=105968759177&utm_extensionid=&utm_kwid=kwd-308581102505&utm_medium=cpc&utm_source=google&utm_term=gap%20year
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Task 1: In the space below create a mind map of all the aspects you'd like to include in 
your personal statement. Include extra-curricular activities, interests, transferable skills, 
jobs, sports, music, achievements. You will be using this to help you draft your personal 
statement:

Task 2: On the next page using the structure provided create a draft for your personal 
statement. This will need to be typed up on Uni Frog before the 1st July. Support is 
available from the Sixth form Team, careers advisor, subject teachers and your tutors.

About Me

INTRODUCTION
Start off by explaining what subject you are applying for and 
why

ACADEMIC 
INTERESTS

Talk in depth about what you enjoy about your chosen subject 
and why you want to take it further

EXTRA-
CURRICULAR 
ACTIVITIES

This section will give the Admissions Officer a little more 
information about your personality and what you can 
contribute to university life

CONCLUSION
Finish with a strong conclusion, summing up why you want to 
study your chosen subject at university

‘SUPER-
CURRICULAR’ 

ACTIVITIES

Anything related to your course that you have done outside of 
school or college will massively boost your application

30%

70%
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Why do you want to study this subject?

How will a degree in this subject help you with your future career?

What skills have you developed from voluntary activities or work experience?

What skills have you developed from voluntary activities or work experience?
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Your checklist:
❑ Keep it relevant
❑ Make a list of the skills you would 

benefit from gaining and think of an 
extra- curricular activity to improve 
these

❑ Link it to your chosen course
❑ Include lots of positive comments
❑ Include relevant experience. Sign up 

to a few hours of volunteering or 
work experience!

❑ Check your structure, spelling and 
grammar, but also ask someone else 
to read it through (parent/supporter 
or teacher)

❑ Personal Statements drafts due: 1st 
July- to be submitted via Uni Frog.

What have you done outside of school or college to further your interest in your subject

Think of the academic skills you already have. How will these be used in your degree?

Why should you be accepted on to the course?
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TUITION FEE LOANS: Full Time UK Undergraduate what's available?
Most students won’t have to pay for tuition fees up front – you can apply for a Tuition Fee Loan 
to pay your fees.
How much you can get depends on:
how much your university or college charges
whether you’re studying at a publicly or privately-funded university or college
when you started your course
You could get a Tuition Fee Loan of up to £9,250 if you're studying at an eligible uni or college. If 
you're studying an accelerated degree course, you could get up to £11,100.
If you're not sure if a course qualifies for student finance, check with the uni or college.

Eligibility
Whether you can get student finance depends on your:
personal circumstances, course, uni or college

How it's paid
You need to register at your uni or college before Student Finance England can make your first 
payment. You’ll usually do this in the first week of your course, and you may have to take your 
student finance entitlement letter with you. Your Tuition Fee Loan is paid directly to 
your university or college in three instalments during the academic year.

How to apply
When you apply for student finance, you'll need to agree to Student Finance England's terms 
and conditions.
Student Finance England’s Guide to Terms and Conditions 2022/23
New students
The quickest and easiest way to apply is online at www.gov.uk/studentfinance
It’s important to apply as soon as possible so your funding is in place for starting your course.
Set up a student finance account
When you register, you’ll be given a unique Customer Reference Number, and will need to 
create a password and secret answer. You should keep these safe, as you’ll need them to sign in 
to your account to check the progress of your application, and reapply for student finance next 
year. Fill in and submit your application The first time you apply, you’ll be asked for proof of 
identity. You can easily do this by providing your valid UK passport details. If you don’t have a UK 
passport, you may have to send evidence.
Student Finance
If you want to apply for student finance that depends on your household income, Student 
Finance England will ask your parents or partner for their National Insurance number, and their 
personal income details.
You will also need the following information to complete your finance application and provide 
evidence to support the application.

When are payments made to your uni or 
college?

How much is paid to your uni or college?

At the start of term one 25% of the tuition fee

At the start of term two 25% of the tuition fee

At the start of term three 50% of the tuition fee

https://www.gov.uk/government/publications/student-loans-a-guide-to-terms-and-conditions/student-loans-a-guide-to-terms-and-conditions-2022-to-2023
https://www.gov.uk/studentfinance
https://www.ucas.com/finance/student-finance-england/tuition-fee-loans-full-time-students#evidence


SIXTH FORM FOCUS DAY 5 POST 18
Student Finance

13

LIVING COST LOANS: Full Time UK Undergraduate 
A Maintenance Loan can help pay for things such as rent, food, books, travel, and other 
expenses. Any loan you borrow needs to be paid back, but not until you’ve finished or left your 
course, and your income is over the repayment threshold.

What's available?
Everyone who is eligible for student finance can get at least some Maintenance Loan, but you 
can apply for more that’s based on your household income.
Students are who are eligible to receive State Benefits, who are entitled to receive the means-
tested element of funding, may be eligible for an increased amount of maintenance loan. If 
eligible, their maintenance loan will be made up of the Maintenance element and the Special 
Support (SSL) element.

A lot of students find they will seek part-time employment which fits around their studies to 
support themselves further.

There are other loans available and some grants for certain circumstances. Please read up about 
this in more detail:
Maintenance loans, maintenance & support grants - Student living costs (ucas.com)

For key information please use the websites below to get a full insight into student finance 
including how to repay the loans.
Student finance in England - Everything you need to know (ucas.com)

Maximum Maintenance Loan for the 2021/22 
academic year

Maximum Maintenance Loan for the 2022/23 
academic year

Living with parents Up to £8,171

Studying in London, and not living with parents Up to £12,667

Studying outside London, and not living with 
parents

Up to £9,706

Living and studying abroad as part of your UK 
course

Up to £11,116

Maximum final year Maintenance Loan for the 
2021/22 academic year

Maximum final year Maintenance Loan for 
the 2022/23 academic year

Living with parents Up to £7,689

Studying in London, and not living with parents Up to £11,736

Studying outside of London, and not living with 
parents

Up to £9,179

Living and studying abroad as part of your UK 
course

Up to £9,950

https://www.ucas.com/student-finance-england/living-costs-full-time-students#loan
https://www.ucas.com/student-finance-england/living-costs-full-time-students
https://www.ucas.com/sfe
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Checklist:
❑ Consent form including medical updates 

returned
❑ Arrival at school 8.30am, for a 9am 

departure
❑ Suitable attire, school dress code not 

required
❑ Sign up online to the UCAS Discovery 

exhibition
❑ Planned your itinerary
❑ Return to school by 1pm

To register for the convention, you must complete the registration process
below and print your digital ticket.

UCAS Discovery exhibition Kent 2022: Registration
Click the link go to Attend, then click join group booking and enter the booking 
reference UCASBKN640341 enter your details and print the digital ticket that will be 
required to enter the exhibition on Thursday.
You will need to bring this ticket with you on the day so that it can be used to
scan at the event to provide you with additional information and to 
complete registration. Ensure you have a hard copy printed as back up.

Selecting the exhibitors, you wish to visit:
Click the link below and pin your favourites to the top.
Kent UCAS exhibition 2022 | UCAS
Once you have confirmed your choices list them below. Note that all the stands have a 
stall number. A location map will be available on the day to let you know where to go.

1

2

3

4

5

6

7

8

9

10

Make a list of the top 10 places you want 
to visit on the day and make a note of 

the stall number.

Make a list of some questions you want to 
find out from them? 

For example: do the include an opportunity to do a year 
abroad? Do they offer a placement year? Entry requirements?

https://eventbookings.ucas.com/sr/register/select_type.aspx?t=i
https://www.ucas.com/node/403871/view/exhibitors


SIXTH FORM FOCUS DAY 5 POST 18

Additional Notes or Questions



SIXTH FORM FOCUS DAY 5 POST 18

Additional Notes or Questions


