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All university applications are made online through UCAS via www.ucas.com/apply  
  
One form is completed which is sent to UCAS. The form is then sent to your universities of choice – but 
each university is unaware of the other universities you are applying to. 
  
Before you can Apply you need to Register on UCAS for your personal ID, username and password.  More 
information on the registration and application process is available from the UCAS website: 
https://www.ucas.com/undergraduate/applying-university/filling-your-ucas-undergraduate-application 
 
  
Registration 

● Via the UCAS website – Undergraduate - 2021 Entry - Apply. 
● The registration process takes approximately 15 minutes. 
● Before registering, please make sure that you have an email address that you check regularly as this 

will be the way that UCAS will contact you throughout your application process.  For the same 
reason, it’s also worth making sure that this address is a sensible sounding one! 

● You will need to make a note of your: 

Username 
Password – chosen by the applicant and must be between 6-14 characters long, have at 
least one lowercase and one uppercase letter and at least one special character. It must 
also contain at least one number. 
Personal ID 
4 Security Questions (and answers) 
 

● You will be asked how you are applying.  Tick the box which says ‘Through my school/college’. You 
will then be prompted to enter the College Buzzword which is SRRCC2021. 

UCAS will then email you with an “email verification code” which you will need for the application process. 
Once you have entered the verification code which is emailed to you, you will be given your personal ID 
number.  Store these details somewhere accessible so that you don’t forget/lose them. 
  
You have now completed the registration process and so can log in and out of your application whenever 
you need to.  
 
There are 7 sections of the application form that you must complete. These are listed in the top left-hand 
corner on the welcome page.  To start filling out your application, make sure that you have added yourself 
to your correct tutor group and then click on the first of the headings “personal details’, and follow the 
instructions below: 
  
 
Application 

● You have to complete all 7 sections of the form – but the form does not need to be completed at 
once and you can leave a section partially completed.  

● When answering questions, use a dropdown list where possible rather than typing in your own 
version. 

● To complete the application follow the instructions on screen. Always click on ‘Save’ before leaving 
a screen. When you have completed the section and checked the information, click on ‘Section 
completed’ and then ‘Save’. 

● Until the payment process, you can return to any section and change the information entered. 
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 Personal details 
 Fairly self explanatory but be aware of the following: 

● Nationality: check your passport. Do you have dual nationality? If you are giving your Nationality as 
outside the European Union (EU), you will need a visa to study in the UK. Passport details will be 
collected at the initial applications stage. If you have dual nationality, give details of the passport 
you entered the UK with. If you hold a British or EU passport you will not need to do anything. 

● Area of permanent residence: if you live in Greater London, you need to select your London 
borough here, so know the name of the Local Authority in which you live eg: Hounslow, 
Richmond-upon-Thames etc (use the drop down list) 

● Student Support – Fee Code: Nearly everyone should select ‘02 – Student finance services’. 
● Student Support arrangements - again, need to know the name of the Local Authority in which you 

live. 
● Nominated access - in the event that you may be unavailable (gap year etc) do you want to 

nominate someone, eg: parent/guardian, to be able to act for you/can discuss your application with 
UCAS and universities on your behalf?  

● Disability/special needs – choose from the drop down list; if this does not apply to you, choose the 
‘no disability’ option. 

 Additional Information 
● Questions on ethnic origin, national identity/dual nationality (check your passport), parental 

education & occupational background 
● Activities in preparation for higher education - make sure that you have details of summer schools, 

taster days, campus days, aimhigher activities etc. 
● These questions are not compulsory or used for selection purposes – they’re just helpful for 

statistics. 

 Student finance 
● This page might appear if certain questions are answered in the sections above. 
● You may be asked if you are likely to apply for student finance, whether you would like a reminder 

about making an application for student finance and whether you will be happy for UCAS to share 
data with the student finance companies. 

 Choices 
● This is where you make your choice of course/university. There are thousands of courses available 

and so you need to do some thorough research – it is 3+ years of your life! Unifrog and the course 
search tool on the UCAS website are good places to start. 

● You can make up to 5 choices - there’s no preference order for your chosen courses and your 
chosen universities/college won’t see where else you’ve applied. 

● What you choose to apply for is up to you - you can choose 5 courses at 5 different universities or 5 
courses at 1 university, or anything in between!  

● For courses in medicine, dentistry, veterinary medicine and veterinary science, you can choose up 
to 4 courses in these fields, plus a fifth choice which has to be in a different subject. 

● You can apply to either Cambridge or Oxford – not both!  
● Institution, course code and campus are by drop down menus for all choices. 
● Check the course requirements to see if you need any relevant work experience and if there are 

any additional entry requirements e.g. LNAT/BMAT/UCAT. It is your responsibility to check for such 
requirements in the entry profile or prospectus for your course and to make the necessary 
arrangements. If you need any help please contact Mrs Richards in the first instance.  

● Start date: Sept 2021 (unless you are choosing to defer – in which case you will need to speak 
to/check with the university about their view on this for the course/s in which you are interested)  
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● Point of entry – nearly everyone should leave this blank as you will be applying to start in the first 
year of your degree course – unless applying for a foundation degree. Please check if you have any 
questions. 

 Education 
● Make sure that you know all secondary schools attended, with dates. 
● Qualifications must be entered under the school attended - enter qualifications carefully and one 

by one, using the drop down list. If you have any unusual qualifications, seek advice from Mrs 
Richards. 

● Have information on all exams taken, as well as for the subjects you are currently studying - level, 
date, board, syllabus and grade. 

● For all A-Level courses (GCE Advanced Level) it is useful to put in the individual modules you are 
studying. If you are unsure as to what exam board or which modules you are studying, please check 
the Sixth Form course booklet here.  There is no drop down list to choose your modules on the 
UCAS form, so just write a brief title which best describes each of your modules.  It is not 
compulsory to add the individual modules for your GCSEs. 

● All subjects for which you have received a result must be entered, including those you have failed. 
For subjects currently studying, you will need to list ‘pending’ where it asks for grades. 

● If you are studying the EPQ, remember to add that in too. 
● If you have grade exams in music or drama or Duke of Edinburgh etc please add them in as well. If 

you have any other exams that are not listed on the drop down options, please contact Mrs 
Richards. 

● You will be asked to state what will be the highest qualification you expect to hold at the start of 
the course - you will all need to select ‘below honours degree level qualifications’. 

Employment 
● If you’ve had any paid jobs – full or part time – here’s where you can enter details for up to five of 

them.  Include company names, addresses, job descriptions and start/finish dates. Remember to 
enter the name of the firm rather than of the individual who gave you the job/supervises you. 

● If you have not had any paid employment leave this section blank, but you will still need to tick the 
box to mark the section as complete. 

● If you have undertaken any unpaid or voluntary work, you don’t need to include details about it in 
this section – instead add this to your personal statement. 

 Personal Statement 
● This is your chance to show universities why you want to study the course and why you’d make a 

great student. 
● Use Unifrog to draft your personal statement and then get it checked, and checked again by your 

tutor and teachers.  Put it into Word to double check layout before copying and pasting into your 
application. 

● Minimum of 1000 characters, maximum of 4000 characters (including spaces) – maximum 47 lines 
● Before you can tick this section as complete, you must first click ‘preview’. 

 View all details 
● Check the information on each section to make sure it is correct and get the application checked by 

your tutor. 
● Make any recommended changes and have the application checked again. 
● Once you’re happy with the application and you’ve marked all previous sections as complete, you’ll 

be able to read and agree to the declaration.  This allows UCAS to process your information and 
send it to your chosen universities. 

 Pay/Send 
● Ensure all sections have been marked as ‘Section completed’ and that you do not want to make any 

alterations. You can still make changes at this point. 
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● Choose your payment choice of credit/debit card, agree to the UCAS terms and pay UCAS directly. 
The cost is £26 for 2 - 5 course choices and £20 for one course. NO application will be sent off until 
payment is received. 

● Send the application to the referee (in College) - if you notice a mistake at this stage, ask Mrs 
Richards to return the application to you so that you can amend it before it is sent from College to 
UCAS 

  
  

Congratulations you have completed your application for University! 
  
  
  

And finally…. 
● The College will add your reference and predicted grades and send your application to UCAS on 

your behalf. 
● UCAS then send your application to your chosen universities and colleges for consideration. They 

will also send you a welcome letter giving details of your application number and Track password, 
which you will need to follow the progress of your applications online. Keep these safely as the 
College does not have details of them!  

● From the date of your Welcome letter you have a cooling off period of 7 days should you wish to 
cancel your application or change one of your choices. 

 
 
 
 
 
 

Options to be aware of later in the UCAS process: 
 
 
Below are the options you may need to consider once you start receiving replies from universities, 
and/or after your results in August. 
  
 
UCAS Extra  
  
What is Extra? 
Extra is another chance for you to gain a place at university or college, between 25 February and 4 July. If 
you used all five of your choices on your original application and you’re not holding an offer (eg: you have 
withdrawn from courses and/or you were unsuccessful in your application and//or you declined the offers 
you received), you’ll be able to add another choice using Extra. 
If you did not use all your choices in your initial application, you can just add another choice in UCAS Track, 
as long as it’s before 30 June, and you’ve not accepted or declined any offers.  To find out more or to use 
Extra, visit UCAS Extra Service  
  
If you don’t hold any offers after 5 July, you will be able to add an additional choice using Clearing. 

  
  

Adjustment and Clearing 
  
If you have achieved higher grades than expected, or unfortunately not done as well as you hoped, or 
changed your mind about what you want to do, there may be other options available to you. 
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What is Adjustment? 
Adjustment is a process that provides applicants who met and exceeded the conditions of their firm choice 
an opportunity to reconsider where and what to study. If you've had a conditional firm choice accepted – 
and therefore made into an unconditional firm choice on results day – you could potentially swap your 
place for one on another course you prefer. 
Adjustment is available from A-Level results day, until 31 August. It's entirely optional, and a lot of 
competitive courses will be full – but other applicants might have missed their conditions or swapped a 
course too, so it could be worth seeing what's available. 

·         If you try Adjustment but you don't find anything you want to switch to, you'll still keep the 
course you gained on results day. 

·         You'll see the option to register in Track. Your original unconditional firm choice will be safe 
while you're looking for another – you'll only lose it if you confirm you'd like to go elsewhere 
and the new university/college adds themselves to your application.  If you are accepted by 
another university or college, the new choice will replace your original choice as your 
unconditional firm offer. 

To find out more about Adjustment, visit Adjustment. 
  
What is Clearing? 
Clearing is a service available from 6 July to 20 October, but for most people it is used immediately after the 
exam results are published. It helps applicants who have not secured a place at university or college for 
whatever reason to find vacancies on higher education courses.  You can use Clearing if: 

● you’re applying after 30 June 
● you didn’t receive any offers (or none you wanted to accept) 
● you didn’t meet the conditions of your offers 
● you’ve declined your firm place using the ‘decline my place’ button in Track 

Clearing is how universities fill any places they still have on their courses. It's an ideal way for you to find 
another course. You find courses (with vacancies) that interest you, and contact universities or colleges 
directly, to see if they will offer you a place.  To find out more about Clearing, visit Clearing. 
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