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UCAS APPLICATIONS 2023 Entry: Student Information

Inside this pack, you will find a step by step guide to applying for university through UCAS.

PERSONAL STATEMENTS –
The most important part of your application and something that you should start working on as soon as possible.
(Exemplars and help in preparing your personal statements are in this guide). You should work on it as a word
document which can then be copied and pasted on to your on-line application once it is complete. You have a limit of
47 lines/4000 characters (including spaces – approx.  500 words); your personal statement must be a minimum of
1000 characters.

Note: Regardless of your chosen font it will automatically be converted to Times New Roman 12 when posted into your
UCAS form. 

Key Dates and Deadlines: 

Tuesday 19 April 2022: UCAS Undergraduates search tool goes live. This is when you can start searching for courses
that will be running in 2023 - https://digital.ucas.com/search 

Tuesday 3 May 2022: Apply 2023 open (instructions in booklet). You will be able to register and start your UCAS
application (you can’t submit your application until Tuesday 6 September 2022).

Friday 20 May 2022: First draft of personal statement to your tutor. This will be returned with suggestions for
amendments.

Monday 27 June 2022: Second draft of personal statement to your tutor. This should be as close to the final draft as
possible.  

July 2022: Subject Specialist appointments. Students will be allocated a 15 minute appointment with a member of the
‘UCAS subject specialist team’ to discuss fine-tuning of their personal statement. If it is not possible to arrange 1 to 1
appointments, we will ask subject specialists to look at your statement and provide feedback electronically. 

Friday 23 September 2022: Oxbridge/Medicine/Dentistry/Veterinary applications MUST be completed and submitted
by this date. The deadline for these is earlier than all other applications, so it is very important that you meet this
deadline. 

Friday 21 October 2022: You should aim to have completed and submitted your UCAS application by this date. Our
aim is to process as many forms as possible by the October half term. 

Friday 11 November 2022: FINAL DEADLINE. We would like all UCAS applications completed by this date.  This ensures
that we can work through all applications and get them sent off by the UCAS deadline (It also means you can
concentrate on your A-levels rather than worrying about completing your application). If you submit your application
after this date, we can’t guarantee that it will reach UCAS by their deadline and will, therefore, be classed as late. 

This training pack has been carefully devised to help you successfully complete your
UCAS application. Please KEEP IT SOMEWHERE SAFE and follow the instructions closely.

Come up to the Sixth Form Office if you have questions.  

MAIN UCAS WEBSITE: https://www.ucas.com/



ONLINE REGISTRATION

First you need to register to use ‘UCAS Apply 2023’ 

Go to www.ucas.com/apply and click on the ‘Apply’ button in the Undergraduate (2023 entry) section. Then click on ‘Register’ 

Add some personal details, get a username, create a password and set your security questions (keep answers short
and memorable as an exact answer will be needed if ever requested to retrieve lost password or user names at a
later date!).  
IMPORTANT: Ensure you give your personal email address and NOT your Bay House one, as once you leave this will
be disabled and you may not be able to access important UCAS emails. 

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

YOU WILL NOW BE ABLE TO LOG IN TO FILL IN THE REST OF YOUR APPLICATION

How are you applying? Make sure you click on ‘Through my School/College’ 

Include the buzzword when asked - ‘Bayhouse6form’ (lowercase) and choose your tutor group from the drop-down list. 

The system will initiate a personal ID number which should be noted here and kept safe as
it will not be given again.  

Once you have logged in you should start to complete all the sections listed via links on left of screen.  Guidance
videos are available on each page, and most questions will also have additional help (click on the ‘?’ icon next to each
field). Please make sure that you read through/watch all relevant guidance before completing your application.
Further information can also be found in this pack, on the main UCAS website or by asking your tutor or one of the
Sixth Form team. 

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



STEP BY STEP APPLICATION GUIDANCE 

Student Support options, residential status and any special needs or disabilities – plus you can
give a parent, guardian or adviser nominated access if you'd like them to be able to speak on
your behalf.  

Please note: ‘Fee code’ should be ‘02’ in most circumstances if you are planning on applying for
student finance. Exceptions are those eligible for NHS bursaries and students who have not lived in
the UK for the past 5 years.  

section only appears once personal details section completed 

Equality monitoring, any summer schools/taster courses you have attended, care and
parental education and occupational background. This info isn't for selection purposes – it's
helpful for producing statistics, but it's not compulsory if you'd rather not fill it in (apart from
questions with an ‘*’). 

Short information page which must be read and marked as complete before moving on. 

  

Please see last page for useful websites which will help you choose your courses and university 

You can choose up to five courses* (all now or some later) – there's no preference order
and your universities/colleges won't see where else you've applied until after you reply to
any offers you get. 

*If applying to either medicine, dentistry, veterinary medicine or veterinary science - you can
choose a maximum of four courses. 
  
*If applying to Oxbridge, you can only apply to one course at either the University of Oxford
or the University of Cambridge.  

Please note: Carefully check that the 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 and institution codes can be found under each specific course)  



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 can also opt for deferred entry here. 

You do not have to apply for all your choices at the same time. You can add further choices until
30 June 2023 as long as you have not used up all your choices and have not accepted a place. 

Add new school/college/centre - you need to add the school/s you have attended since the age
of 11. Make sure you put the correct dates of attendance (please note: if you were also at Bay
House in Lower School, ensure you put the end date as 2023). 

You must enter ALL your qualifications whether you have the result (even any that were ungraded)
or you’re still awaiting exams and results. These must only be actual qualifications, so not any
internal exams taken. Qualifications must be entered under the school you took them at.
IMPORTANT: If your application info doesn't match your results there might be a delay in the
outcome of your offer on results day. 

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

• 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. 

• AS LEVELS – if you have got any AS qualifications please enter these (GCE Advanced Subsidiary). 

• A LEVELS (GCE Advanced Level) - enter the 3 (or 4) subjects you are continuing with to A2, with a
date of ‘June 2023’ and grade ‘pending’. If you are unsure about which subject you are going to
drop, if any, then list all 4 as this can be changed before submission. 

Entering unit or module details for A Levels is optional - check the Entry Profiles in Course Search
to see if universities want your units or module results and add them if they do. 

If you've had any paid jobs – full-time 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. Mention
any unpaid or voluntary work in your personal statement. 



Please see additional pages further on in the booklet for detailed guidance/worksheet on
writing your personal statement. There is also a wealth of really helpful advice/personal
statement tool available at www.ucas.com/personalstatement

This is your chance to show course providers why you want to study the course and why you'd
make a great student.  

Your personal statement should be completed in a separate word document. Copy and Paste into
your application when finalised. Your personal statement MUST be a minimum of 1000
characters. You have a maximum of 47 lines/4000 characters (including spaces). 

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

WARNING!! 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 email.

http://www.ucas.com/personalstatement


Please check that you have included all relevant information on your application - if important
details are missing, it could delay your application. 

See if you need to make any edits, mark it as complete and press save.  

The ‘pay/send’ link will only become active once ALL sections of your UCAS application have
been ‘marked as complete’ - 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.  

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. your email address has been verified 
c. the date is on or after 6 September 2022 (the ‘submit’ facility will not be live until this date)  

You will need to pay online using a debit/credit card (£22.50 - one choice/£27.00 – more than
one). This must be done before your reference can be added. 

!!VERY IMPORTANT!!



ADDITIONAL INFORMATION 

 

Please be aware that it is your responsibility to check whether you are required to sit any
pre-admission tests e.g. STEP, BMAT, LNAT, UKCAT, ELAT, TSA etc and register yourself/ask us to
register you as appropriate.  

Find out more at: 

www.admissionstestingservice.org - information about Cambridge Assessment’s family of
admissions tests (Cambridge pre-interview assessments, University of Oxford Philosophy Test, Test
of Mathematics for university admission, BMAT, CAT, ELAT, CPSQ, HAT, IMAT, MAT, MLAT, OET, OLAT,
PAT, STEP and TSA) 

www.lnat.ac.uk - The National Admissions Test for Law website 

www.ukcat.ac.uk – UK Clinical Aptitude Test for Medicine and Dentistry 

We run some of the tests at Bay House, so please come up to the Sixth Form Office for guidance.



PERSONAL STATEMENT  

What is a personal statement? 

A UCAS personal statement is a short reflective essay you write about why you’re the perfect candidate for the university
course/s you’re applying to. It’s a chance for you to articulate why you’d like to study a particular course or subject, and
what skills and experience you possess that show your passion for your chosen field. It’s a key part of your UCAS
application, alongside your predicted or achieved A-level grades (or equivalent) etc. For the vast majority of courses,
admission officers do not interview. With many students applying with similar grades, the personal statement is one of
the main tool’s universities use to make offers on their courses. 

 

1. Introduction 

Don’t waste time trying to think of a catchy opening; it is often a complete turn-off. Your interest in the course is the
biggest thing. Start with a short sentence that captures the reason why you are interested in studying the area you are
applying for; what you want to study and why, should be in the first 2 sentences.  
Don’t waffle and say you want to study something just because it is interesting. Explain what you find interesting about it.
Many students find that a good introduction will emerge from another part of their statement, so you can always do your
introduction last. 

2. Your interest in the subject 

In order to communicate your enthusiasm, tell them what excites you about the course and why do you want to learn
about it more. What have you done to develop this curiosity? Have you done more than show an interest in the subject?
Can you show ways in which you have started to engage and immerse yourself in the subject? What have you done
outside of school or college? Why was this useful and − can you link it back to the subject? 

3. Wider skills 

Give an account of your non-academic achievements. What have you done over the last couple of years? 

• Paid employment 

• Volunteering 

• Travel 

• Student Union 

• Groups & Clubs 

• Prefect 

You won’t be able to mention everything. Pick two or three key points and reflect on 

• What did you learn? 

• Does it relate to the subject in any way? 

• What are the skills you gained? 

• Can they be useful to you at University? 

4. Summary 

Finish with a one- or two-line summary recapping: 

• Why you want to go to university and study the course? 

• Why you deserve to be offered a place? 

Conclude your personal statement by briefly and concisely bringing it back to why you are a good choice for the course
and university. Highlight how you are prepared both academically and socially for the challenge of Higher Education.



Rather than spend two weeks in an office (probably filing and making cups of tea!) there are arguably better ways
to enhance your personal statement. Don’t be passive with your subject. 

Draw your own conclusions, follow up stories and links, are they reliable, what’s an alternative point of view? You
will be expected to do this on your degree programme, so why not start now. 

Consider: 

• Reading outside the school and college syllabus 

• University Websites – also check our calendars of events 

• Newspapers – comment on stories, or write a blog 

• Academics Journals – great sources of primary information 

• Follow academics on twitter

• Try a MOOC – a free, massive open online course − www.futurelearn.com www.unifrog.org/ 

Redraft, redraft and redraft! It won’t get written in a week or two. You will need to keep coming back to make it as
good as it can possibly be. You never know who will be reading it, so it does not need to be clever, witty or funny.
It should be well evidenced, have a good structure (paragraphs!) and be easy to read. 

• Don’t repeat information 

• Don’t offer undeveloped lists or use clichés 

• Avoid unintentional humour, waffle or bluff! 

• Do think about spelling, grammar, vocabulary 

• Do add comments, views, explanations 

• Do use your own experiences 

TOP TIPS 

• Plan out the structure with bullet points and headings, then turn these into full sentences and paragraphs. 

• Use Microsoft Word, spell checking AND proof reading it before you paste it into UCAS 

• Keep a copy in case you are called to interview (many courses have informal interviews/chats as well) 

• DO NOT plagiarise (copy and paste) – you should be able to come up with 500 original words that can describe with
some passion, as to why you want to spend three or more years studying a subject! 

AND REMEMBER…. 

• This is a personal statement after all, it’s your voice we want to hear. 

• There is no such thing as a perfect personal statement 

• Show an interest, give us some personal insight and use it as an opportunity to sell yourself























UCAS Tariff points are used by some universities and colleges to set their entry requirements and to make offers.
Currently, one third of courses in the UCAS search tool have a Tariff entry requirement. 

Instead of asking for grades, a university might express the offer as a number of points. To help understand how many
points a qualification is worth, UCAS has a Tariff calculator that you can use. 

Universities and colleges will not generally count the Tariff points for an AS Level qualification if you have completed
an A Level in the same subject (or a Certificate if you have completed an Extended Certificate). 

UCAS Tariff points:
Extended Project Qualification AS Level A Level Tariff Points

A* 56
A 48

B 40

C 32

A* 28

A D 24

B A 20

C B E 16

D C 12

D 10

E 8

E 6

Technical Certificate (Health & Social
Care and Applied IT)

Technical Extended Certificate (Health &
Social Care and Applied IT)

Tariff Points

D* 56

D 48

40
M 32

D* 28

D 24
20

M P 16
12

10
P 8

6

USEFUL WEBSITES  



GENERAL - COURSES, FINANCE, ADVICE:

www.ucas.com - The main UCAS website; full course search facility, student finance section and advice for parents.  Wide collection
of resources and information about HE and alternatives to university. 

www.unifrog.org/- the complete destination platform.  

www.opendays.com – useful website summarising open days at UK universities 

www.purepotential.org – Free university and careers advice for state school students 

www.he-parentsguide.co.uk - comprehensive information and time-saving links all in one place, completely free of charge 

www.theguardian.com/education - The Guardian’s ‘education’ section giving a wealth of further information and access to University
League tables 

www.learndirect.co.uk - Impartial advice on careers and learning 

www.gov.uk/browse/education - Government website with wealth of information on higher education, finance, parents’ guide etc 

www.qaa.ac.uk - Quality assurance website containing reports and reviews of universities and colleges 

WHAT UNIVERSITY?:

www.hesa.ac.uk - provides the official data and statistics about UK HE. 

www.university.which.co.uk – search and compare degree courses 

www.whatuni.com – search for university courses/reviews 

www.discoveruni.gov.uk/ - find and compare courses. 

www.push.co.uk – the ‘ruthlessly independent guide to UK universities’ 

www.hotcourses.com - Find a course, read unbiased course and college reviews, meet others looking for similar courses. 

www.thecompleteuniversityguide.co.uk – A completely independent guide to where, why and how!

www.ukcoursefinder.com - Simple questionnaire to help you find your ideal university degree course

ENTRY TESTS: 

www.admissionstestingservice.org - information about Cambridge Assessment’s family of admissions tests (Cambridge pre-interview
assessments, University of Oxford Philosophy Test, BMAT, CAT, ELAT, CPSQ, HAT, IMAT, MAT, MLAT, OET, OLAT, PAT, STEP and TSA) 

www.lnat.ac.uk - The National Admissions Test for Law website 

www.ukcat.ac.uk – UK Clinical Aptitude Test for Medicine and Dentistry 

NON-UNI OPTIONS  
www.ucas.com/alternatives-to-university - links to further information about Apprenticeships and Traineeships, School leaver

programmes, Gap Years, Studying overseas, other career routes and more!

gfmat.org/careers/ - our own careers website where you will get support with your post 18 plans, including career appointments


