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How to register on UCAS website 
 
On the UCAS student page of the website:  https://www.ucas.com/students 
 
Select “Undergraduate”  
 
 

 
 
 
 
Then 2021 entry “Apply” 
 
 

 
 

https://www.ucas.com/students
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Then select “Register”  
 

 
 
 

➢ Agree the terms and conditions 
 

➢ Complete sections: basic details such as name, address, email address (use your personal email 
address not your school one)  
 

➢ Create passwords and security questions  

 

➢ You will be given your Username take a photo of this, or write it down. 
 

➢ Finally, click ‘log-in’ when prompted. 

 
 

 
 
 
 

 
 
Useful prompt for updates that can be sent to you 
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“How are you applying” – select “through my school/college”  
 

 
 
Enter Buzzword   “CLF2021”   when prompted 
 

 
 
 
Then Select your College (if you don’t know then please email kate.knight@clf.uk) 
 
 

 

mailto:kate.knight@clf.uk
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Make a note of your Personal ID number – you will need this in all future UCAS and university 
correspondence   
 

 
There is a use “How to Guide”.  You also need to Verify your email address  
UCAS will send a code to your personal email which you then add to the application. 
 
 
Now you can begin to complete the 7 sections of the application which are: 
 

• Personal details 

• Choices 

• Education 

• Employment 

• Statement  

• View all details 

• Pay/Send 

 
 
 
 
 
 
There are “how to” video guides for most sections. 
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When making your university choices, please remember there are virtual open days to support this:  UCAS-
virtual-open-days 

 
Tips for information required in “Personal details” section: 
 

❖ you will be asked for your Unique Learner Number, you will need to ask Kate Knight or your Head of 
College for this number:   

 

 

 
❖ You will be asked for a fee code – this is “02” in the majority of cases where you will apply (after the 

end of February 2021) for student finance 
 

 
 
 
 
 
 
 
 
 
 

In the box below “Student Support Arrangements” you need to select your Local Authority from the list, 
this could be Bristol or S Gloucestershire for example.  You can enter your postcode to the link below to find 
out:  https://www.gov.uk/find-local-council 
 

 

https://www.ucas.com/undergraduate/after-you-apply/coronavirus-covid-19/attend-virtual-open-day
https://www.ucas.com/undergraduate/after-you-apply/coronavirus-covid-19/attend-virtual-open-day
https://www.gov.uk/find-local-council
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In the “Education” section you select “below honours degree level qualifications”   

 

 
 
In this section you add your secondary school with dates and then each of your GCSEs, every single exam 
you have taken, regardless of the grade achieved. 
 
For CLF Post 16 you will need to add John Cabot Academy, entering your start and finish date (June 2021).  
Add the subjects you are taking (with the grade you achieve at the end of year 12) plus the qualifications 
you will achieve at the end of year 13, entering “Pending” for the grade.  This enables your Academic 
Mentor to add your predicted grade when completing your reference, prior to submission to UCAS. 
 
It is essential that you enter all your qualifications correctly, if you are unsure please ask your teachers, 
your Academic Mentor or your Head of College for support. 
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Key dates & deadlines 

 
 

19th May 2020 UCAS Undergraduate Apply for entry 2021 goes live 

1st September 2020 Students must ensure they are aware of and have registered 
for any admissions tests relevant to their course 

8th September 2020 Completed 2021 entry UCAS applications can be submitted to 
UCAS 

15th October 2020 Deadline for Oxbridge (Oxford & Cambridge) applications and 
for Medicine, Dentistry and Veterinary Science 

15th January 2021 Deadline for most other courses except some Art and Design 
Foundation courses. 

5th May 2021 Responses to offers – if you receive all decisions by 31st 
March you need to reply by 5th May 

5th May 2021 1st deadline for replying to offers 

3rd June 2021 2nd deadline for replying to offers 

5th July 2021 Last date to apply in Extra for 2020 entry 

6th July 2021 Clearing opens   For students who don’t have any offers, 
declined them or didn’t meet the conditions of their offers  

12th August 2021 A Level results day  

 
 

University Admissions Tests 
 
Many of the most popular university courses in the country require students to sit an admissions test.  
Students need to check before 1st September 2020 to see if the courses they want to apply for require an 
admissions test.   
 
In some cases, these tests can be arranged through CLF Post 16 but in others (for example the UKCAT for 
medicine) it is for the student to register themselves.  Check with the Post 16 Exams team.   
 
Full details of some admissions tests can be found on the UCAS website:  
https://www.ucas.com/ucas/undergraduate/getting-started/entry-requirements/admissions-tests  
 
 
 

https://www.ucas.com/ucas/undergraduate/getting-started/entry-requirements/admissions-tests
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Important things to know about UCAS applications… 

 
1. Students apply to universities online via UCAS – the Universities and Colleges Admissions Service at 

www.ucas.com.  Every aspect of the process, from submitting an application, to accepting offers happens 

through UCAS.   

 

2. When students apply they can choose up to 5 courses from up to 5 different universities (4 for medicine).  

They complete an online application form and write a 4000-character personal statement, this is an essay 

detailing a student’s interest and suitability in their chosen courses.  Support for this is available from 

Academic Mentors, Kate Knight, Heads of College and teaching staff.   

 

3. Universities and colleges make offers based on a combination of academic ability, a good personal statement 

along with enrichment and extra-curricular activities and experiences that support a student’s chosen 

destination. 

  

4. Students need to look at course entry requirements (either specific grades and/or UCAS points) to make 

sure they are picking suitable courses.  Course offers may be subject to admissions tests, interview, audition, 

presentation, portfolio work or health checks. 

 

5. Offers sent from universities will come directly to students via UCAS – you are likely to have Conditional 

offers (requiring certain grades/points) or Unconditional offers meaning the university does not require 

specific grades (these offers are rare).   Once a student has received offers from all choices they can accept 

one firm choice (the favourite one) and one insurance choice (usually a lower offer, a “Plan B”).   

 
6. Student Finance www.gov.uk/student-finance-register-login will be available for applications from 

March/April 2021 – exact dates will be published on the website, they encourage all applications to be made 

by the end of May 

 

7. On A level results day, if a student has achieved the required grades/UCAS points for their firm (or insurance 

choice) their offer to study at that University is confirmed - UCAS track will show the status of ‘accepted’.  If 

they haven’t achieved the conditions of their offer or if they wish to change course, then: 

a. They may contact their chosen university to see if the university will accept them with a reduced 

offer for a different course.    

b. They can go through UCAS CLEARING where universities publish what course spaces they have 

remaining.   

c. They may choose to do something else for September such as a gap year or may have the option of 

re-sitting exams or modules to try and apply the following year.  

 

8. UCAS also offer a facility called ADJUSTMENT whereby a student who has done better than expected and 

gained grades/points higher than predicted, can look for an alternative place at University.  This process is 

normally available for approximately two weeks around results time.   Remember however that many courses 

will already be full so choices may be limited. 

http://www.ucas.com/
http://www.gov.uk/student-finance-register-login
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Grades, points & tariff tables 
 
UCAS gives all Level 3 qualifications or Grade 6 music examination a certain number of points depending on 
the grade or level.  The UCAS website offers students a ‘tariff calculator’ to help them:  
https://www.ucas.com/ucas/tariff-calculator  
 
The website also offers information about tariffs, what they are and how they are used. 
 
3 key things to know about the UCAS Tariff: If you cannot find your qualification on the website please 
phone the helpline or ask for support from the Post 16 team. 

• The Tariff simply uses a different set of numbers, which some course providers use to describe 
qualifications and grades in their entry requirements. But only one third of university courses use 
the Tariff, and most use qualifications and grades. 

• Just because a qualification is on the Tariff, doesn't mean a course provider will accept 
it. Therefore, it’s really important to check the entry requirements for the course you’re interested 
in, don’t just rely on your number of points. 

• There are only a certain number of qualifications on the Tariff. A university, college, or 
conservatoire may accept a qualification even if it isn’t on the Tariff, so it’s best to check with them 
to see if they will accept your qualification. Remember, lots of course providers do not use Tariff 
points. 

 
Some employers use the Tariff to help with their selection process but this is not encouraged by UCAS. 
  

https://www.ucas.com/ucas/tariff-calculator
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Personal statement - opening paragraphs 
 
Your opening paragraph needs to be personal and to show your enthusiasm for your chosen degree subject, 
it needs to be a ‘hook’ to draw in the reader … avoid: 

 

• From a young age I have always been interested in … 

• X     is a very challenging and demanding career … 

• I am currently studying a BTEC National Diploma in … 

 
There is no single correct way to write your personal statement. The key is that it really should be personal. 
Course selectors and admissions staff want to see an insight into your personality and your motivation for 
having applied to university to study a certain subject. While this is only a guide, you may want to include 
some or all of the following: 

 
• Why you want to study the subject you’ve applied for 

• Why you think you would be a good student of this subject (sell yourself to them!) 

• How your A level (or other) study has prepared you  

• Relevant or extra-curricular reading  

• Any relevant work experience you have undertaken 

• Extra-curricular activities or events 
 
 

Style and general tips – do’s and don’ts 
 

• Do use good essay style writing  

• Don’t waffle  

• Do make sure you sound interesting and interested 

• Do use full sentences and paragraphs rather than bullet points 

• Don’t repeat yourself, make each of your words count! 

• Don’t list your exam subjects and grades as they appear elsewhere on your application 

• Do make sure you spell check your personal statement  

• Don’t make things up, you may be asked at interview to elaborate upon your personal statement 

• Do ask your Academic Mentor and other trusted staff to check your personal statement  

• Do prepare drafts of your personal statement in Word before uploading to your application  

• Don’t plagiarise – universities have software to check for this, any applicants who have plagiarised will 
have their whole UCAS application discounted  
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Reference Information 
 
Once you have completed your UCAS application form and “paid/sent”, your Academic Mentor will check 
through your application and add your reference before your completed application is submitted to UCAS 
by Post 16.  Your reference includes paragraphs from each of your teaching staff on your achievements, 
your suitability for the course and a predicted grade.  
 
Here are the aims of a subject reference: 

 

• The aim as a subject teacher is to ‘add value’ to a student’s application.  UCAS describe the need for 

‘insightful’, ‘objective’, and ‘meaningful’ contributions. 

 
We ask teachers to include: 
 

• Academic and Practical skills specific to your subject  

• Student capacity as an independent learner 

• Performance in individual assignments/modules or course components AND… 

• Are these results a fair reflection of ability? 

• Examples of exploring the subject beyond the bounds of the curriculum 

• Ability to work hard and keep to deadlines 

• Any additional preparation by student in support of application 

• Attainment in comparison to rest of group 

• Motivation and suitability for the chosen HE course.  (This can be a challenge to know) 

 

 

Other resources & links 

 
www.ucas.com  UCAS is the key place to look for information about applying to University.   
 
https://www.ucas.com/ucas/undergraduate/getting-started/entry-requirements/admissions-tests  
 
https://www.ucas.com/connect/videos  UCAS how to videos 
 
http://www.thestudentroom.co.uk  
 
https://discoveruni.gov.uk/ 
 
https://www.ucas.com/undergraduate/after-you-apply/coronavirus-covid-19/attend-virtual-open-day 

http://www.ucas.com/
https://www.ucas.com/ucas/undergraduate/getting-started/entry-requirements/admissions-tests
https://www.ucas.com/connect/videos
http://www.thestudentroom.co.uk/
https://discoveruni.gov.uk/
https://www.ucas.com/undergraduate/after-you-apply/coronavirus-covid-19/attend-virtual-open-day

