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Congratulations you are now in your final year at Cadbury 

College. Now it’s time to turn your attention to the next 

step. This time next year you will have completed your 

studies and left Cadbury College. Whether you are 

considering a course in Higher Education, looking for 

employment or taking a Gap Year you will have to research 

and plan the next step.  

 

This booklet concentrates on applying to university but 

during the year you will be given advice and guidance about seeking employment and 

planning a gap year. Whether you are applying to university or not it is important that you 

start to think about what you intend to do next, do it now don’t leave it until the end of the 

academic year. 

 

If you are applying to university talk to subject staff and students with similar interests and 

learn something of the opportunities that exist to study these subjects in greater depth after 

you leave Cadbury College. 

 

You should also consider courses which are not directly linked to the subjects you are 

studying for A-Level and talk to careers staff to discover what is available. 

 

You should now familiarise yourself with the procedures outlined in this booklet and with the 

timetable of events which leads to the submission of applications this term. 

 

All applications will be made electronically on the internet using UCAS ‘APPLY’.  This booklet 

guides you through the process. 

 
 

You need to be aware that: 

 Any attempt by applicants to provide false or misleading information could lead to cancellation of 
their application.  UCAS reserve the right to cancel an application without refunding the application 
fee. 

 If UCAS or a university or college believe that an applicant has left out any relevant information or 
given false or misleading information, UCAS may take any necessary steps to check whether the 
information given is accurate and complete. 

 UCAS and the universities and colleges may at any time ask the applicant, their referee or their 
employer to provide more information about the application (for example, proof of identity, status, 
qualifications or employment history).  If UCAS do not receive that information by a set date, or if 
the information is not satisfactory they reserve the right to cancel the application without refunding 
the application fee. 

 Along with other verification checks for identity and academic qualifications UCAS carry out checks 
to verify that personal statements are the applicants’ own work.  If UCAS have cause to question an 
application they will contact the applicant and at the same time inform all the universities and 
colleges to which the applicant has applied, who will then take any action they consider appropriate. 
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1. APPLYING TO UNIVERSITY 
 

The following notes do not necessarily apply to applications to Cambridge and Oxford.  Please see 
page 8 for further details. 

All applications will be made 
electronically using APPLY and you can 
start now! 
 
You will be guided through the 
application but you can access further 
information via the UCAS website 
www.ucas.com which will answer many 
of the questions.  If there is anything 
you are unsure about ask your tutor or 
book an appointment with the Careers 
Department. 
 
You should have a good idea of the 
grades that you are working towards in 
each subject which will be 
confirmed/modified after your AS 
results in August.  By the start of next 
term you will know the grades that will 
go on your application form. 
 
Subject Staff prepare reports which go 
to your tutor and form part of the 
reference which has to accompany your 
UCAS application. 

Researching Universities 
 
You need to consider many points - quite 
apart from the course itself.  
 
What is the accommodation like?  
 
What about the surrounding area?  
 
What size establishment is it?  
 
Do you prefer a city or rural area?  
 
 
Most of these questions can be partly 
answered by using a range of websites (see 
Careers Moodle pages) but are best 
answered by a visit. You can find dates and 
times from www.opendays.com . 
 
By now you should have  completed the first 
draft of your Personal Statement and given 
an electronic version to your tutor. 

2011 
 
 
 
 
 

JULY 
 
 
 
 
 
 
 
 
 
 
 
 
 

AUG 

http://www.ucas.com/
http://www.opendays.com/
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o Ensure that your tutor has a copy of your 
Personal Statement 

o Complete your application on Apply 

o Print out and show to your tutor together with 
your completed tracking form 

o Your tutor will discuss your application and 
complete your reference 

o Send your completed application to your tutor 
(your referee).  Your tutor will attach the 
reference and send to UCAS. 

o Pay the £22 (£11 for one choice) fee either by 
card on-line or cheque / cash to the Finance 
Office. 

o If you pay the Finance Office you must take the 
receipt to the Careers Office 

UCAS sends applications for 
Universities to consider from mid 
September - 15th January. For those 
courses where competition is strong, it 
is advisable to make an early 
application - by October at the latest. 
It is crucial that the form is completed 
correctly.  An incorrect course code 
could mean that you are rejected (or 
accepted) by a University you did not 
want, for a course you did not want to 
apply for.  
 
Internal College Deadline is Friday 

December 9
th

 All applications must 

be completed by December 9th 2010.  
 
If you haven’t completed and sent 
your application to your referee we 
cannot guarantee it will reach UCAS 
by their final deadline of January 15th 

 
Offers (usually 
conditional, based 
on `A' level results) 
are made.   
 
 
Some institutions 
require interviews 
but an increasing 
number do not.  
 
 
If you are called for 
interview, it is 
possible to organise 
a practice interview 
through the careers 
Office in the LRC. 

Student Financial Support forms 
(PN1) have to be completed and 
are available electronically along 
with lots of useful  additional 
information for both students 
and parents at: 
www.direct.gov.uk . Follow the 
link through education and 
learning 

By mid-May candidates have to 
decide which two offers they 
wish to keep. If you are not 
made any offers from your 
original applications you will be 
able to apply for additional 
courses through “EXTRA”. 
EXTRA enables students to make 
additional applications and is 
usually available in late 
February. 
 

Universities confirm their 
offers by May.   

 

GCE Advanced level results arrive mid  August.  
After receiving results from the Examining 
Boards, Universities send final decisions to 
UCAS and UCAS informs candidates of 
decisions made by Universities on conditional 
offers.  Unsuccessful candidates will 
automatically receive Clearing instructions 
from UCAS through track.  
 
  Make sure you are in College to pick up your 
results –staff will be available for support and 
advice. 

Don’t be away on holiday! 

 

2011 

 

SEPT  

 

OCT 

 

NOV 

 

DEC 

 

2012 

 

JAN 

 

FEB 

 

MAR 

 

APR 

 

MAY 

 

JUN 

 

JULY 

 

AUG 

http://www.direct.gov.uk/
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2. OXFORD OR CAMBRIDGE 
 

If you are applying to Oxford or Cambridge (you cannot apply to both) the closing date is 
October 15th 2011, which is earlier than the deadline for other UCAS applications.  
Applications must be with your tutor by September 30th at the very latest. 
 
Anyone considering applying to Oxford or Cambridge must see Andy Cookson as soon as 
possible. 

 

3. MEDICINE, DENTISTRY & VETERINARY SCIENCE 

As you will be aware competition for these places is 
very high and you will need to prepare extremely well.  
This year the college is again offering a special 
programme of advice and preparation for those who 
wish to apply for Medicine and Dentistry.  For 
applicants applying to start courses in 2012, most 
medical and dental schools are asking students to take 
an on-line computer test called UKCAT before they 
send in their UCAS application.  We will be providing 
advice about this test.  Any student who is not already 
involved in our Medicine/Dentistry programme should go the careers office as soon as 
possible. 

 
Please make sure you have read “Applications for Courses in Medicine, Dentistry and 
Veterinary Science” in the UCAS handbook. 
 

In 2011/12 applicants will be able to make a maximum of four medical, or dental, or 

veterinary science applications.  UCAS recommends that all applicants should use their 
remaining choices for other, non-medical, courses without prejudice to their applications.   
 

Important Note – Some universities require an additional test (BMAT) to be taken for 

admissions into Medicine and Veterinary Science.  This is required by:  
 

o University of Cambridge 
o University College London 
o University of Oxford 
o Imperial College London 
o The Royal Veterinary College 
o University of  Bristol 

 
If you are considering applying to any of these universities for Medicine or Veterinary 
Science, please come to the Careers Office as soon as possible. 

Applications must be with your tutor by September 30th  at the very latest as the closing 

date is 15th October 2011. 
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4. TEACHER TRAINING COURSES 

Teacher training courses are offered by Universities. You need to look carefully at the 
prospectuses published by individual institutions because there are many different courses 
available.  Remember that you must have GCSE Grade C or above in English, Mathematics 
and a Science subject.  If you are intending to teach in the primary sector you will need to 
offer at least one National Curriculum subject at A Level.  It is also important to have 
completed some recent work experience working with children. 
 

5. ART & DESIGN COURSES 

The majority of our students apply first for a 1 year "Foundation Course" at a local College 
of your choice directly - usually in the Spring Term of your final year or when you feel you 
have a good portfolio of course work. 
 
Some students do make applications for 'direct' entry to Art and Design courses through 
UCAS (3 year BA/2 year HND).   
 
Applications for all art & design courses should reach UCAS: 
 
between early September 2011 and January 15th 2012 
 
or 
 
by 24th March 2012. 
 
The deadline applicable to each course is given in “course search” on the UCAS website.  
 
The onus is on you to make sure that you apply the correct deadline for each application. 
 
 
 
This is a complex area and if you are considering applications for Art, Design and for 
some Media courses it is essential that you either consult subject staff or seek further 
guidance from the careers staff. 
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6. LAW 

Some Universities require all students applying for Law to take a LNAT test (involving 
analysis of extracts and an essay), in addition to their A-levels.  This test will be available 
early in the Autumn term, and applies to the following Universities: 
 

o University of Birmingham 
o University of Bristol 
o Durham University 
o University of Glasgow 
o King’s College London 
o University of Nottingham 
o University of Oxford 
o University College London 

 
Testing  for LNAT opens 1st September – check precise details on www.lnat.ac.uk  
 

7. NURSING 

There is now only one way of applying for nursing: both degree and diploma nursing are all 
through UCAS.  
 
Nursing diploma courses are slowly being phased out and as from September 2013 all 
nursing programmes will be degree only. 
 

 

http://www.lnat.ac.uk/
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Important dates: 

 
During one of the initial sessions about HE, you will be given a series of deadlines. Make 
sure that you are aware of these by completing  the following table: 

 

UCAS opens for applications for entry 2012 
 

Deadline for applications to Oxford or 
Cambridge 

 

Deadline for applications to Medicine, 
Dentistry & Veterinary Science 

 

Deadline for all applications to UCAS 
 
 

 

In September you will be given your current provisional UCAS grades.  However, you should 
also have a  good idea yourself of your performance and likely grades in each subject. 
 

September Activity: 
 

Your AS grades should gtive you an indication of your provisional UCAS grades 
 

My current provisional UCAS grades based on my AS results are: 
 

Subject 
Provisional UCAS 

Grade 
UCAS points 

   

   

   

   

   

Total UCAS points  

 

All students can apply for up to five different courses. Look carefully at your total UCAS 
points and devise an application strategy such that will enable you to apply to a range of 
courses/universities. 
 

Optimistic (above your total UCAS points)  

Optimistic (slightly above your total UCAS points)  

Realistic (approximately the same as your total UCAS 
points) 

 

Realistic (approximately the same as your total UCAS 
points) 

 

Pessimistic (below your total UCAS points total)  
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9. USING APPLY 
All applications have to be made using 
APPLY. There is no paper option. The 2012 
APPLY is now available.  
 
The initial process should be completed as 
soon as possible.  
 
Go to www.ucas.com home page and select 
 
APPLY 
 
Select “Register/login to use Apply 2012” 
 
Click on register at the bottom of the page– this opens the ‘register welcome’ page. (do not 
put in username and password at this stage) 
 
Read the first page and click on NEXT  
 
Terms and Conditions – at the bottom of the page tick ‘I accept the terms and conditions’. 
Click NEXT 
 
Initial Details – complete all these compulsory fields and click on NEXT. 
 
Previous contact with UCAS - click on “I have neither of the above” 
followed by NEXT. 
 
Postal Address – select “UK” click on NEXT. 
 
Your post code – add your House number and postcode and click on NEXT. 
 
Select home address. 
 
Confirm home address by clicking on NEXT. 
 
Add contact details – telephone/mobile/email etc click on NEXT 
 

The next page is really important – you have to decide on your password and 

FOUR different security questions. It is essential that you record each of these in the 

Grid on Page 11 – it may also be a good idea to store them in your mobile phone too! 
 
When you have completed this click on NEXT and it should take you to the “Register – 

Success” page – which gives you your username. Write it in the table  on page 11.  You 

will not be able to get into APPLY without it. 

http://www.ucas.com/
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Then go to “log in now” 
 
This takes you to the “How are you applying?” page – click on “Through my school/college” 
followed by NEXT 
 
You will then be asked for your buzzword which is “cadbury2012”, then click on NEXT. 
 
It will ask you “Are you registering through Cadbury Sixth Form College?” to which you reply 
YES and the click on NEXT. 
 
Please select your tutor group/application group.  Select your tutor initials and then click on 
NEXT. 
 

You will then get your Personal ID Number. Make sure you record this in the 

table below. 
 
Click on and read: 
 

 Completing your application form 
 Applying through a school, college or organisation 
 Deadlines for submitting your application 

 
You can now log out and your details will be saved. 
 

or 
 

You can now start your application by selecting one of the 6 sections that you have to 
complete. If you choose to do this - start with “Personal Details”  
 
 
 

Security questions  
 
Complete this and keep it safe. 

Username:  

Password:  

Personal ID No:  

Answers to security questions: 

1.  

2.  

3.  

4.  
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10. APPLY – Personal Details 

Log on to APPLY and in the top left hand corner are the 6 sections that you have to complete.  
 
The first section “Personal Details” can be completed now. The sections are fairly straight forward 
and the only problem comes in the section under “STUDENT SUPPORT” where you have to inform 
UCAS how your fees will be paid.  
 
For almost all students this is selected from the drop down menu as “02” and it will the appear as : 
“02UK.ChI.IoM or EU Student Finance Services” – it is vital that you get this right. 
 
Immediately below, click on SEE LIST and select the correct Local Authority. For most students it 
will be Birmingham but depending where you live it might be Solihull, Sandwell or Worcestershire. 
 
You do not have to fill in your unique learner number. 
 
When you have completed all the compulsory sections, at the bottom of the page click “section 
complete” followed by save and a  should appear in the box alongside “Personal Details” in the 
top left hand corner of the screen. 
 
Details of what this section actually looks like on screen are in Appendix 1 at the end of this 
booklet. 
 
 
You should also complete the section “Additional Information” – there are only 3 compulsory 
sections that have to be completed. 
 
When you have completed all the compulsory sections, at the bottom of the page click “section 
complete” followed by save and a  should appear in the box alongside “Additional information” 
in the top left hand corner of the screen. 
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11. APPLY – Education 

The section on “qualifications” is particularly difficult in that GCSE and AS and A-level qualifications 
are hidden within GCE qualifications.   
 
Before adding any qualifications you have to add your previous secondary school (& dates) and also 
Cadbury College (& dates). You can do this by: 
 

 Select >add a new school/college and click on “find” and type in the name of your 
previous school in the search box and click on search. 

 Put in start and end dates 
 Repeat the process for Cadbury College 

 
You can now complete the section giving details of the qualifications that you gained before 
coming to Cadbury College. These are fairly straightforward but you must be certain of the grades 
and the exam boards. 
 
You can also enter your AS subjects.  Click on GCE Advanced Subsidiary (first award 2001).  You 
must enter ALL the AS subjects that you are doing including any you completed last year.  Put in the 
grades for those completed.  You do not need to add any individual Module results.  
 
Now enter the A-Levels you are taking (GCE Advanced Level) Do NOT put in any grades – mark as 
‘pending’. 
 
When you have completed all of your GCSE qualifications and entered all of your AS subjects and  
A-Level subjects – it should look like Appendix 2. 
 
 

12. Student Finance 

Information and guidance about student finance will be  
given out during the first term in the next academic year.   
 
You will each receive a booklet similar to the one  
illustrated to the right which introduces Student Finance  
England and gives you information about how to apply –  
for more information look at www.direct.gov.uk/studentfinance    
or telephone 0845 300 5090. 

 

http://www.direct.gov.uk/studentfinance%20%20%20%20or%20telephone%200845
http://www.direct.gov.uk/studentfinance%20%20%20%20or%20telephone%200845
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Personal Details 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  

APPENDIX 1 



HE Guide  2011-2012 

 CADBURY SIXTH FORM COLLEGE 15 

 
 

Education 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

APPENDIX 2 

08/2012 
08/2012 
08/2012 

08/2011 
08/2011 
08/2011 
08/2011 

A* 
B 
C 
B 

A* 
C 
D 
A 
A* 
A* 
B 

08/2010 
08/2010 
08/2010 
08/2010 
08/2010 
08/2010 
08/2010 
 

AQA 
AQA 
AQA 

AQA 
AQA 
AQA 
AQA 

AQA 
AQA 
AQA 
AQA 
AQA 
AQA 
AQA 

 

 

(09/2005 – 07/2010 

 
 

(20167 09/2011 – 07/2012 FT) 
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13.  CHECKLIST 

Have you ….  Tick if done 

Have you completed your provisional grade table on page 9? 

 

Completed your application form? 

 

Printed off your application and handed it  to your tutor? 

 

Got permission from your tutor to electronically send your 
application to your referee? 

 

IF YOU HAVE TICKED ALL FOUR BOXES ABOVE 
THEN YOU CAN; 

Send your application to your referee 

 

Pay 

 

 

(NB: Payment of £22.00 (£11 for one choice) is paid by card on-line or by cheque / cash to the 
college Finance Office.  If you pay at the Finance Office you must tell the Careers Office that you 
have done so and show a copy of your receipt). 


