


A Summary of the Process
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June Summer Sept Oct Nov
Dec 

onwards

Post-18 Planning Timeline

Law

Jan Feb
May-
June

July Aug
Sept-
Oct

13th

Post 18 Planning Day

UCAS apply,
personal statements,

employment and 
apprenticeships

Research and
work on 

applications

19th

deadline for UCAS 
Conservatoire Music 

courses

26th

deadline for 
Oxbridge, 

Medics, Dentists 
& Vets

17th

deadline for all other 
UCAS courses

21st

deadline for Art & 
Design Foundation 

Diploma

Decisions, offers, 
interviews

25th

UCAS Extra 
opens

Student Finance 
opens

deadline to 
submit firm and 

insurance choices

UCAS Extra 
closes
5th 

Clearing opens

Results Day

UCAS Adjustment 
opens for 2 weeks

off to university

Year 14 UCAS 
applications

YEAR 12

YEAR 13

Apprenticeships 
begin to be 
advertised

Gap Year 
planning starts



Submitting your application

Law

Register with UCAS 
Apply

Course Research

Prepare Personal 
statement

Book Careers 
Meeting

Complete online 
UCAS application 

form

Print hard copy of 
application form and 

complete 
Applications Cover 

Sheet

Final check from 
Careers

Submit in Sixth Form 
Office by SCHOOL 

DEADLINE 

pay for application

Allow up to 3 weeks 
for processing by 
Sixth Form Office

Wait to hear from 
choices



Decisions & Replies

Law

3 possible decisions:

Unconditional 
Conditional 

Unsuccessful

Reply to offers when 
all decisions have 

been received

Apply through UCAS 
Extra if not used all 

choices or not 
holding any offers

Results Day:

Check results 
against UCAS Track

Met offer conditions?

The place is yours

Nearly met offer 
conditions? 

Check UCAS Track

UCAS Clearing? Year 14 application?
Off to 

University or 
College!



Getting Started



Getting Started

Law



Buzzword

Law

Select Yes and 
enter the 
Buzzword
(contact Careers 
or the Sixth Form 
Office for this)



Personal ID number

Law



Navigation

Law

Your homepage 
is where you'll see 
the sections that 
need completing

You can log in and 
out at any time until 
you're finished

The percentage 
complete dial 
increases each time 
you mark a section 
as complete



Application Overview

Law

You must 
complete all
mandatory 
questions to mark a 
section as complete 
(*)



Application Overview

Law

Left of screen shows 
sections which are:

complete (tick)

in-progress (half-moon)

not started (no icon)



Application Overview

Law

Tick and save 
after each 

amendment



Nominated Access

Click ‘Yes’ and 
complete details



Supporting Information

All questions are 
mandatory (*), with the 
option of I don't 
know and Prefer not to 
say for the first two.

You don't have to declare 
a disability.

Information is not used to 
make a decision on your 
application. 
It’s only shared with 
those involved in 
supporting you, or 
making the arrangements 
for support. 



Finance and Funding

Law
The option for all 

courses except allied 
healthcare, e.g, Nursing

Based on your home 
postcode: 

NYorks or Leeds



Selecting the Sixth Form

Law

Select correct 
option for your 

home site: 
StA or SJF

Scroll down to 
answer all 
questions



Year 12 Level 3 Qualification Types

Add Yr12 
qualifications with 
grades achieved

Date: Aug 2022



Year 13 Level 3 Qualification Types

Add Yr13 
qualifications as 

‘pending’ 

Date: Aug 2023



GCSE’s

Law Add all GCSEs and 
other qualifications 
achieved whilst at 

lower school

GCSEs date: Aug 2021



GCSE’s

Law

Select correct 
GCSEs



Education – Extra Activities
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Details of specific 
organised preparation 
activities; these will 
normally take place at a 
University or College 
campus. 

Choose option from the 
drop-down box



Education – Extra Activities

Law



Adding Choices

Law

Check course 
code



Personal Statement Preview

Law

Check line count.  
Paragraph breaks 

require a blank line

Check character count 



Submitting your Application

There are 4 steps to the submission process. 

The application must be complete (showing 100%) before pressing submit.



Submitting your Application



Submitting your Application

This shows the full application. Download it as a pdf to print a copy.

Click Accept and proceed (or return to application to edit further).



Application Cover Sheet

Law
Bring a copy of your full 
application with the cover 
sheet for a final check to:

StA: Careers Dept
SJF: relevant staff member 

before submission to the 
Sixth Form Office

This needs a signature 
from home!



Paying for your Application

Pay by card
when advised to 
do so by Sixth 
Form Office



Submitting your Application

When you have paid and submitted your application, it will be sent to UCAS by the 
Sixth Form Office.  If you log in you will see a read only version.


