
Getting started with the UCAS Form 

You can now register and start your UCAS application for entry in September 2020 (or deferred entry in September 
2021). However, you will not submit your application until next term, following meetings to review your personal 
statement with your tutor.   
 
If you previously applied to UCAS in 2019, you should still follow the instructions below and register for entry in 2020 in the usual way. You’ll be given a temporary 
UCAS Personal ID, but this will revert to your old one within a few days.  Take careful note of both. 

 
Getting registered 

Go to www.ucas.com/students 

Select ‘2020 entry: apply’ 

Select ‘Register’: Enter your personal details and use a personal email address rather than a school account, as you 

will need access to your application once you have left KTS and your school email address has expired. You will need 

to check this email address daily once your application has been submitted, as this will be the way that UCAS and 

universities keep in touch with you. 

Once you have entered your personal details, you’ll be asked to come up with a strong password and answer a 

number of security questions, before you’re issue with a username. IMPORTANT: write down your password, 

security questions and answers, and username. Make sure you store these somewhere safe and easily accessible, 

e.g. on your phone, in your email account, etc. At this stage, UCAS will send an email verification code to the email 

address you’ve provided; you’ll need this shortly. 

Select ‘Login now’ and enter your username and password. 

You will first be asked ‘How are you applying?’  Please select ‘Through my school/college’ in order to link your 

application to KTS so that we can provide you with a reference. Next add this year’s buzzword: ‘Templar20’. Confirm 

that you are applying through The Knights Templar School. 

You will now be asked for your ‘Tutor/ Application group’ – choose the tutor you will have next year. 

You will now be issued with your UCAS Personal ID.  IMPORTANT: Write down your personal ID – it will be used to 

verify your identity if you have to speak with someone at UCAS via telephone 

Verify your email address – check your email account for the required verification code. 

Return to ‘Welcome page’ and watch the short video advice about navigating and completing your form. 

 

Starting the form 

Headings can be found on the top left of the form; navigate through them in order to complete more of your 
application form. You can watch the short videos explaining how to complete each section for advice any stage. 

If you are not sure what to enter at any stage, click on the  icon for guidance.  
 
Questions that you have to complete in the form are marked with an asterisk (*) 
 
Do not mark any section as complete until you have answered all questions and reviewed them carefully. Ultimately, 
you will have to review and mark all sections as complete before you can submit your UCAS form. 
 



Personal details  

Some of your details will have been automatically imported from the registration process. 
First/given name(s) and Surname/family name – make sure that you have entered your first name, any middle 
names, and surname exactly as they appear on official documents, such as your passport. This will become vital later 
in the process when universities try to link your exam results to your application. If you want your university to use a 
nickname or shortened version of your name, you can add this under ‘preferred first name.’ 
 
Confirm your postal address – this is where UCAS and the universities you apply to will write to you. 
 
Is your permanent home in the UK? Read the guidance behind the ? icon if you’re in any doubt. 
 
Telephone numbers: enter 44 as the country code for the UK and remove the leading 0 from your area code.  For 
example, the phone number for KTS reception would appear as 44 1462 620700. 
 
Date of birth: check this carefully; again it will be used later in the process by universities to link your exam results to 
your application. 
 
Country of birth: choose your country of birth from the list – ‘United Kingdom’ will appear at the top 
 
Date of first entry to UK: this only needs to be filled in if you weren’t born in the UK 
 
Nationality: choose your nationality from the list – ‘UK national’ will appear at the top 
 
Dual nationality: only complete this if you hold more than one passport 
 
Area of permanent residence: select your country from the list 
 
Residential category: select from the list – ‘UK Citizen – England’ will appear first 
 
Reference numbers: leave blank, unless English is not your first language and you have registered for an English 
language qualification. 
 
Passport details: only complete this section if your permanent home is outside of the EU 
 
Student support: most of you will select ‘Fee Code 02 UK, Chl, IoM, EU Student Finance Services’ to indicate that you 
will apply to Student Finance England for assess your eligibility for student support. You should use this code even if 
you do not intend to apply for tuition fee / maintenance loans, as this is how universities check your eligibility for the 
lower fees charged to UK / EU students.  
Student support arrangements: if you have selected ‘Fee Code 02’ above, you should now enter the county you live 
in. 
 
Answer the remaining questions on whether you, or a family member, has / is living or working in the EU. 
 
Keep up-to-date with your application: this is a second chance to decide how much you want to hear from UCAS and 
by what channels.   
 
Nominated Access: make sure you complete this section by nominating someone who will be around on exams 
results day and in the days / weeks after, who you trust to speak to universities on your behalf in case you’re 
unavailable. Usually, this will be a parent / guardian or another relative. It is crucial to do this if you’re having a gap 
year and may be travelling somewhere exotic at an important time! 
 
Disability / special needs have to disclose a disability / special needs, but universities will use this information to 
make reasonable adjustments to their admissions processes and to support you when you arrive at university, so it’s 
a good idea to do so.  A disability includes a specific learning disability, such as dyslexia, dyspraxia, or AD(H)D and 
mental health conditions such as depression or anxiety. Select ‘no disability’ or any other disability from the list. If 



you have selected a disability, use the box below to explain what facilities or support you may need from 
universities, both during the application process and once you’re studying with them.  
 

Additional Information 
 
Equality monitoring: this section will ask you to select how you self-identify your ethnicity, religion, sexual 
orientation, and gender. You can answer ‘prefer not to say’ if you like, but the information you share here will not be 
provided to universities at the point of application and will only be used by them afterwards to promote equality and 
diversity. 
 
Activities in preparation for higher education: you can list any masterclasses, taster days, summer schools etc. you 
have attended in preparation for higher education here, e.g. Sutton Trust, UNIQ, etc.  Don’t forget to return to this 
section at a later date if you take any new activities over the Summer.  If you haven’t taken any  such course, leave 
the selection blank. 
 
Have you been in care? Answer ‘yes’ or ‘no’ if you have spent any time living in local authority care living with foster 
carers or in a children’s home and provide details. Again, you do not have to disclose this information, but 
universities have funds and resources to help looked after children both applying to and studying with them. 
 
Parental education / occupational background: give details of your parents’ / step-parents’ or guardians’ higher 
education and career.  Again, you can answer ‘prefer not to say,’ but universities have funds and resources to help 
students who are the first generation of their family to apply for university and / or from lower-income households. 

 
Student Finance 
 
Read ‘student finance explained’ and check the box to say that you have understood the information.  IMPORTANT: 
we will give you more information about student finance and how / when to apply for it in Year 13. The important 
thing to note here is that there is financial support available so this should not bar you from applying to / studying at 
university. 
 

Choices 
 
At this stage in Year 12, you probably won’t have made any final decisions about which courses / universities to 
apply to, but in this section you will be able to list up to five choices by the time you’re ready to submit your 
application. 

 
Education 
 
Add new school/ college/ centre: ‘Find Centre’ and add the school name (The Knights Templar School). Add any 
previous secondary schools you have attended if relevant. 
 
Qualifications: Select ‘Below honours degree level’ to indicate that you are applying to university with A Levels or 
equivalent qualifications, but are yet to achieve a degree! 
 
Add qualifications: for each school you have attended, add the qualifications you achieved. 
 
Students are required to enter ALL their qualifications. This means that the qualifications you have already received 
(e.g. GCSEs, qualifications you’ve sat as part of your wider curriculum, any AS Levels etc.) and then those you are 
expecting to sit next year (e.g. A Level or equivalent). You must enter all qualifications you have taken and grades 
you’ve received, even if you have since retaken them and improved your grade or intend to do so. 
  
You need to know the full and proper name of your courses and the exam board…. DO NOT GUESS!  If necessary, 
check your certificates, consult the Sixth Form website (https://www.sixthform.ktemplar.herts.sch.uk/courses-
offered) and / or your teachers. 
 

https://www.sixthform.ktemplar.herts.sch.uk/courses-offered
https://www.sixthform.ktemplar.herts.sch.uk/courses-offered


GCSE 

 Choose GCSE A*-G for old-style qualifications or GCSE 9-1 for the reformed qualifications 

 Subject: choose from the drop-down list – do not guess!  Check your certificates! 

 Qualification date: assuming you sat your GCSEs last year, this will be 06/2018 

 Awarding organisation: add the exam board – do not guess!  Check your certificates! 

 Grade: add the grade you achieved – do not guess!  Check your certificates! 
Once you’ve added one GCSE, you can select ‘save and add similar’ to speed up the process. 

  
A Levels 

 Choose GCE Advanced Level 

 Subject: choose from the drop-down list – do not guess!  Check the Sixth Form website 

 Qualification date: assuming you are taking your A Levels next year, this will be 06/2020 

 Awarding organisation: add the exam board – do not guess!  Check the Sixth Form website 

 Grade: select ‘pending’ to show that you are yet to sit your exams and / or receive your grade. Your tutors 
will add your predicted grades next term. 

 
Cambridge Technical Diploma in Business 

 Choose OCR Level 3 Cambridge Technical Diploma 

 Subject: select ‘Business’ 

 Qualification date: assuming you will complete the qualification next year, write 06/2020 

 Grade: select ‘pending’ to show that you are yet to sit your exams and / or receive your grade. Your tutors 
will add your predicted grades next term. 

 
KTS Wider Curriculum 
 
For EPQ, select ‘Extended Project: Level 3’ from the list and enter: 

 Subject: write in your pathway followed by a colon and a brief summary of your topic, e.g. ‘Dissertation: 
climate change’ or ‘Artefact: horror film’ 

 Qualification date: if you have already submitted your EPQ as part of the Y12 wider curriculum this term, it 
will be 06/2019. If you are submitting later this term / next year, it will be 01/2020 

 Awarding organisation: Edexcel 

 Grade: list it as ‘pending’ for now, but don’t forget to update it once you’ve received your results this 
Summer! 

 
For LAMDA public speaking qualifications, search for ‘Drama and Speech’ and enter: 

 Your course title: (it will be ‘Speaking in Public,’ ‘Speaking Verse and Prose,’ or ‘Reading for Performance’) 

 Qualification date: assuming you sat it as part of the Y12 KTS Wider Curriculum this year, list it as 06/2019 

 Awarding organisation: LAMDA 

 Level: (you will have been entered for Grade 6, 7, or 8) 

 Grade: if you’re still waiting for your results, list it as ‘pending’ for now, but don’t forget to update it as soon 
as you’ve received your grade! 

Any questions / confusion, please check with Mr Sills. 
 
For Financial Studies, search for and select ‘LIBF Level 3 Certificate in Financial Studies.’  (Take care not to select the 
Diploma) and enter: 

 Title: ‘Certificate in Financial Studies’ 

 Qualification date: assuming you sat it as part of the Y12 KTS Wider Curriculum this year, list it as 06/2019 

 Awarding organisation: select LIBF 

 Grade: select the grade you received. If you’re still waiting for your results, list it as ‘pending’ for now, but 
don’t forget to update it as soon as you’ve received your grade! 

 
For GCSE Spanish follow the instructions for GCSEs on the previous page. 
 
For Music Performance, search for ‘Pearson BTEC Level 3 National Certificate’ and enter: 

 Title: select ‘Music Performance’ 

 Qualification date: assuming you sat it as part of the Y12 KTS Wider Curriculum this year, list it as 06/2019 



 Awarding organisation: select Parson 

 Grade: select the grade you received. If you’re still waiting for your results, list it as ‘pending’ for now, but 
don’t forget to update it as soon as you’ve received your grade! 

 

Employment 
 
Give the names and addresses of your most recent employers. If you have not had any paid work experience, you 
can leave this section blank, but you will need to mark it as complete. 
 

Personal statement 
 
IMPORTANT: you should begin drafting your personal statement now / over the Summer and return to school with a 
complete first draft to show your tutor on your first day back in September. UCAS advises you to write the statement 
on Word, before copying and pasting it in to your application form. They give you 4,000 characters or 47 lines 
(whichever you reach first).  You can check whether your draft meets their requirements using this tool: 
https://www.studential.com/applying/personal-statement-writing/length-checker 
 

View all details and Pay / Send 
 
You will not need to do anything with these sections until Autumn Term.  When your application is ready to send and 
your tutor has completed your reference, you will be asked to complete these sections.  ‘View all details’ gives you a 
chance to review and check your entire application and ‘pay and send’ allows you to pay for your application and 
send it to us at KTS to complete your reference.  At this stage, you will make an appointment Mrs Hopkins, Mr 
Raymen, or Ms Thompson (applications for (Veterinary) Medicine, Dentistry and / or Oxford and Cambridge by the 
earlier deadline of 15 October) to review and submit your application to UCAS. 
 
 

https://www.studential.com/applying/personal-statement-writing/length-checker

