Personal statements & Reference writing

Here's an

Insiders Guide:
To supporting your
students writing personal
statements & writing
effecting
references
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What is UCAS?
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Do your students understand what UCAS is?
University and College Admissions Service

Helpful Online resources

Responsible for managing applications to Universities [

and Colleges
Helps students make informed choices about HE and
the application process

Deadlines & last minute panic l H :AS
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What is a personal statement
|

A written statement which gives a personal overall summary

of your students — all the positives!

* Why should the admissions tutor pick your students over

other candidates?
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Courses can be competitive
Students chance to demonstrate specific skills and that
they are the right person for the course

A chance for students to grab the attention of the

selectors




STATEMENT 1

There is a maximum
length to a personal

statement




STATEMENT 1

A personal statement
is @ maximum of 47
lines or 4000
characters — which
ever comes first.




STATEMENT 2

A personal statement
can be written in
paragraphs




STATEMENT 2

Yes, a personal
statement can be
written in paragraphs




STATEMENT 3

The UCAS apply
software checks for
spelling and grammar

mistakes




STATEMENT 3

Apply will not spell
check your work - we
recommend you

prepare it offline using
Microsoft Word then
copy and paste




STATEMENT 4

You write a different
personal statement
for each of your

university choices




STATEMENT 4

You can only write one
personal statement
and it will be used for
all your choices




STATEMENT 5

You can use bold,
italics and underlined
characters in your

personal statement




STATEMENT 5

You cannot use these
characters - UCAS
Apply will
automatically remove
this formatting




STATEMENT 6

You should keep a

copy of your personal
statement




STATEMENT 6

Your personal
statement could be
used for the basis for

an interview. Keep a
COpYy SO you are
prepared to answer
questions on it.




STATEMENT 7

I’'m allowed to copy
and paste information
from the internet and

use this in my
personal statement




STATEMENT 7

All personal
statements are
checked for

similarities using the
UCAS copy catch
AL




STATEMENT 8

Thereis alinkto a
personal statement
guide on UCAS Apply




STATEMENT 8

The link on Apply will
take you to a section
on the UCAS website
where you can find
help and advice on
writing an effective
personal statement.







WHERE ARE
YOUR
STUDENTS
NOW?

REALISM

How realistic are
they being?

FOCUS

To what extent
have they
narrowed down
their options?

SCOPE

How aware are
they of the
whole range of
options
available?

INFORMATION

How well informed
are they?

TACTICS

Do they know
how to put their
plans into
action?




My personal statement timeline

Start your journey 1 2- review entry
to a winning Choose the [eqt:(uem‘fanﬁs :
personal subject you'd ook carefully at the

Hka torsiadi information on the entry
2Tl e requirements tab in the search

tool and on the
universities’ and
colleges’ websites
and ensure you have

s ~ | the qualities they're
o ” looking for.
3 — attend events
‘Go to a convention or university open UCAS search tool goes live
> ask admissions tutors what they in May for the following
0 see on the personal statement; year's entry.

record ideas discussed.

Conventions
run Mar-July
(Aug-Septin

- e e e e

Scotland). . o Writing your personal stq, i
Outside of 3 months before P ——a - e,,c..
the UK, events. , ‘ T

'\ are hosted by the " —makea "“ :

British Council



Activity

Spend 5 minutes discussing in groups what you think should be included

in the personal statement.

You can make it specific to a certain subject area.

Be prepared to feedback.




So what
actually

needs to be
included?



What to include

* Why the student wants to study the course
» Their skills and achievements

* Any work experience they may have

« Their hobbies and interests

» Future plans




Writing about the course

Why does the subject interest the student?

Why should they be offered a place to study?

Demonstrate that their studies relate to their chosen course

Highlight particular skills or experiences that link to the course

Reflect don't list




What are admissions tutors looking for?

» Enthusiasm

« Suitability for the course
« Motivation for the subject
« Communication skills

* Understanding of HE

 Make sure it’s about them




Writing the personal statement

Capture the readers attention with a strong opening




Writing the personal statement

Activity Benefit Course

What you’ve done What skills it has How these relate
given you to your course



Make each sentence evidence skills you have that are relevant to the
course you want to study, by discussing a specific activity

Activity Benefit Course
‘| studied History’ fl had the chance to ‘For one of my essays |
Improve my research decided to focus on the history
:I’(‘i‘l’lsefvﬁitw”“"g of British political thought. |
completing my really enjoyed this topic and
History A level look forward to studying it in

more detail at a higher level.
The experience | gained from
researching this subject and
completing my essay I'm sure
will help me in my degree
course.’



Activity

Get into pairs

Think of any hobbies or interests that you have.

Your partner needs to think of the benefits and how they link to your

course of interest




Make each sentence evidence skills you have that are relevant to the
course you want to study, by discussing a specific activity

Activity Benefit Course
‘| studied History’ fl had the chance to ‘For one of my essays |
Improve my research decided to focus on the history
:I’(‘i‘l’lsefvﬁitw”“"g of British political thought. |
completing my really enjoyed this topic and
History A level look forward to studying it in

more detail at a higher level.
The experience | gained from
researching this subject and
completing my essay I'm sure
will help me in my degree
course.’



Lets get started — how to help your students

« Give them a range of recourses

* Encourage them to write notes

« They will find this much easier if they know which course they want to

study and which university they want to attend




Ask them to review what they
have written and ask
themselves...




Reference

Writing




Definition of a reference

‘A person who is in a
position to recommend
another or to vouch for his
or her fitness, as for a job’.

‘A statement about a
person's qualifications,
character, and
dependability’.
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Why bother with references?

e Fact checker for applications

* Competitive process

 Admissions decisions do take into account the reference

e Supports applicant to highlight their abilities
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Why is It SO Important?
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You are helping to launch your students on the
next stage of their life

Along with predicted grades this is the most
important part of the application form

If the reference doesn’t demonstrate that you are
interested in or know your students why should the
admissions tutors be interested?

Admissions tutors depend on your judgement of
academic potential




1) What s the

maximum number
of characters for a
reference?
A) 5,000
B) 4,000
C) 6,000




2)What is the

maximum number of
lines for a reference?
A) 33
B) 59
C) 47




3) Does copy
catcher apply to
references?




4) After how many
minutes of inactivity

does the reference
page of UCAS
timeout?
A) 35
B) 60
C) 45




5) Can you write

about a student’s

mental health or

disability in their
reference?




6) Who should the
reference be
shared with?




What should be included

Key facts about the applicant:

Potential _for Why the
academic

Academic : course they
success in :
performance have chosen is

h|ghe_r suited to them
education

Personal
qualities that
will benefit
them at
university

What they can
bring to the
course /
university
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Make life easier

Ask other staff for contributions
Positive disclosure
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Use secondary references
Sources:

- Placement

- Voluntary

- Paid Work

- Support agencies




Predicted Grades

o P

Always be realistic — don'’t inflate grades L !

Use with caution

Include all predicted grades/results
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Reference Structu re
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* Provide background information
v
. ' Curriculum policies

Average number of subjects studied
Student progression to HE

Policy on AS and A-levels

Structure reference in paragraphs
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Reference Structure
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Give subjects separate paragraphs where applicable
Vocational : modules related to chosen courses

Subjects do not need to have equal depth
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ANY

UNANSWERED
QUESTIONS?







