FROM THE HEI TEAM




WWW.UCAS.COM
e hei_team@ucas.ac.uk

t +44 (0)844 984 1111

f +44 (0)1242 544 961
UC048B08P
November mailing 2011
Dear Colleague
I have pleasure in enclosing the November mailing for 2011 from UCAS and UCAS Media.
What’s in this month’s mailing:

· IMPORTANT REMINDER – Action required  

· Independent applicants and getting references

· 2012 application deadline reminder
· Follow your students using the staff version of Apply
· Technical reminder

· Christmas closing times

UCAS 2012 applications

Remember, 15 January deadline falls on a Sunday

Please ensure that any staff who complete references and who subsequently need to approve and send applications have the authority set in the staff version of Apply well in advance of the deadline, and if necessary are available over the weekend of 14/15 January. This will avoid unnecessary calls to UCAS which may lead to delays and applications being completed as late. 

Customer Operations’ opening hours during the January closing date period are: 

	w/c 2 January 2012
	
	w/c 9 January 2012
	
	w/c 16 January 2012

	Mon
	Closed 
	
	Mon
	08.30 - 19.00
	
	Mon
	08.30 - 18.00

	Tue
	08.30 - 18.00
	
	Tue
	08.30 - 19.00
	
	Tue
	08.30 - 18.00

	Wed
	08.30 - 18.00
	
	Wed
	08.30 - 19.00
	
	Wed
	08.30 - 18.00

	Thu
	08.30 - 18.00
	
	Thu
	08.30 - 19.00
	
	Thu
	08.30 - 18.00

	Fri
	08.30 - 18.00
	
	Fri
	08.30 - 19.00
	
	Fri
	08.30 - 18.00

	Sat
	09.00 - 17.00
	
	Sat
	09.00 - 17.00
	
	Sat
	Closed 

	Sun
	10.00 - 16.00
	
	Sun
	10.00 - 16.00
	
	Sun
	Closed 


Applicants applying but not attending your school, college or Apply centre

Last year we introduced a method for applicants who had started an application as an individual to be linked to your centre for the whole application, or just to obtain a reference. Here is a reminder of what the applicant needs to do and then how you should action the request.

If an applicant wishes to be linked to your school, college or centre, give them the buzzword and tell them to:
· log in to Apply
· click on ‘Options’
· click on ‘Link your application to your school, college or organisation’
· enter buzzword - confirm school
· wait for reply.
You then:

· log in to the staff version of Apply
· click on ‘Link applications to centre’ 
· click on ‘Applicants to be part of centre’
· click on applicant’s name and move into desired group.

If an applicant wishes to request a reference from you and does not want to be linked to your school, college or centre, give them the buzzword and tell them to:
· log in to Apply
· click on ‘Options’
· click on ‘Ask a registered school, college or organisation to write your reference only’
· enter buzzword - confirm school
· wait for reply.
You then:

· log in to the staff version of Apply
· click on ‘Applicant requests reference only’ 
· click on the ‘Yes’ option. 
On-time deadline reminder for 2012 applications
The deadline for the majority of UCAS applications to be guaranteed equal consideration will be midnight on 15 January 2012.  For applications to be considered as ‘on-time’ they must be submitted to UCAS by the deadline.  We highly recommend that applications are submitted by you before the deadline so they can be processed efficiently around this busy time.  Just to remind you, the following calendar can be used as a guideline for your students over the next few months.

	15 January 2012
	Application deadline for the receipt at UCAS of applications for all courses except those listed with a 15 October deadline, and art and design courses with a 24 March deadline. 

	24 February 2012
	UCAS Extra begins.

Applicants that have used all five choices and do not hold offers, for whatever reason, will be eligible to start using UCAS Extra.

	24 March 2012
	Application deadline for the receipt at UCAS of applications for art and design courses except those listed with a 15 January deadline.


Follow your students using the staff version of Apply
To help your students through the deadlines please remember to check your application status lists on the staff version of Apply. These status lists (which expand throughout the year) include:

· application(s) needing approval 

· reference(s) not started 

· reference(s) in progress 

· reference(s) needing approval 

· application(s) ready to send to UCAS 

· application(s) have been sent to UCAS.

You may also email your applicants’ reminders throughout this time, either personally from your centre, or using a template within the staff version of Apply:

· log in to the staff version of Apply

· click on ‘applications’ then choose ‘All’

· dependent on your access permissions, your student group will appear with an email icon next to the group name

· click the email icon

· set up your email

· send your email.
Technical reminder in the lead up to the 15 January deadline

To ensure that we are able to support all users of Apply, we would like to remind you to log out of Staff Apply when not in use, rather than allowing the system to time out. This is essential for the security of data being provided by applicants and yourselves, and helps us to provide a continual service, especially at key times in the application cycle.

Christmas is coming!

UCAS’ offices will be closed between 24 December 2011 and 2 January 2012 inclusive during the Christmas period.  However, all of our web services will operate as usual over this period.
The Stamford Test

The Stamford Test is a free UCAS service that was launched over 10 years ago to provide guidance for students on which subjects they may wish to study.

Whilst we recognise that such a tool is still required, there are now a greater number of factors in play when making these crucial decisions.  In light of this, we have decided to remove the Stamford Test from ucas.com at the end of November, by which time the majority of applicants will have completed their research for 2012.

We’re pleased to announce that we are now scoping the requirements for a brand new tool. This will take into account additional factors such as qualifications and career aspirations in order to ensure students are fully informed of all the options open to them as they research entry into higher education. Further details on this new tool will be provided next year.

If you have any questions relating to the Stamford Test, please call us on 0845 123 8001.

What do Graduates Do? Order form
The latest issue of What Do Graduates Do?, which shows the destinations of graduates from the 2010 cohort, is now available. The report is an annual publication produced jointly by the Higher Education Careers Services Unit (HECSU), the Association of Graduate Careers Advisory Services (AGCAS) and UCAS. Copies are priced at £14.95 and can be purchased using the enclosed order form or at www.ucasbooks.com.

UCAS events

For details of forthcoming UCAS events, please see the Events Update flyer enclosed which gives details of conferences and exhibitions, or visit the website www.ucas.com/events.
Third party enclosures

Cambridge English: Advanced

Cambridge ESOL has included a leaflet for international admissions managers on Cambridge English: Advanced, also known as Certificate in Advanced English (CAE).  Record numbers of candidates are taking Cambridge English: Advanced all over the world and this leaflet includes information on how you can use the exam in your admissions process.  In addition to this, the leaflet also details how Cambridge English: Advanced compares to IELTS.  Please ensure this information is passed to the relevant person in you Admissions Office. To request a free Cambridge English: Advanced seminar for your admissions team contact: Cambridge.Recognition@CambridgeESOL.org.
If you have any feedback relating to this mailing, please email me at monthly.mail@ucas.ac.uk.  
Yours sincerely 
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Andrea Robertson

Director of Customer Operations 
Revenue generated by advertising is invested by UCAS in order to enhance our applications services and to keep the cost to applicants as low as possible. UCAS / UCAS Media do not endorse promotional material from any organisation.
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