
· All students will register with UCAS Apply during “drop in sessions” to be held on Thursday 24th and Friday 25th June.  
· They are then free to complete the form both in College and at home as long as they have internet access.
· All students are allocated to a H.E. Advisor (HBB, MRS, BNW) and continue with their research into courses and institutions.
· Students are interviewed by their H.E. Advisor (starting in September).  Please see the notice board outside F201 to make an appointment.
· Once students have completed the form they print a copy which they submit for checking to their H.E. Advisor.

· Once this form has been accepted the student sends the form to the referee so that the reference can be added.  At this point the student pays on line.  (Danny Hubball is the referee for Rainford College).
· The paper copy of the form is passed to the Learning Supervisor who is responsible for drafting a reference using the “Subject references for UCAS” as well as their own knowledge of the student and following the guidance provided.

· Learning Supervisors then pass this draft reference back to the H.E. Advisor who checks it and passes it to the UCAS Administrator (Dawn Kells).

· The UCAS Administrator adds the reference and sends it to UCAS.

· Once their form has been sent off, students can collect a copy of their reference from the UCAS Administrator.  
· Learning Supervisors monitor the progress of these applications and report anything causing concern to a member of the College Team.
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