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Unit 3              OHT 9 - Foundation degrees

OHT 9

Foundation degrees

- Equip learners with the knowledge, 
understanding and skills relevant to their
employment

- Progress to a full honours degree with
a further 12-15 months’ full-time study

- A full-time course will usually take 2 years,
part-time courses will take longer

- Foundation degrees mix academic and
work-based learning

- Delivered by colleges, universities and 
training providers

- Many students study while they are
employed to improve their skills and
jobprospects
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Unit 3          OHT 10 - NVQ level 4 route

OHT 10

NVQ level 4 route

- Entry requirements –  what do you need?
2–3 years’ work experience at an appropriate 
level, with experience of managing people,
resources or information

- Who is it for?
Supervisory/junior/middle management
activities with responsibility for staff

- Attendance and study
A portfolio of evidence, NVQs at this level are 
usually completed in 24 months

- What is this course equivalent to?
Equivalent level on Framework for HE 
Qualifications (FHEQ), can be either Cert.HE, 
foundation degree, BTEC HNDs and HNCs, or 
first degree
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Unit 3          OHT 11 - BTEC Higher National level 5

BTEC Level 5
Higher National Certificate (HNC)
Higher National Diploma (HND)

- Entry requirements –  what do you need?
2–3 years’ work experience at an appropriate
level, with experience of managing people, 
resources or information

- Who is it for?
Students who will develop management and other 
higher level technical skills required by employers

- Attendance and study
Assignments based on work-related situations 
or activities with teamwork and in-depth study. 
Usually 2 years, progression to full degree

- What is BTEC Higher National equivalent to?
BTEC Higher National level 5 (Intermediate) is 
equivalent to diplomas of higher education
(Dip.HE), foundation degrees, higher national
diplomas 
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Unit 3       OHT 12 -  Benefits of the Open University

OHT 12

Benefits of the Open University

- No entry test

- No time limitations

- Choice and flexibility

- Tutor support

- World expert in distance learning

- The largest business school in Europe

- 208,000 students in 2006/07

- More people study at the OU than at any
other university in the UK

- Largest university in Europe

- No formal academic qualifications required
for undergraduate courses
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1. What percentage of foundation degree students study full time?

2. How long does it usually take to study for a NVQ level 4 course?

3. Name three benefits of studying at the Open University.

4. How long does a foundation degree take to complete?

5. What are BTEC Higher Nationals assignments based on?

6. Name three benefits of studying for a foundation degree?

7. What formal qualifications do you require to study at the Open University?

8. Which three large companies have worked with higher education 
institutions to develop courses which meet their specific needs?

9. Foundation degrees are very flexible. Which mixture of learning
methods do many students choose? 

10. What other qualifications is the NVQ level 4 equivalent to?

11. How many students studied at the Open University in 2006/07?

12. What other qualifications are BTEC HNC/HND equivalent to?

Round 3 Board game: Round 3 questions
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1.  Around 50% of foundation degree students choose to study full time

2.  A portfolio of evidence at NVQ level 4 usually takes 24 months to complete 

3.  Any of the following
a) No entry test 
b) No time limitations 
c) Choice and flexibility
d) Tutor support
e) World expert in distance learning
f) The largest business school in Europe
g) 208,000 students in 2006/07
i) No formal academic qualifications required for undergraduate courses

4.  A full-time foundation degree usually takes two years to complete or part time study 
which you can complete in three or four years 

5. Work-related situations or activities with opportunities for teamwork and in-depth study

6.  Any of the following
a) Equip learners with the knowledge, understanding and skills relevant  to their employment
b) Progress to a full honours degree with just a further 12–15 months’ full-time study
c) A full-time course will usually take two years, part-time courses will take longer 
d) Delivered by colleges, universities (and sometimes by other training providers)
e) Foundation degrees integrate academic and work-based learning
f) Many students study while they are employed to improve their career development 

7. No formal academic qualifications are required for undergraduate courses

8. Ford, BMW and Radisson Hotels

9. Online, or distance learning, work-based learning and college or university attendance

10. Depending on equivalent level on Framework for HE Qualifications (FHEQ), can be either
Cert.HE, foundation degree, BTEC HND/HNC, or first degree

11. 208,000 students

12. BTEC Higher National level 5 (Intermediate) is equivalent to diplomas of higher education
(Dip.HE), foundation degrees, higher national diplomas.

Round 3 answers
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1

Included in this session:

4.1 Applying through UCAS                                                                 
4.2 Personal statement
4.3 The late applications/Clearing process 

This final session guides the participants round the UCAS process and
highlights the important dates in the higher education calendar.

Many candidates fail to impress admission tutors due to ill written and ill
prepared personal statements, so some time will be dedicated to cover
the key elements required in a personal statement and, more
importantly, what not to include in the statement.

The application process
Session length: 30 minutes

Objectives

Introduction

Time

1 Applying through UCAS   5 minutes

2      Personal statement 10 minutes 

3      The late applications/Clearing process  5 minutes

4      Play ‘Getting through the Maze’ game    5 minutes

See Facilitators’ notes for session guidelines on p.84–85

Session
outline

4

 

Unit 4 The application process

U
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On successful completion of this session participants will be able to:

outline the application procedure for UCAS 
list important dates in the UCAS calendar
identify the key points required in personal statements
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For the ‘Getting through the Maze’ game each group will need:

Round 4
1. Board game: Round 4 questions 
2. Board game: Round 4 answers 
3. Coloured counters 
4. Dice

What you
will need

Getting through the Maze – Progression into Higher Education Toolkit
Produced by nextstep Berkshire/Aimhigher/Progress South Central 

Unit 4 The application process

Flipchart
Markers
Overhead projector (optional)
MS PowerPoint (optional)
Paper/pens for participants

Handout 4A: Applying through UCAS
Handout 4B: Personal statement
Handout 4C: The late applications/Clearing process

* Optional additional material

Make Copies Handout 4A: Applying through UCAS (p.88)
Handout 4B: Personal statement  (p.91)
Handout 4C: The late applications/Clearing process (p.92)

MS PowerPoint

Overhead 
transparencies (OHTs)

Exercises
and activities

MS PowerPoint slides 15

OHTs 13

Maze

U
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* Optional additional material

UCAS Advisor Guide 2008 entry
www.ucas.com/website/documents/guides/AdviserGuide08.pdf

UCAS Advisor Guide 2009 entry
www.ucas.com/website/documents/guides/adviserguide09.pdf

UCAS advice on personal statements
www.ucas.com/students/startapplication/apply/personalstatement

Word Power and Personal Qualities checklist (p.84)
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Facilitators’ notes
Unit 4 – The application process

Unit 4 Facilitators’ notes for Unit 4
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Activity 1 –  Applying through UCAS
Explain to the group that they are not expected to take in all the information regarding UCAS
dates in today’s workshop, but they may wish to download relevant extra information
provided in the Handout 5A: Useful information at a later date.

1.Discuss the present online UCAS application system  
2. Issue Handouts 4A: Applying through UCAS, Example of UCAS

timetable 2008/09 http://www.ucas.ac.uk/advisers/dates

Activity 2 – Personal statement
This next session is very important as the content of personal statements can often be 
an obstacle for new students to higher education.

Optional: Before workshop download a copy of:

1. Word Power from Trent University Career Centre
www.trentu.ca/careers/students/documents/ActionVerbs_018.pdf

2. Personal qualities checklist from Maricopa Community Colleges, Arizona, USA
www.maricopa.edu/eod/secureemployment/documents/pers_quality_checklist.pdf

Ask everyone in the group to spend a few minutes thinking about what they are like
as a person, for example, their interests, hobbies and personal qualities. 

What would other people say about them if they were asked to describe them?

Ask participants to write down:

a) three qualities to describe themselves, e.g. conscientious, loyal, industrious 
b) one of their interests or hobbies, e.g. model making, hill walking                           

Ask for a volunteer to come to the front and write down the words used by the
participants to describe themselves.  Write the words on a flipchart as the group call 
out words. Time permitting, repeat for interests and hobbies.

Try to keep this session as active as possible. The material enclosed can be quite
heavy going as there are lots of dates and facts to remember. As this section is towards
the end of the workshop, participants may be feeling a little tired with the amount of
information they have accumulated so far.

Activity 1 –  Applying through UCAS
Activity 2 – Personal statement
Activity 3 – The late applications/Clearing process
Activity 4 – Play the ‘Getting through the Maze’ game
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Facilitators’ notes
Unit 4 – The application process

Unit 4 Facilitators’ notes for Unit 4

Circulate copies of optional ‘Personal Qualities checklist’ featured on p.84 and supply
website addresses.

1. Show PowerPoint slide 15/OHT 13 – Points to remember for your Personal 
Statements

2. Issue Handout 4B: Personal statement

Activity 3 – The late applications/Clearing process
It is important to cover the main dates in the UCAS calendar and in particular the
dates for late applications and the Clearing process.  

1. Issue Handout 4C: The late applications/Clearing

It is sufficient to ask the group to take note of important dates only.  

Read out the details describing the Clearing process and ask the group if they have 
understood the process and who is eligible for it.

Activity 4 – Play the ‘Getting through the Maze’ game

This is the last session in the workshop – keep the energy levels high! 

If no team has successfully arrived at the final ‘HE’ square, then the team who is the 
nearest to it can be congratulated for their efforts.

If a team completes the game before the end of the workshop, you can always start a
fresh game, giving the losing team an opportunity to catch up.

REMEMBER!
The focus of the game is not who actually wins, but that all participants have taken part
and tested their new found knowledge along the way, in a fun, relaxed environment.

Purchase some small prizes eg, mini chocolate bars, any promotional material such as
pens etc, to award to both teams.

Thank participants for their attention and co-operation and ask them to spend a few
minutes completing the Workshop evaluation questionnaire before they leave.

1. Issue Handout 6A: Workshop evaluation questionnaire (p.102)
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Facilitators’
material 

UNIT 4
The Application Process
Handout 4A: Applying through UCAS
Handout 4B: Personal statement
Handout 4C: The late applications/Clearing process

MS PowerPoint Slide 15

OHT 13
Board game: Round 4 questions
Board game: Round 4 answers

Optional additional material
UCAS Advisor Guide 2009 entry
www.ucas.com/website/documents/guides/adviserguide09.pdf

UCAS Advisor Guide 2010 entry
www.ucas.com/website/documents/guides/adviserguide2010.pdf

UCAS advice on personal statements
www.ucas.com/students/startapplication/apply09/personalstatement
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Applying through UCAS

Unit 4 The application process

Handout 4A
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Go to the UCAS website
www.ucas.co.uk/students/apply/ 

Tel: 0871 4680 468 
Email: enquiries@ucas.ac.uk 

Choose your course

You are allowed a maximum of
FIVE choices

If you need help, seek advice

You can ask advice from various sources

• A careers adviser/tutor (if you’re at college)

• Your manager/HR manager (if you are at work)

• Or read a book such as
Choosing your Degree Course & University
by Brian Heap

• Download the Aimhigher publication

Make your dreams a reality
Whoever you are, and whatever stage you are
at in life, taking a higher education course could
help you get where you want to be.

www.aimhigherwm-alps.org/uploads/documents/
doc_41.pdf

Practice makes perfect!
To ensure the quality of the final
version of the form you submit, 
it’s best to practice first on a
photocopy of the form.  If you
are applying electronically, you
can download a practice copy
from: www.ucas.ac.uk

Completing the form:
• Pay attention to your

personal statement.
• Follow guidelines for

application carefully.
• If you need a reference, 

choose someone who can 
offer an opinion on your
academic potential.

Applying

• Ensure you apply before the deadline – especially if
applying for a popular course.

• Pay your fee
In making your application, you must pay the UCAS application
fee of £17, or £7 if you are applying for only one course at one
institution.

• Submit your application form – remember to keep a copy!
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What to include: What not to include:

For more information on personal statements from the UCAS website:
www.ucas.com/students/startapplication/apply/personalstatement
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Personal statement

Unit 4 The application process

Handout 4B

Why you have chosen that course –
what is it that interests you about the 
subject?

The jobs, work experience or
placements you’ve had in your chosen
field. If these inspired you to choose 
this degree, tell them why.

What are you like as a person, your
likes, interests, hobbies and personal 
qualities?

Anything you are proud of that shows 
you can knuckle down and apply
yourself – it could be running a
marathon or raising money for charity.

Don’t mention activities without 
referring to  skills and and experience
gained. Admissions tutors have
hundreds of forms to read – they won’t
have time to ‘read between the lines’.

Don’t refer to experiences that are too
long ago, particularly if you have more
recent experience.

Don’t exaggerate or lie. UCAS has a
verification unit working to identify
fraudulent applications. Any attempt 
by applicants to provide false or 
misleading information could lead to
their application being cancelled. 

Don’t write a statement that makes your
choices look random and not thought
out.

The personal statement element of the UCAS
(Universities and Colleges Admission Services)
application form is very important to any admissions
tutor. It offers a short glimpse into an applicant's
academic and social interests as well as the
opportunity to justify the reasons for your chosen 
course.

In some cases, admissions tutors might only have a
few minutes to assess an entire form, therefore it is
important that your statement makes the right
impression from the very start. 

Here are some tips you may find useful when writing your statement:

Your careers plans for the future after
you have graduated.

Don’t use any elaborate fonts or funny
styles in your statement. Keep to a 
crisp, professional writing style that is
easy for the admissions tutors to
follow.

If you are a mature student, you
should give details of any relevant
work experience, paid or unpaid, and
information about your current or
previous employment.
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The late applications/Clearing process

Unit 4 The application process

Handout 4C

Late application procedure
If applications are received after the 15 October or 15 January deadline, but before the
30 June 2009, they will still be sent to the applicants choices of universities and 
colleges, but they do not have to consider these applicants. Many universities and 
colleges do, however, continue to consider applications for some courses until the end
of the application cycle.

Applications received after 30 June 2009
are not sent to the universities and 
colleges. 

These applications go directly into Clearing.

More information on the ‘Clearing’ process
is featured below.

What is Clearing?
Clearing is used by applicants who have not managed to secure a place at university
or college for the current year. It begins in August and it can help people to find 
suitable vacancies on higher education courses: more than 30,000 people gain a place
during Clearing every year. 

If you are flexible and you have reasonable exam results, there is still a good chance
you will find another course.

Who can use Clearing?
You are eligible for Clearing if you have applied in the current application year and if:

• you have not withdrawn your application; 
• you hold no offers; or 
• your offers have not been confirmed because you have not met the conditions (eg

you have not achieved the required grades); or 
• you have declined your offers or not responded by the due date; or 
• your offers have not been confirmed, and you have declined any alternative offers

from the same university; or
• you have applied after 30 June (11 June for Route B art and design courses). If your  

application was received after these dates, it will not have been sent to any 
universities and colleges. 

When does Clearing take place?
Course vacancies in Clearing are published on the UCAS website from mid-August
until late-September. 
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Unit 4     OHT 13 - Points to remember for your personal statement

OHT 13

Points to remember for your 
personal statement

- Reason for choice of subjects

- Why have you applied for this course?

- Willingness to study at a higher level

- Work experience and relevance to degree

- Information on extracurricular activities

- Career goals

- Personal achievements

- Hobbies and interests

- Any other qualifications

- Planned intentions for gap year
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1.How many course choices are you allowed through UCAS?

2. When did the 2007/08 application process begin?

3. What is Clearing?

4. What should you not do in your personal statement?

5. At what age is a student considered to be ‘mature’?

6. List three things you should include in your personal statement.

7. When is the period for late applications?

8. What is the name of the UCAS online application system?

9. Who reads your personal statement and why is it important to
present your information clearly?

10.What is the website address for UCAS?

11.What type of fonts should you use in your personal statement?

Round 4 Board game: Round 4 questions 

Round 4 questions

95

Higher Education

You are here

Getting through the Maze

2009



Getting through the Maze – Progression into Higher Education Toolkit
Produced by nextstep Berkshire/Aimhigher/Progress South Central 

1. You can choose up to five courses.

2. 1 September 2007.

3. Clearing is a UCAS service that helps people find vacancies on higher
education courses.

4. Don’t exaggerate or lie.

5. You will be defined as a mature student if you are aged 21 or over at the start 
of your course. 

6. Any of the following

a. Career goals
b. Personal achievements
c. Hobbies and interests
d. Any other qualifications
e. Planned intentions for gap year
f. Reasons for choice of subjects
g. Why have you applied for this course
h. Willingness to study at a higher level
i. Work experience and relevance to degree
j. Information on extracurricular activities.

7. The late application period lasts from 16 January to 30 June each year. 

8. Apply

9. Admissions tutors might only have a few minutes to assess an entire form, 
therefore it is important that your statement makes the right impression from 
the very start. 

10.www.ucas.co.uk or www.ucas.com.

11. Don’t use elaborate or funny fonts – keep to a crisp, professional writing style.

Round 4 answers

R
ou

nd
 4

 –
 A

ns
w

er
s

Round 4 Board game: Round 4 answers 

96

2009



Getting through the Maze – Progression into Higher Education Toolkit
Produced by nextstep Berkshire/Aimhigher/Progress South Central 

Progression
Pathways

UNIT 5
Useful
information

97

2009



Getting through the Maze – Progression into Higher Education Toolkit
Produced by nextstep Berkshire/Aimhigher/Progress South Central 

Useful information

UNIT 5
Useful information

Handout 5A: Useful information
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Unit 5 Useful information

Useful information

Choosing an institution

Websites
www.ucas.com/instit/index.html

Books
STUDENT BOOK 2008: 
The Applicant's Essential Guide to Life at University 
Klaus Boehm & Jenny Lees-Spalding

The Virgin Alternative Guide to British Universities
Piers Dudgeon

The Guardian University Guide 2008 
Ed. Donald Macleod 

Choosing a course 

Websites
www.ucas.com
www.foundationdegree.org.uk
www.fdf.ac.uk
www.he.courses-careers.com
www.hotcourses.co.uk
www.direct.gov.uk/uni

Books
Degree Course Offers 2009 entry
Brian Heap
Trotman

The Mature Student's Guide to Higher Education 
Linda Pritchard and Leila Roberts
Open University Press

‘The Times’ Good University Guide 2009 – John O’Leary 

University and College Entrance 
Big Guide 2009  Trotman/UCAS

Handout 5A

Thinking about finance/funding

Websites
www.studentmoney.org
www.studentfinancedirect.co.uk
www.egas-online.org.uk
www.direct.gov.uk/studentfinance
www.ukstudentnews.co.uk
www.direct.gov.uk/en/EducationAndLearning/UniversityAnd
HigherEducation/StudentFinance/index.htm

Books

Students' Money Matters 08/09
Trotman

For students with disabilities

Websites

www.skill.org.uk

Bridging the Gap: A Guide to the Disabled 
Students’ Allowances (DSAs) in Higher Education
2008/09 from www.direct.gov.uk/studentfinance.

Free information line on 0800 731 9133 quoting
reference S/BTGB/V8. There is a free textphone
service on 0800 328 8988. Booklet is also available
in large print, in Braille and on audio tape, free of
charge, by phoning the information line.

Foundation degrees
Websites
www.foundationdegree.org.uk
www.fdf.ac.uk

Student information

Websites
www.nusonline.co.uk
www.uni4me.co.uk
www.studentzone.org.uk

Looking at career options

Websites
www.connexions-direct.com/jobs4u
www.careersa-z.co.uk
www.prospects.ac.uk
http://careersadvice.direct.gov.uk

Careers and information/guidance
http://nextstep.direct.gov.uk/
www.prospects.ac.uk
www.worktrain.gov.uk
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UNIT 6
Workshop evaluation 

Handout 6A: Workshop evaluation questionnaire
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Workshop date:......................................................................................................................

Training location:...................................................................................................................

Participant name (optional):..................................................................................................

Instructions: Please circle your response to the items.  

___________________________________________________________________

Workshop content

1=Strongly disagree  2=Disagree   3=Neither agree or disagree   4=Agree   5=Strongly agree

1. I was well informed about the objectives                     1       2        3        4       5       
of the workshop

2. This workshop lived up to my expectations                 1       2       3      4      5      

Workshop design 

3. The workshop objectives were clear to me                 1       2        3        4      5        

4. The workshop activities stimulated my learning          1     2        3        4      5      

_________________________________________________________________________

5. What other improvements would you recommend in this workshop?

6. What was least valuable about this workshop?

7. What was most valuable about this workshop?

Getting through the Maze – Progression into Higher Education Toolkit
Produced by nextstep Berkshire/Aimhigher/Progress South Central 

Workshop evaluation questionnaire
Progression to higher education

Unit 6 Workshop evaluation questionnaire

Thank you for taking the time to complete this questionnaire!
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