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Aims

To offer guidance to all Sixth Form Tutors, Students and Lead Teachers on the time frames of the UCAS application process.  To ensure quality statements are produced to support student applications
Scope:

All Sixth Form Tutors, the Sixth Form Pastoral Team

Responsibility:

Head of Sixth Form, TLRs Year 12 and Year 13, Sixth Form Tutors

KEY DATES & TIMELINES
All completed UCAS application forms for courses commencing at University in October 2012 or deferred entry in October 2013 will be conducted under the following schedule:

	STAGE 1


	Subject teachers will check & write subject statements 16th May
	Deadline to Lead Teachers
Friday 17th June
SMT to sample check through LM

Monday 20th June to Friday 1st July

	STAGE 2


	All students will register online with UCAS and begin drafting and structuring UCAS statements

Tutor to begin to collate and begin to blend into tutor reference

	Aim Higher Days July 2011

Training & guidance for student and staff

Student to have handed in a comprehensive draft Friday 8th July for tutors to feedback by Monday 18th July student to develop second draft over the summer

	STAGE 3


	One on one tutorial in September for tutor and tutee to work through second draft that students should have created over the summer
	Learning to Learn Day (1)

September - Time with tutor to go over draft (2).  Appointments to be made for each student for tutor discussion

Deadline for personal statements to tutors Friday 16th September



	STAGE 4


	Tutor checking and feeding back to students for amendments to the statements and rechecking

	Student and tutor statements being checked by tutors between Monday 19th September and Friday 30th September

	STAGE 5


	TLRs to proof read and feedback to tutors and for tutors to amend 
	Monday 3rd October to Friday 14th October

	STAGE 6
	Tutors amend & TLRs check
	Monday 17th October to Friday 21st October

	STAGE 6


	SMT sample check and feedback


	7th November - 18th November



	STAGE 7
	Submitted to UCAS
	Two days - 21st & 22nd November 2011

Admin & TLR support required


THERE IS CHARACTER LIMIT OF 4000 INCLUDING SPACES FOR THE REFERENCE
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Featherstone High School Sixth Form

Guidance: UCAS Information
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March 2010
Page 1 of 10

Aims

To offer guidance to all Sixth Form Tutors on writing good references for students

Scope:

All Sixth Form Tutors, the Sixth Form Pastoral Team

Responsibility:

Head of Sixth Form, TLRs Year 12 and Year 13, Sixth Form Tutors
GUIDING STUDENTS

All completed UCAS forms should be sent to TLRs by October Half Term.  This is a final deadline for Featherstone High and you should emphasise to students the enormous advantages to be gained by submitting their form much earlier.

Oxbridge, Medicine, Vets & Dentists

· AW will advise you of students applying for medicine, veterinary and dentistry

· AW will also advise you of students applying for Oxbridge and will have an oversight of the final reference.  You MUST write the original reference.  Extra effort should be made with these.  All Oxbridge references should be written by last Friday in September at the latest and emailed to AW by 4pm on this day

· Forms to AW by last Monday of September

· Forms sent on 2nd week in October to abide by UCAS and Oxbridge closing date

· Please remember that AW is dealing with a large number of forms in a very short space of time so it is essential that your reference is written  and emailed to AW by stated deadlines
WHAT WE WOULD LIKE YOU TO CHECK:
1.  CHOICES

It is the student’s responsibility to make sure that the institution codes, course codes, campus code and any other information required in this section is correct.  We cannot be expected to check this.  It has been stressed to students that it is their responsibility to check that the courses applied for are relevant to their qualifications, interests and future plans etc.  If the student has also chosen to add unit grades then it is the student’s responsibility to check that marks and grades are correct.

2.  PERSONAL STATEMENT

Please advise students of any spelling / punctuation and grammatical errors.  If, however,  they refuse to alter it and are adamant that they like what they have written then make a note on the file when you pass it TLRs saying what you have advised.  This is very important if errors are sent.  If the student is happy to proceed with errors then so be it as it is their statement.   Please mention to students that UCAS will be running all statements through plagiarism software and any found to have been copied will be reported to Universities applied for.  Places are withdrawn from students who are found to have copied parts of their statements from the sources including the University prospectus.  There is a character limit of 3000 including spaces.

Students should complete the form ready for you to check online.  They will be told that they should not send the form to the referee until you have given permission that all is correct with the form.  Once it is sent to the referee then the form is locked and cannot be altered.

You will be given your own username and password and this will allow you to log onto the APPLY system and look at how far our students have got with the form.  This is a web based system and so will not require any storage of forms on the school system.  
All tutees will have access to student’s forms; however, students should also give you a copy of their username and password to ensure they do not forget the information.  If they do lose them then their work on their form will be lost and they will have to start a new one from scratch.
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You have been preregistered with APPLY so that you can access the staff area to check the progress of your students applications.  As soon as they have registered you will be able to follow the progress of the application to see how far each of your tutees has got in completing the form.

To access the staff area than:-

· Type in www.ucas.com and click the APPLY icon

· Click on ‘Staff Login’

· Type in your surname and password which will be given to you and press return

· You will now be able to access the main menu which will take you to all areas of the staff area

· Click on any of the links to take you to the required section.  You do not have permission to access any of the set up facilities and cannot directly add or change a reference.  Only the TLRs can do this.  You can however view all applications in your tutor group. 

· The applications list allowed you to track your students.  Applications can be sorted by tutor group as students have register under their tutor group.

Many admissions tutors have said that they would like references to take account of the requirements of the subject being applied for.  The purpose of this guide is to update tutors to write detailed and useful comments about their students which will enable the student to win a place on the course of their choice at the University of their choice or to gain that all important  interview for a job.

Folders have been created on the shared drive - Go to the staff shared area / Sixth Form NM / Sixth Form NEW FOLDER NM / Year 13 UCAS Statements 201011

· Each tutor has a folder with their tutors surname.  Within the folder you have three sub folders; Subjects Statements Students Statement & Tutor Statements.  Please ensure you use word documents for statements and that ALL work is kept in these folders and updated when necessary.

· In addition to there is a FINAL STATEMENTS FOR SUBMISSION folder.  Once you have finished your student references and the student personal statements then it must be placed into the FINAL folders.    This means that the TLRs will know exactly which reference is the latest version for each student.

· Type in size 11 font (no smaller) in CALIBRI
On the Learning to Learn Days in September you will be able to hold an individual meeting with each of your students to discuss the reference and to find out exactly what the student is applying for.

As soon as courses are finalised tutors will be given two sheets (one for the tutor and one for the student) for each student listing:-

· GCSE results, AS Results

· A2 and AS being taken and UCAS predicted grades

· Other relevant information e.g. work experience completed, hobbies, interests, extra curricular activities and future plans.

In order to write the reference you will also need to assemble:

· The student profiles – one for each subject

· The ‘Students Information for Tutors’ form which should be handed back to you in June.  The student should have recorded information for you to include in the reference on this 

· The students file for any additional information

· Predicted grades for A2s – these will be found on SIMs

· Unit grades

· Additional comments relating to skills from subject staff

· Any comments we have received from the work experience provider – please quote from this if it is good / comments on skills the students demonstrated / developed whilst on work experience.  Students also have the WEX workbook for reference.
· Any additional comments that staff may wish to add in the light of work completed over the summer for example.  
· Up to date Enrichment Tracker
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Depending on the type of course applied for they will be looking for:-

· Creative or practical ability

· Intellectual ability and analytical skills

· Extensive work experience
· Entrepreneurial skills
The reference needs to be tailored to the course applied for emphasising the student’s relevant strengths.  On the whole admission tutors are interested in evidence that the student has certain skills and qualities – they are not especially interested in a narrative of the student’s academic life

Remember – there are lots of very good students around the country.  A mediocre reference will not help an excellent student stand out.  Please do your best to ‘sell’ all of our top students.

The examples given serve to give you ideas of the sorts of things Admissions Officers are looking for …

· Do be wary of using a set of stock phrases and assembling the reference around these

· It is important that the reference reads as though you know the student personally however ensure you refer to the student by their formal name
· Do make sure that you have the right name for the student and that when writing ‘he’ or ‘she’ that you get the correct sex

· When mentioning the course make sure that this is correct.  These sorts of mistakes suggest that either you / or the school has been careless or that you do not know the student very well – neither inspires confidence on the reference.  You should be able to tell in the majority of the cases the course being applied for from the reference.

Below are some examples that will help you with the statements.  Where information needs to be checked/altered/deleted you will see ** either side of the information and the statements in capitals.  

You will need to adjust the size and emphasis of some of the sections according to the student.

1) After the set college introduction

Start with an ATTENTION SEIZING introductory paragraph describing in general the personal strengths and skills of the student and how they relate to the course applied.  For those students who you cannot write this sort of paragraph, write a summative paragraph!  What qualities does the student have which mean that he / she can take responsibility for his / her own work, make new relationships / live away from home/ meet new challenges?  For example:
‘X is well motivated and a mature student who is highly articulate and intelligent.  Always friendly, cheerful and polite, X has developed a good working relationship with both staff and peers and is able to work well both as an individual and as part of a team.  This will serve her well whilst studying for a degree in engineering.  She has an excellent record of attendance and punctuality.  
2) Next discuss the academic qualities

Discuss each subject in a short paragraph.  The comments from the UCAS section of Markbook will be merged into the document at this point for you.  The comments may need a little editing as we would not wish to include the same comment three times over!  Do make sure that comments from staff teaching subjects where the AS has now been dropped are in the past tense.  You will need to edit this section completely as it will be too long for the reference and you also need to remove the subjects and staff codes.  Some examples are:-

‘X’s enjoyment of mathematics is demonstrated by her determination and commitment when facing challenging problems and by her satisfaction in solving these problems.  She is able to conceptualise and to extrapolate information from a variety of questions.  X uses her powers of analysis when approaching difficult problems and offers concise, accurate solutions to a range of problems.  She uses her time well and meets all deadlines for handing in work’.
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‘X is coping well with the demands of the course and she understands the main concepts involved.  She meets deadlines and hands in work on time and is capable of working and thinking independently.  She can carry out and plan practical tasks skilfully’.

3) Predicted Grades

These will be mail merged into the reference and will need the grade entered on the database by the TLR.  These should not be changed under any circumstances without the written permission of the TLR.  Please do not take the students word to increase the grade.  For those subjects being taken at AS this year then in the predicted grade section write – similar grade expected to the above / good pass / anticipated / sound pass anticipated.  Please add in a sentence at the very bottom the predicted grades so that they can be copied and pasted into the predicted box on the form.

4) Course Additions

Any additions will be merged in for you e.g. Citizenship or Extended Project etc.  You will need to edit this section.

5) Then discuss other qualifications and bring out the skills that the student has gained as a Result of these
studies.  If any of this is especially relevant to the chosen course then say so.   For example:-

‘In addition to her A level subjects, X has passed the RSA integrated Business Technology Stage II examination and also the Young Enterprise examination.  She was an active member of the College Young Enterprise group last year, an experience she found challenging and which developed her organisational skills.  Throughout her school life, X has given freely of her time in extra-curricular activities and charity events.  

X has taken part in the School Community Care Scheme and has been involved with a local schools Year 5 project, which involved her mentoring a Year 5 student on a weekly basis to help her improve her literacy kills.  This revealed X’s caring nature and her willingness to help others’.

6) Lastly discuss
The work experience and any special circumstances or characteristics of the student that you feel may affect the performance of the student at interview or in the exams e.g. health, health of a parent or close relative and write a concluding paragraph summarising the main points and skills, making a statement as to how the student is suited to the course applied for.

‘X is a model student, hardworking, conscientious, and enthusiastic and someone who  

unquestionably would cope with the heavy workload on a Law degree at the highest level.  Above all she is determined to do well.  We recommend her highly’.

7) Recommendation

‘We recommend Mary in the strongest possible terms / thoroughly / firmly recommend / submit Mary’s form for your consideration’.

If we cannot recommend a student for the courses for which they are applying then you need to discuss with the student whether they are making realistic applications.  If a student persists in making an application for which you feel we cannot recommend them then please refer to the TLRs.

WHEN READING THE REFERENCE CAN YOU SEE:

· Predicted grades added at the bottom so these checking easily see if the reference is compatible with the grades
· Find the type of course (A level / BTEC) being followed
· Get a clear idea of the applicant’s main strengths and weaknesses
· Get a clear idea of the applicant personality?

· Blend subjects skills and attributes to make the reference read well and flow
· Are personal and academic comments clearly separated
· How effectively does the presentation guide you through the information
· Have you supplied evidence to back up comments made
· Are quotations attributed where appropriate

· Is the balance between academic and personal right
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· Has the referee considered whether the candidate is suitable for a specific subject or type of course?

· Are any weaknesses or other significant issues such as special needs been addressed?

· Is any significant information about the candidate or the school missing?

UCAS use sophisticated software to check all applications for plagiarism.  DO NOT be tempted to use statements from Internet websites or colleagues in other school

OTHER APPLICANTS - Deferred Applications

Even if the student is not applying for anything this year or wishes to defer, you still need to write a reference.  This is because many of our students write to the school after they have left asking for a reference.  If we get them written this year, while they are fresh in our minds, it is much easier than in five years time.

OTHER EXAMPLES FOR STATEMENTS

Student 1

Featherstone High School is an 11-18 non-selective comprehensive school in the heart of old Southall.  Despite being in an area that is in the bottom 20% on the Index of Multiple Deprivation, FHS has received an Ofsted rating of Outstanding and re-established its Sixth Form in 2008.  ……….. has attended Featherstone High for …… entire school career and has shown to be a highly gifted student of outstanding potential

Mohammed is well suited to the study of sport at degree level. He is an excellent practical performer. Mohammed is a superb all round athlete and football player. Mohammed has innate ability and is able to apply himself to any sport. Mohammed achieved very highly in his AS anatomy and physiology exam. His love for golf has meant that he has produced a number of detailed movement analyses as part of his preparation for examinations. His practical performance portfolio was of A grade standard and he displayed comprehensive research of issues related to golf. Mohammed has a thorough understanding of the practical technique of a wide range of sporting activities and this is providing a good grounding for his A2 observation and analysis of performance. He has an excellent understanding of energy systems and the recovery process as well as a superb knowledge of sports psychology, particularly topics such as attitudes, achievement motivation and how these can be applied to practical knowledge.  Through his love of sport he understands how sports psychology has an impact upon sport, strategies for performers, coaches and how Mohammed can apply the principles in his coaching of younger teams. In addition to his academic success he has completed the Community Sports Leaders Award offering coaching and assistance for groups of children in a number of sports including football and cricket. He was the sports captain for his house colour where he engaged with the enthusiasm, passion and competitiveness of other young performers.  He is a great communicator, is well organised and has a mature approach. 

Mohammed has good subject knowledge in mathematics. He has a natural ability to articulate his ideas in mathematics coherently and succinctly. He can see his way through problems and is able to offer a clear overall strategy for solving many mathematical problems. His grasp of the underlying principles behind the mathematics is very good and he can adapt previous knowledge to solve new problems and challenges. Written work is often precise and carefully thought out. His algebra is precise and he has demonstrated a real interest for the subject. He is able to see short cuts in his working and apply them with a good degree of understanding particularly to the more challenging of the A level questions.

In physics Mohammed is an extremely conscientious student, who always listens carefully to instructions and carries out practical work carefully and precisely. If he can, he will apply his sports knowledge in a physical science context. This was evident in his coursework on projectiles, where he compared the lofting of a golf ball to the extra range achieved by the spinning projectile. He understands the idea of percentage error and is able to apply this in his evaluations. Mohammed is a diligent student, who does not give up easily on the more mathematically challenging questions. He has an enquiring mind and prepares himself well for lessons, often doing additional reading around the topic. Mohammed is confident in discussions and contributes intelligent and well considered comments. 
Mohammed is well liked and respected by both staff and his peers and has made a very positive contribution to school life particularly through his involvement in sport. He is a positive student and works well with others. This is especially evident within the tutor group where Mohammed has actively participated in assemblies and inter-form competitions. He is committed to doing well and has high expectations of himself. We recommend Mohammed to you without hesitation.
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Student 2

Featherstone High School is an 11-18 non-selective comprehensive school in the heart of old Southall.  Despite being in an area that is in the bottom 20% on the Index of Multiple Deprivation, FHS has received an Ofsted rating of Outstanding and re-established its Sixth Form in 2008.  ……….. has attended Featherstone High for …… entire school career and has shown …….. to be a highly gifted student of outstanding potential

Manpreet is a very strong member of the drama department. She is an accomplished performer of dance, theatre and musical theatre and she was awarded 100% by the visiting examiner for her AS practical work. This is an excellent achievement, although it is hardly surprising from Manpreet as she is a determined and thoroughly polished performer. Manpreet took one of the lead roles, Sandy, in last year’s production ‘Grease’. She is very confident when on stage and has a beautiful singing voice. Her love for performance has been backed up by an ability to reflect on her performances and also to analyse how she could improve further. Manpreet is currently completing her devised practical piece for her A2 coursework and this involved a considerable amount of preparation and working together as part of a small team with her fellow cast members. Manpreet works excellently with others and displays a genuine compassion and empathy for those she works with. 

In English, Manpreet is a determined and confident student. She is able to use debate to explore complex ideas and extend her own thinking. She asks searching questions and is eloquent when expressing her views. She deals with complex texts with relative ease and is analytical in her responses. Her understanding of the works of literary critics is good and she uses them effectively to inform her own ideas. Manpreet is able to place texts in their social, political and historical contexts and to explore the relevance and significance of them. Manpreet’s written work shows balanced arguments making use of factual evidence.

In Applied Business, Manpreet is an able and effective student. She has good subject knowledge and is able to apply this effectively to any business. Manpreet is a perceptive student who understands how to analyse and evaluate how a business can improve and what factors will influence their decision making. Manpreet performed particularly well on the Unit 1 portfolio on presenting a marketing proposal. She understood the theory behind marketing and was able to apply this to her chosen business. Her communication skills are excellent and her confidence in delivering her proposals was very professional. Currently Manpreet is studying strategic decision making and is tackling the topic of critical path analysis. She is also creating a business plan for a wedding photography business. 

Outside of school Manpreet has also made the very most of all opportunities to practice her art.  It is notable that Manpreet has combined her love of performance with a passion for assisting others. This is clear through her experiences of being an assistant teacher at a part time stage school for younger people. This shows that Manpreet has more than merely selfish ambition; she loves performing and all that is related to it. Throughout her school career, Manpreet has made excellent contributions to many of the concerts and productions.  

Manpreet has contributed greatly to ‘tutor group’ life for the last two years. She is pleasant, polite and extremely caring towards others in the tutor group. Manpreet is also very quick to help out with anything that the tutor is involved in, such as planning for assemblies. Although Manpreet has obvious skills in speech and drama, she encourages others in the tutor group to develop their skills rather than dominating. Manpreet is a hardworking, conscientious and extremely capable student and performer who would thrive in an environment with like minded people.  She is a well rounded individual who gets on well with both peers and teachers.  We wholeheartedly recommend Manpreet to you.   
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Student 3

Featherstone High School is an 11-18 non-selective comprehensive school in the heart of old Southall.  Despite being in an area that is in the bottom 20% on the Index of Multiple Deprivation, FHS has received an Ofsted rating of Outstanding and re-established its Sixth Form in 2008.  ……….. has attended Featherstone High for …… entire school career and has shown …….. to be a highly gifted student of outstanding potential

Guled is well suited to studying at foundation level.  His work is unique and he has developed a highly personalised style.  J Guled has a natural flair for the subject and his work has progressed in a very expressionistic and confident manner since GCSE.  He is able to discuss his work in depth and with enthusiasm.  He makes effective use of all elements of his research and his work is well contextualised.  He can absorb new ideas and concepts with ease and is able to take the ideas presented him and interpret them in a personal and inventive manner.  Guled embraces the opportunity to develop new skills through the handling of a range of techniques and media and his work is well executed.  In the last year Guled has begun to concentrate on the more graphic nature of art and has developed a highly graphical style of working.  He is particularly enthusiastic about the study of animation and illustration and is eager to be given the opportunity to develop this side of his art further.  Guled approaches his work with maturity and a high level of commitment and his record of attendance and punctuality are excellent.  Guled is a positive and hardworking student and always makes the best of the opportunities offered him.  He is passionate about art and he is eager to further extend his knowledge and existing skills.

The quality of Guled’s artwork is excellent and his presentation skills, evident in his sketchbook and final pieces are superb.  He treats his subject matter with great thought and sensitivity.  He is a disciplined and talented student and would be well suited to study at foundation and degree level.

Guled is a strong member of the theatre studies class who uses his considerable experience in a consistently constructive way. He is reliable, punctual and eager to do well.  Guled has opinions and is prepared to express them in a sensitive and honest way.  In all aspects of artistic creation (rehearsal, scripting, devising and staging), Guled has opinions and is prepared to express them in a sensitive and honest way.  This makes him a vital leader of the process.  However, Guled also takes direction well and listens with care and understanding.  Guled is prepared to take risks and will push himself and others to explore a range of artistic possibilities based on good practice and growing insight.  His performance knowledge is extensive for someone his age, yet he remains open to new approaches and also develops his range of response by making intelligent links between and across genres and has a strong grasp of context.  Guled has performed in shows and has helped backstage in many productions beyond school. He has always been keen to be involved at whatever level is required; be it a starring role in major productions or a minor cameo piece. Guled is currently an assistant director on the school production and leading figure in the house music group. 

In product design Guled continues to display the positive qualities identified by his other teachers.  He is a reliable student who always displays a positive attitude to his studies.  He is articulate and always willing to contribute to class discussions with intelligent and well thought out comments.  Guled has good subject knowledge and is an independent learner.  He has contacted international companies to gain an in depth knowledge of manufacturing processes and has studied and assimilated the information very well.  He has good communication skills and has a distinct style of presentation.  He makes full use of his strong drawing ability and it has proven to be an asset in the study of this subject.  
As well as a strong academic record Guled also has an active extra curricular life and he has a passion for the creative arts.  Guled is well liked and respected by both staff and his peers and has made a very positive contribution to all aspects of school life.  He is a mature and reliable student who is able to maintain a high level of academic achievement whilst volunteering his time to interests outside of the classroom.

We have no doubt that Guled will thrive on the opportunities and challenges that university life will offer and we are certain that he will be an asset to any arts programme.  We recommend him most highly and without reservation.
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Top Student - English

Featherstone High School is an 11-18 non-selective comprehensive school in the heart of old Southall.  Despite being in an area that is in the bottom 20% on the Index of Multiple Deprivation, FHS has received an Ofsted rating of Outstanding and re-established its Sixth Form in 2008.  ……….. has attended Featherstone High for …… entire school career and has shown …….. to be a highly gifted student of outstanding potential.  Tom is an outstanding student who thoroughly deserves a place on a degree course for English, he has gained 10 GCSE passes all at A* or A and achieved excellent AS results.  

There is no doubt that Tom has a real flair for the study of English Literature.  He is widely read and has a natural intellectual curiosity.  He is an independent thinker who is able to articulate informed opinions and demonstrates an excellent appreciation of the ways in which writers’ choices of form, structure and language shape meanings.  In his AS year Tom achieved full marks for his courswork essay which examined the significance of blindness in King Lear: this piece showed depth of analysis, a cogency of discussion and the independent judgements were typical of Tom’s work.  One of his current teachers has recently remarked on what he considered was a ‘superb’ first essay on The White Devil’: the piece as both insightful and perceptive and showed excellent use of illustration and stylistic analysis.  Tom is also studying History and Government and Politics.  In history he has shown himself to be a gifted historian who demonstrates a mature level of thinking when interpreting ideological standpoints.  In his essays he constructs clear discussion and uses supporting evidence effectively.  He has demonstrated high order evaluative skills when examining primary sources.  Similarly Tom’s teachers of Government and Politics have commented on his excellent understanding of political institutions and processes and the relationships between them.  He has a firm grasp of relevant concepts and theories and is confident when using political vocabulary.

Tom has a wide range of interests.  He attended a creative writing course as part of the schools wider skills week and showed himself to be a mature and reflective writer with his work obviously informed by his wider reading.  While at school he volunteered as a peer mentor supporting younger students within the school.  All of Tom’s teachers recognise him as a focussed, committed and independent learner.  He has many exceptional qualities, including being a delightful person and would be a credit to any university.  
Predicted Grades:

English Lit (A2) – A

G & P (A2) – A

History (A2) – A

N.Sahota – Travel & Tourism

Featherstone High School is an 11-18 non-selective comprehensive school in the heart of old Southall.  With 60% of students receiving EMA and 28% FSM and despite the area being in the bottom 20% on the Index of Multiple Deprivation, the school has received an Ofsted rating of Outstanding.  Within the context of the school, Nabtirath has proven herself to be a student with a sharp and efficacious approach to her work.

Nabtirath is a capable, likeable and caring individual. Her motivation throughout the year and her fascination for her subject, particularly anything related to the influential world of Travel and Tourism, has been very apparent. Nabtirath is an eloquent and productive character, who uses her talents on paper and in class discussions. Her choice of subject for BTEC was very well thought of and reasoned in order to pursue a career in the Travel and Tourism industry. 

Indeed, Nabtirath has demonstrated that she has made very reasonable progress this year in Travel and Tourism, therefore deepening her understanding and acquiring significant aptitudes. This evident enthusiasm for Travel and Tourism was commented upon by Nabtirath’s teacher, who refers to her keenness at studying topics such as factors of appeal for long haul destinations and the role of cabin crew during a flight.

 Nabtirath’s lucid and practical approach led her to put into practice these newly learnt skills and knowledge into her work experience placements. Indeed, she worked with Sri Lankan airlines at Heathrow Airport in different areas, such as the check-in desk where she dealt with passengers very successfully, thus developing and enhancing her communication skills. Additionally, she spent time working in the offices of the company where her team-work, time management, data keeping and organisation skills flourished.

Nabtirath also worked in the restaurant of the Comfort Heathrow Hotel in order to experience the varied aspects of the Travel and Tourism industry. She gained invaluable experience at dealing with clients in a different context and this indubitably broadened her understanding of how different organisations function in diverse situations. Her courteous side and her amiability were very appreciated by all, clients, customers and employers. Nabtirath showed remarkable pertinence as she transferred back these notable new skills to her Travel and Tourism lessons in order to understand methodologies, thus manifesting rigour and circumspection. 

Her teacher in that subject is hence assured that Nabtirath will commit herself to her chosen career and we are delighted to support her application and do so without a doubt.
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H. Judge - History

Featherstone High School is an 11-18 non-selective comprehensive school in the heart of old Southall.  With 60% of students receiving EMA and 28% FSM and despite the area being in the bottom 20% on the Index of Multiple Deprivation, the school has received an Ofsted rating of Outstanding.  Within the context of the school, Harvir has shown himself to be an absolutely outstanding student of the most notable scholastic aptitude.

Harvir’s description of character and attitude to work is a competition of superlatives. Indeed, his History, Geography, Psychology and Maths teachers all concur to say that Harvir is of the highest standard, putting into prominence his motivation, commitment, analytical and critical mind among many others. Harvir is a gentleman of a remarkable personality, extremely well-mannered and invariably willing to assist. He is a character of a considerable generosity, giving up his time for the school and the local community, and is well respected by all his peers and teachers. His choice of subject for his degree is deeply thought off and Harvir has all the qualities needed for the course.  

Indeed, Harvir’s commitment, fascination and aptitude for History are evident, not only from talking to him or reading his essays, but from reading the comments of his History teacher. Some have an ability for a subject, Harvir has an innate talent for his subjects, specifically History. Whether orally or in writing, Harvir will argue passionately, defending his position with vigour, clearly enjoying the cut and thrust of historical debates. This confidence, the use of impressive historical terminology and the historical analysis can be seen in the superb quality of his written work. Moreover, when given a postulate, Harvir is able to use his critical and analytical skills swiftly, helping him to respond and formulate contrasting views. These skills are also manifest in the work he produced for his Geography and Psychology lessons. Harvir can deal with many of the most complex geographical concepts as a result of his sharp enquiring intellect, his astute awareness and his keenness to continually question in order to further broaden his understanding. With such a confidence, Harvir is able to work effectively in groups, at times taking the lead (being a respectful natural leader), or independently, presenting his findings to others or debating his own ideas, whilst still remaining a well-respected class member. His ability to develop discussions, to develop an argument and to consider the other viewpoint of an argument, along with his ability to evaluate theories and research, led him to complete an excellent essay in Psychology on Milgram’s explanations of obedience and compared them to the real life situation of Abu Ghraib. Such a challenge was very satisfactory for Harvir, like the challenges he continuously encounters in Maths. In this subject, Harvir can clearly apply all his powers of analysis to solve problems, exploring the most valid and efficient methods, developing alternative strategies and techniques and offering concise and accurate solutions. Harvir’s enjoyment, commitment and determination are fully apparent in all subjects when facing challenging questions and by his satisfaction in solving, discussing and arguing these questions.

Harvir’s passion for History is not confined to the classroom. Indeed, he dedicates a substantial amount of his spare time going to historical exhibitions at museums, reading extensively about the subject and rediscovering facts and improving his own knowledge through the media, particularly enjoying archive footage as they stimulate his reflective and analytical skills. Furthermore, Harvir has enhanced his academic life with multiple activities, hence gaining many valuable transferable skills. He passed the Sport leadership award (JSLA), which developed his leadership skill, and he belongs to a football club where he continues developing his team-work skill. Moreover, Harvir’s generous heart led him to qualify as a First Aider to potentially save someone’s life and to run 3 miles for Sports Relief where he raised £110. We recommend Harvir to you with absolutely no hesitation as he is a credit to FHS and will be a credit any university. 
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D.Bal – History

Featherstone High School is an 11-18 non-selective comprehensive school in the heart of old Southall.  With 60% of students receiving EMA and 28% FSM and despite the area being in the bottom 20% on the Index of Multiple Deprivation, the school has received an Ofsted rating of Outstanding.  Within the context of the school, has shown herself to be an immensely gifted and talented student.

All Daveena’s teachers mention her natural curiosity for their subjects, her excellent ability to conduct her own research and work independently, the diligence with which she has worked for all her subjects, meeting every deadline for her coursework. Daveena makes the best of her quiet side by participating very articulately, sharply and perceptively in class discussions. Her ambition to pursue a career in Geography is a very informed decision on account of Daveena’s vast interest in the subject, her choice of A level courses and her superb personal qualities.

As a student of Geography, Daveena has demonstrated her ability to undertake a project from start to finish, such as her excellent investigation of the River Pang. Not only can she plan a whole project successfully, but she can analyse different hypotheses, draw conclusive evidence and analyse and be critically constructive about her work. Daveena uses her own knowledge of topics but also extends this knowledge through her own independent research, whether using the Internet or reading widely about the concerned issues, therefore broadening and securing her understanding. This admirable skill is also mentioned by her maths’ teacher, since Daveena is able to solve mathematical problems independently, apprehending the problems sensibly without prompting, showing a lot of self-reliance. Nonetheless, Daveena shows that not only can she work independently, but also be a full member a group, engaging fully and meaningfully in debates on a given topic, for instance in PSHE, or in class discussions in English, where Daveena has proven that she is deeply articulate and responsive. Her English teacher particularly commented on her flair and insight, specifically on provocative contextual and social issues. Daveena is able to transfer these valuable skills to all subjects, as can be noted in the immensely valuable contributions she makes in her biology lessons, where she furthermore extends her knowledge by asking challenging and pertinent questions, or in her maths lessons where her self-reliance, power of analysis and thorough nature offer concise, accurate solutions to a range of problems. Furthermore, Daveena’s enthusiastic approach to learning, dedication to her studies and school life, were fully illustrated in her role as a peer mentor for year 11 biology students, helping them with their exam preparation, an experience that was highly valuable for both Daveena and the students she mentored.
In addition to her studies, Daveena has taken part in many enriching activities over the last couple of years, in order to broaden her knowledge of her school subjects but also to gain invaluable life skills. Indeed, Daveena decided to spend her work experience at Syon Park Tropical Forest, which corroborated her understanding that geography is not just about the natural world but also about ecosystems and has social, economic and environmental impacts. Daveena then decided to extend her knowledge and to help the local community by volunteering to work at the park after her work experience where she continued gaining valuable key skills such as communication, teamwork and problem solving. Daveena is so committed that she applied for a summer school at LSE during 2010 to further consolidate her understanding of global issues. She is also a great asset to the school as she will not hesitate to give up her own time to help her peers, for instance mentoring year 10 students with their revision for their exam, but also seeing to the organisation of the school open evenings and awards evening. We are delighted to recommend such a talented student. 
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D.Sekiraqa – Sport

Featherstone High School is an 11-18 non-selective comprehensive school in the heart of old Southall.  Despite being in an area that is in the bottom 20% on the Index of Multiple Deprivation, FHS has received an Ofsted rating of Outstanding and re-established its Sixth Form in 2008.  ……….. has attended Featherstone High for …… entire school career and has shown …….. to be a highly gifted student of outstanding potential

Dizare is a pleasant and likeable student who works exceptionally well with others in group activities. She is keen to participate in class discussions, and she always brings very thoughtful and insightful ideas which demonstrate her ability to be critical and analytical of theories or concepts. Dizare has shown a particular interest in day care, and led a presentation on the effects on peer relations of day care. A recent spurt of hard work and revision outside of lessons has led to Dizare demonstrating a sound knowledge of psychological concepts and ideas and Dizare should improve upon her grade achieved. Dizare is able to catch up on the work missed in her own time. 

Dizare is a very competent and perceptive Sociology student who has grown in confidence over the last year, showing increasing ability to analyse complex social issues through her extended writing. This is evident from her Unit 2 exam result in which she achieved 120/120 UMS points. In class Dizare is always involved in debate and discussion. She has shown particular interest in social factors affecting the educational achievement of different ethnic groups and in particular the ways in which teachers can influence attainment of their students. Dizare is a well liked and respected member of the class and works well in groups as well as independently. She is unfailingly pleasant, polite and helpful. We have no hesitation in recommending Dizare to you.

Dizare is a highly capable and independent student who is driven to achieve work of a consistently high standard. She is logical and organised, managing her workload successfully to meet all deadlines whilst maintaining her calm, unimposing nature and good sense of humour. She works well both individually and in a team and has the confidence to express her opinion in a group. Dizare has proved to be a strong leader when she has planned, delivered and reviewed sports sessions and reflected accurately on her strengths and weaknesses. She has demonstrated the ability to produce written analysis of topics such as sports participation barriers, selecting data and quotes to back up statements with evidence. It is clear that she has a thirst for understanding the human body and the mechanics involved in sports performance both in theory and in practise.  Dizare’s natural competence and enthusiasm for the subject make her an ideal candidate for a career in Sport Science and I would strongly recommend her. 
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S.Bhatia – Economics (Oxbridge)

Featherstone High School is an 11-18 non-selective comprehensive school in the heart of old Southall.  Despite being in an area that is in the bottom 20% on the Index of Multiple Deprivation, FHS has received an Ofsted rating of Outstanding and re-established its Sixth Form in 2008.  Shefali has attended Featherstone High for her entire school career and has shown herself to be a highly gifted student of outstanding potential

Shefali is a pleasant, amiable and shrewd student, who gets on well with her peers and her teachers. She is ambitious and she would like to fulfil her dream of being an Economist. Her teachers report that she is a very committed, hardworking and dedicated student. Shefali is a delight to teach and makes full use of the opportunities available to her. Above all she mixes well with her fellow students.

Shefali has studied Economics, Maths, Business and sociology at AS level. In Economics Shefali is an extremely gifted student. She has excellent analytical skills and demonstrates a real flair for economics. She is very clever at assimilating new concepts quickly and accurately. She is extremely confident at tackling the most demanding economic problems especially when she sees that she can practically apply her economic knowledge to the present UK economic environment. In this way she has been able to present both her written and oral arguments in a coherent, logical and analytical way. Her evaluative skills are extremely impressive for one of her age. She always holds herself back from jumping directly to a spontaneous answer, rather she gives herself time to think and present the answers in a logical and accurate way supported by evidence from wider reading.  Moreover, she is always willing to listen to advice and act on feedback to improve her work. Shefali is also able to make sophisticated connections between different areas in economics to solve economic problems. She enjoys opportunities to contribute to class discussions with standpoint questions and good commentary, articulating her ideas effectively and intelligently using economic vocabulary confidently. Her use and interpretation of graphs, tables and figures shows a good degree of precision. Shefali’s attitude to learning and study skills are outstanding.  She always meets deadlines for homework assessments and is undoubtedly one of the most talented students I have taught.

Equally Shefali is an exceptional student in Business Studies.  All her work shows a maturity and originality way beyond her years as well as a depth of analysis and evaluation which would be impressive in an adult.  Her essays on small business contain a great deal of relevant research, which is thoroughly analysed with interesting conclusions drawn.  In groupwork, she is usually the leader – a role she assumes as if born to it.  Shefali is a self-reliant, independent mathematical thinker who understands key concepts in mathematics and is able to explore the most valid and most efficient method of solving a particular problem. She is able to communicate mathematically through a variety of written, oral and symbolic forms. She is competent in finding relationships between different mathematical topics and is able to connect them independently without prompting and can draw on those relationships in future problem-solving e.g. algebra and geometry or fractions and decimals. She has an intuitive understanding and feel for numbers and can quickly and sensibly use numbers and can relate numbers and use them in diverse situations. Shefali is keen and excited about mathematics and is able to use models and lessons to independently develop and learn new techniques and is eager to learn new concepts

Shefali is coping very well with the demands of the course and has a good understanding of what she needs to do to succeed. She uses her time well and meets all deadlines for handing in work.

Her sociology teacher portrays Shefali as an exemplary student. She has shown independence of thought and the capacity to pursue an academic course logically and maturely. This is evident from her Unit 1 exam result in which she achieved 80/80 UMS points. Shefali has developed a passionate interest for social issues and she keeps up to date with current events, linking them in with Sociological theories we study in class. This is evident from her independent writing on the complex issues raised in the Education Unit and in particular the topic of increasing marketisation of education. Shefali is very hard working and extremely well organised, always meeting all set deadlines. She is a well liked and respected member of the class and works well in groups as well as independently. Shefali is unfailingly pleasant, polite and helpful. She is an intelligent student who is already showing the skills she would need to undertake university study, for which she is unreservedly recommended. 
Shefali is a truly remarkable student both in and out of school and she has been very proactive in the pursuit of her desire to ultimately be the best academically and within society. She has therefore taken part in a plethora of extra-curricula activities which are all exceptionally exemplary. She is a very pleasant young lady, who is respected by her peers and praised by her teachers.  She was able to demonstrate her leadership potential as the Vice President of the Young Enterprise company. She is a writer and has written articles for the ‘Neighbours’ Paper’ magazine a free magazine about local areas and issues written by volunteers from Ealing. She is member of the ‘Youth2Youth’ – The UK’s first National Young Person’s helpline, run by young people, for young people. Shefali is an excellent role model for our younger pupils, and a great ambassador for the school. For these reasons she has been a regular helper at events such as parents’ evenings, concerts, and plays.
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Shefali has worked diligently throughout. She has always used her time constructively and wisely and her attitude has been faultless. All her teachers say that the quality of all her work shows real talent and she has always achieved the highest grades for her work. She has the maturity to make a real success of her chosen course at university and beyond. Shefali is a gem and I have no doubt that she will prove herself to be a valuable asset to any university. We highly recommend her to you.

Predicted Grades:
Maths (A2) – A 
Economics (A2) – A 
Business Studies (A2) – A  
Sociology (A2) – A 
M.Makkar – Economics (Oxbridge)
Featherstone High School is an 11-18 non-selective comprehensive school in the heart of old Southall.  Despite being in an area that is in the bottom 20% on the Index of Multiple Deprivation, FHS has received an Ofsted rating of Outstanding and re-established its Sixth Form in 2008.  Manjot has attended Featherstone High for his entire school career and has shown himself to be a highly gifted student of outstanding potential.

Manjot is a pleasant young man, highly intelligent, who mixes well with his peers and is liked by his teachers, not just for his personality, but also for his hard work and his desire to do well.  He has proven that he can manage his time well by pursuing his hobbies and maintaining the highest level of academic excellence.

Manjot has studied Economics, Maths, Further Maths and Business at AS level. In Economics Manjot is an outstanding student who demonstrates real flair and passion for the subject. He is skilled at assimilating economic theory and accurately relating it to what happens in the real economic world. He is excellent at modelling the macroeconomic concepts of aggregate demand and supply theory and relating it to the present economic climate in the UK. He is also keenly interested in Keynesian and Classical economics points of view on how to get the UK economy out of recession. Manjot is also knowledgeable at making complex connections between the different areas of economics and he is always delighted to take every opportunity to contribute to class discussions. What fascinates me most about Manjot is that he takes nothing at face value. He makes sure that he leaves every economics lesson with his misconceptions clarified.  Manjot enjoys using correct economic terminology in normal conversation in and out of the classroom to explain what happens to him and around him in his bid to unravel the economic world in which he lives. His use of economic data such as graphs, diagrams and tables is always appropriate in his essays and shows an impressive level of commitment to the intellectual discipline of the subject.  I have no doubt that he will be very successful on a degree course in Economics or a related subject and expect him to be influential in society as a whole during his life.

Similarly Manjot is an excellent student in Business Studies; highly intelligent, exceptionally articulate and capable of extremely original thinking.  His written work is very fluent, rich in appropriate terminology, highly relevant and well-researched.  His conclusions to complex problems and scenarios are well thought out and backed by evidence.  Manjot has also displayed an ability to participate effectively in presentations. 

Not only has Manjot excelled in Economics and Business but he has proven the breath and depth of his intellect by achieving outstanding results in Maths and Further Maths. Manjot recognises, formulates and solves problems in mathematics independently. He understands concepts in mathematics and in Further Mathematics and is able to explore the most valid and most efficient method of solving a particular problem. He is able to independently develop alternative strategies and techniques to solve harder mathematical problems in Further Mathematics. He is a self-reliant, independent mathematical thinker and can evaluate situations and draw logical conclusions. He can use statistical models independently to describe sets of data and model situations. He can estimate sensibly without prompting and is able to make an intelligent prediction of the outcome of an equation or an educated guess about a quantity or measure without prompting.  All his teachers are unanimous in their praise of his abilities and unstinting work ethic in his A level courses. He has displayed excellent proficiency and has achieved highly commendable results and grades in all his subjects and  has shown that he has the ability to achieve a top grade in all his A level subjects and we have no doubt that he will be incredibly successful in his further studies.   His unflinching effort shows that he is not only determined to achieve the highest grades in all subjects but he has also been involved in an amazing array of extra-curricular activities. He has participated in a variety of sports activities. Manjot has the energy and drive to succeed in business world; this was exemplified by his team’s successful performance in the Enterprise Challenge at TVU and contributed a great deal to the School’s winning the Enterprise Trophy, and his role in Young Enterprise was extremely important to the whole team. He has the maturity to continue to give his best and make his chosen degree course pay good dividend. Manjot is a credit to the sixth form and would be an asset to any university. We therefore highly recommend him to you.
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Predicted Grades:
Maths (A2) – A*

Further Maths (A2) – A*

Economics (A2) – A

Business Studies (A2) – A
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FURTHER STRUCTURING GUIDLINES
Name: Feather Stone
Another working example: (4000 characters with spaces MAX).
1. Standard parag with last two lines adjusted to reflect ability and gender of student.

Featherstone High School is an 11-18 non-selective comprehensive school in the heart of old Southall.  Despite being in an area that is in the bottom 20% on the Index of Multiple Deprivation, FHS has received an Ofsted rating of Outstanding and re-established its Sixth Form in 2008.  All students take their AS level examinations at the end of Year 12.  Feather has attended Featherstone High for her entire school career and has shown herself to be a (dependent on ability) highly gifted student of outstanding potential. 

2. Introduction about her character including the subject she wishes to pursue  

(TAKEN FROM SUBJECT STATEMENT – INFERRED READING ) Feather is a likeable, lively and intelligent individual.  She has proved that she can meet the demands of her chosen subjects through being a conscientious and motivated student and by managing her time appropriately.  Feather is a creative young lady with a real passion for literature and sociological concepts. She has a keen desire to understand the human condition and psychological make up of individuals. 

3. Mention the subject that she wishes to study at university first

Feather has studied English, Psychology, Sociology and Biology at AS level. Her study of English has enabled Feather to reveal another side of her ability - namely to probe her own and others’ insights. She has worked hard to develop such skills of insight and concision and translate them much more into her written work. Her coursework is organised and methodical, her Othello coursework being delivered on time and to a high standard, was well researched with some really insightful ideas. Feather makes wonderful contributions in lessons and is able to understand varying interpretations. She is a natural leader and shines in active drama and discussions.
4. Use of connective to blend the next paragraph in.

Similarly Feather has shown a particular aptitude for her studies within Psychology and Sociology where she has been able to demonstrate a depth of knowledge and understanding and she has been able to link areas of study in both subjects.  In Sociology she has been competent and perceptive in her excellence of understanding of concepts and increasing ability to analyse and write about the complex social issues.  She has shown particular interest and passion for the Functionalist perspective on society and can present and defend her arguments on both the topic of Families and Education with real insight. THIS IS EDITED FROM THE ORIGINAL AND IN SOME PLACES REWORDED TO BE MORE CONCISE – DELETE ANYTHING UNNCESSARY 

5. Open with the subject that you are talking about Within Psychology Feather shows a genuine interest in human behaviour. Her contributions to class discussions and answers to questions demonstrate that she does have a great amount of potential within the subject.  She has a curiosity for in theories for abnormality, and produced an outstanding role play of a Cognitive Behavioural Therapy session. Feather is able to construct sound essays, demonstrating that she has the ability to write to a specific format.  Her teacher is confident that with a consistent approach she will succeed in her ambition to achieve a high grade in Psychology. Take the best range from the subject statement -  delete overlaps and repetition from other subjects
6. Do not use the same sentence opener for all paragraphs. To blend effectively, mention all teachers.

Feather works hard in all of her lessons and subject teachers agree that she puts a consistent amount of effort in to class work and homework. She is particularly good at practical work in Biology where a logical and methodical approach is needed. Her teacher says that she has produced excellent presentations working independently at home and has delivered these in a charismatic way. Her main strong points are a meticulous approach to practical work and her ability to bring projects to life during presentations made to the rest of the group. Feather has been making steady progress through the course and is developing important scientific skills which are transferable to other subjects at degree level.
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7. Conclude with a positive personal commendation mentioning positive contributions, personality traits and enrichment (use tracker).  Within the sixth form Feather is a well liked and respected individual who has a good sense of humour and committed to her studies.  She has made many positive contributions to the sixth form and to the whole school by being instrumental in orchestrating the charity Christmas boxes for the local old peoples home and being involved in the peer mentoring programme in supporting lower school students.  Feather is maturing and becoming more independent in her approach to her studies demonstrating dedication to achieve her best.  I am confident that she will make the transition to Higher Education and university life with the same enthusiasm and success that she has already shown.  I am delighted to support her application and do so without any hesitation. Words used must be dependent on their suitability. 
NOTES:

· Avoid mentioning punctuality and attendance (this is assumed) – only mention if nothing else to say about the student.
· Keep stating “All his/her subject teachers agree that….” To provide a holistic overall view

· The introductory paragraph about the student should mention their future ambition or the course they wish to study

· The introductory paragraph about the student should mention their future ambition or the course they wish to study
· The subsequent subjects merely support the initial subject of choice

· UCAS requirement is 4000 characters with spaces (MAX). For your first draft, use this as a guide but if it is over or under at this stage, don’t worry as we can do a final edit in the second draft after the TLR team has fed back to you
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FURTHER INFORMATION:
UCAS is using ‘Twitter’, this will allow students access to information and advice to applicants and to remind them of deadlines and diary dates.  It will also be an invaluable tool for ‘Clearing’ where there will numerous updates in a day.  twitter@ucas.ac.uk / www.twitter.com/ucas​_online 
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Featherstone High School Sixth Form

Guidance: Reference Writing Tutors
Ref: P 106b

June 2009

Page 1 of 9

Aims

To offer guidance to all Sixth Form Tutors on writing good references for students

Scope:

All Sixth Form Tutors, the Sixth Form Pastoral Team

Responsibility:

Head of Sixth Form, TLRs Year 12 and Year 13, Sixth Form Tutors

INTRODUCTION

Writing references for your tutor group can be a rewarding and enjoyable experience.  It is an opportunity to ‘sell’ the students you have been nurturing and coaxing along over the past twelve months.  It is, however, a long and time-consuming process, be reassured that you won’t get references all at once and the process with be spanned over a solid amount of time and will start in the summer term.  You will also have the subject teacher’s comments which will help support your reference writing.  

If at any point you feel overwhelmed and are in need of support the TLRs are at hand to help.  It is important that the earlier you ask for support the better, equally other tutors may be of some support to you.  The TLRs are all able to assist in the process and are very happy to discuss issues, suggest paragraphs or any other assistance that can be given.

It is appreciated the enormous burden this process places on you in this busy term, so do ask for help.  The TLRs will read all references, if necessary, however if drastic changes are made you will be informed and the changes discussed.

I hope you enjoy being involved in your tutees’ future and get infected by some of their excitement.

STARTING A REFERENCE

All references should start with the sentence:

Featherstone High School is an 11-18 non-selective comprehensive school, which is in the heart of old Southall, with a sixth form which re-established itself in 2008.   All students take their AS level examinations at the end of Year 12.

CHECKLIST FOR STARTING A REFERENCE

1. All references are ‘open’.  Please share the reference with students as you write it.  Make sure you show them a printed copy before you email it to me (but don’t let them take the printed copy home!), as this is a great way to check for any errors.

2. Examples of reference models are attached.

3. Evidence/information to collect for the reference:

a) Predicted A2 grades (however, do not write these in the paragraphs)

b) AS results

c) GCSE results

d) Subject teachers’ comments

e) Year 12 progress report (but by now out of date)
f) Any letter/memo which suggests that the student has been particularly strong in his or her contribution to the subject or has struggled to adapt to the demands of the sixth form
g) Your notes from interviews with students; your observations re punctuality, attendance etc.
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h) Any letter which praises students for their involvement in school events, open evenings etc.

i) Students’ involvement with Young Enterprise, debating, Sixth Form Committee, drama productions, house music competition, paired reading, World Challenge, year book etc.

j) Work-shadowing references/feedback from students; any extra work-experience they’ve undertaken; any voluntary work.

THE ‘MECHANICS’ OF WRITING A REFERENCE

1. Write each reference as and when you receive print outs of completed personal statements from students.  Get started early in the summer term with any Oxbridge or Medical candidates.  Do not attempt to write them all in one go!  You need to have the student’s personal statement in front of you so that you can check the examinations they have entered and you can tailor your reference to complement their personal statement.  This way you will avoid repetition and you will make the reference precisely relevant to the courses the student has selected.

2. A good length reference is approximately 500 words.  (The maximum you can fit in is about 580.)

3. Please word process your reference.  Write your reference in “Calbri” font 11.  Save each reference with surname followed by first name in full, like this:



Meston Nicola
or
Webb Andrew

DO NOT BE AFRAID TO MODEL YOUR REFERENCE ON THE EXAMPLES PROVIDED – THERE IS NO PRESSURE TO BE ORIGINAL OR START FROM SCRATCH!

THE CONTENT OF THE REFERENCE – INTRODUCTORY PARAGRAPH

Start with the opening sentence given earlier in this guide.

Brief educational history of the applicant

· Have they always been at Featherstone?

· Any unusual circumstances?

· Anything (personal, family, school) that might jeopardise results, or has led to unexpectedly bad performance in Year 12

Pre-sixth form record

Do not just state what is on the form, evaluate it.  Did the GCSE results fulfil our expectations?  Key words:  exceptional = mainly A*/A, excellent = A*/A/B mix, good = Bs and Cs, creditable = Cs.  You may also want to say, for example, that ‘after somewhat disappointing GCSE results, X has effected a radical turn around at sixth form level.....’ etc.

THREE SUBJECT PARAGRAPHS

Use the paragraphs that teachers have emailed to you as a basis for the reference.  Inevitably you will have to change them round and make them fit the rest of the reference.  The paragraph from the subject that most resembles their chosen university course will come first and be the longest (200 words approx).  The other subjects can be shorter and should backup the student’s aptitude and diligence. 

Predicted grades are now listed separately on the UCAS form, so do not make specific reference to them in the text.  By all means quote from subject staff, but do this sparingly and save it for comments about talent and exceptional performance etc.  On the whole, you should aim to use their ideas and words within your own sentences.

Be fair, honest and positive!  It is easy to signal reservations without being negative.
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EXTRA CURRICULAR / PERSONAL QUALITIES

Evaluate what students have done rather than repeat what they have written themselves.  Ask yourself the following questions: 

What does this reveal about the applicant?  

Does it have any significance with regard to the course they have applied for?  

How seriously pursued is any interest or activity?  

Does it reveal organisational and leadership skills?  

Does it imply an ability to accept responsibility? 

Have such activities been sustained in the face of personal difficulties or disruptions at home during the year?  

Are they organised/highly motivated?  

Do they respond to challenges?  

Do they work well as a team?  

Do they get on with peers and staff?

· Use your notes from small group tutorials

· State on the reference if you feel that the student is unlikely to do themselves justice at interview and give the reasons.

CONCLUDING PARAGRAPH
Draw together the threads relative to the institution or course applied for.

Does the student have the necessary motivation for undergraduate courses?  How well do you expect the student to thrive at university?  How strongly do we recommend the candidate?  Take care over wording in this last part - it is crucial.
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Featherstone High Sixth Form

Guidance: Writing Subject References 

Ref: P 107

June 2009

Page 1 of 4

Aims

To offer guidance to all Sixth Form Subject Teachers on writing good references for students.

Scope:

All Sixth Form Tutors, Sixth Form Subject Teachers, TLRs, the Sixth Form Pastoral Team

Responsibility:

TLRs Year 12 and Year 13, Sixth Form Tutors

WRITING A SUBJECT REFERENCE

The entire reference should be written to support the student’s intended choice of course.  Aspects relevant to this should be selected and the student’s suitability for the course judged.

Before you write a subject reference ensure you know what course the student is applying for and read the personal statement.

WHAT TO INCLUDE

1. Existing achievements, with particular reference to the subject applied for:
Refer to student’s academic ability.  Include a student’s powers of analysis and independent thought.  Mention UMS scores, grades for individual papers, coursework or individual pieces of work where particularly good (do not mention them if they are only average).  Do not include predicted grades, as these will be written by the Head of Sixth Form at the top of the reference.  Make specific reference to aspects of the course and the applicant’s capabilities.  If a student has a low AS Level grade explain why.  

2. Relevant skills

Include here fieldwork, practical and other subject specific skills.  Emphasise skills directly relevant to his/her chosen course.

3. Curriculum enrichment

Comment on relevant work experience, placements or voluntary work

4. Suitability for chosen course

Make reference to the student’s potential.  Refer to academic and personal qualities.

5. Motivation and commitment

Refer to work ethic, ability to meet deadlines, reliability, aptitude for independent learning and genuine interest in study.

6. Other personal qualities

These may be particularly important for their chosen course.  Include initiative, ability to work with others, examples of responsibility, ability to manage workload, organisational capabilities, interests and leadership qualities amongst others.  
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WHAT TO INCLUDE IN REFERENCES FOR MEDICINE, OXBRIDGE AND APPLICANTS FOR MORE COMPETITIVE PLACES.

There is a real need to emphasise the quality of our most able students and where we feel they are very capable of working in a competitive department we need to ensure that admissions tutors know that the applicant is a strong one.

	For Medicine
	For Oxbridge

	· Work with peers – skilled at teamwork

· Range of outside interests – not just science related

· Ability to take responsibility for decisions

· Fascination for science of medicine (not just A level sciences)

· Understanding of the realities of a career as a doctor

· Personal qualities needed to be a doctor

· Ability to manage workload

· Commitment – prepared for continuous learning

· Knowledge and understanding of latest medical information


	· Academic ability and potential

· Ability to handle an intellectual argument

· Aptitude for logical and independent thought

· Open-mindedness

· Motivation

· Commitment and self discipline

· Time management

· Passion for learning

· Examples of work over and above A grade A level work




Where a student is well suited to Oxbridge or a competitive course like medicine the evidence and the grammar you use need to emphasise this.

Examples

· “Within a competitive year group Mohammed is particularly outstanding”

· “Mohammed achieved top marks on 2 out of three AS papers and very high A grades in all the papers”

· “Mohammed is one of the most able ……. in this particularly bright set”

SOME GOOD EXAMPLES OF GOOD PRACTICE

1. Good for emphasising ability of student (including reference to specific AS results)

Mohammed is an outstanding student in this subject, having an excellent understanding of the concepts and precise mathematical skills to reinforce his knowledge. His appreciation of the issues involved in any topic, together with the background reading and his enquiring approach enables him to develop discussions to a level far beyond that required in the A Level programme. In addition to his mathematical talents, he has developed his practical skills and descriptive detail to such a degree that all features of his work are now at the highest level. This was evident in his outstanding AS results in which he achieved 100% in two of his modules, near perfection in the third and by far the most gifted student in his year group. He is undoubtedly a talented individual who will go very far and can be recommended unreservedly for his chosen degree course.

Mohammed has a deep interest in Economics and has undertaken extensive research and background reading for his coursework on the efficiency of public sector employment. His AS results were outstanding, obtaining maximum marks in Micro-Economics, 102/105 in Macro-Economics and a strong A in his third paper.  Mohammed is always an enthusiastic participant in classroom discussions and makes use of the opportunity to provide an historical insight.  He always meets deadlines and displays strong analytical and evaluative skills in his written work.
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2. Good for reference to specific aspects of course

Manmeet is an able and perceptive historian who has grown in confidence over the last year. She showed increasing ability to analyse and write about the complex issues raised in the Church and State paper. She also showed excellent understanding of the Dutch Revolt and wrote detailed essays comparing the factors involved. In class Freda is always involved in debate and discussion. She is a well liked and respected member of the class and works well in groups as well as independently. For Manmeet’s personal investigation she is currently researching the extent to which the execution of Mary queen of Scots by Elizabeth I was due to religious concerns. We have no hesitation in recommending Freda to you; her ability and personality will make her an asset to any university.

3. Good for explaining students underperformance and making reference to potential (including

        retake information)

Mohammed is an articulate and very intelligent student whose Geography AS result does not reflect his true ability and was below his achievement throughout the year.  It can be explained by a disappointing result in the physical paper, whereas he achieved grade A in the human and geographical skills papers.  His retake of one module will certainly ensure that he is able to achieve a grade A at A'level.  Mohammed has a quick grasp of all aspects of geography, from abstract geographical models to statistical techniques used in analysis.  He readily participates in discussion and his written work is concise and of an excellent quality.  He demonstrates a genuine interest in the subject and has clear ideas about a number of topics. He demonstrates an independence and initiative in his approach to his work which will set him in good stead for university.

4. Good for including factors influencing performance

Manmeet has been an excellent student in Psychology. She has a natural flair for the social sciences displaying a critical, and often insightful, approach to topics under study.  Manmeet clearly has a deep rooted interest in people and their cultural experiences and always brings this interest to class discussion and debate. In addition, Manmeet produces written work of a good standard. Due to personal circumstances she has only completed one AS unit to date but she will be taking two AS units and one A2 unit in January.  Freda has the motivation and ability to achieve a good grade in these papers and is expected to achieve a good grade in June. She is very well suited to study Social Anthropology and we recommend her to you.

HELPFUL PHRASES FOR THE LESS POSITIVE THINGS YOU WANT TO SAY

1. For those with poor motivation, attendance etc.

Mohammed’s contributions to class discussion demonstrate that he clearly has the aptitude to achieve higher than his current predicted grade.  However, a lack of direction in Year 12 led to some disappointing examination results and in particular a poor coursework performance. 

Mohammed has matured as a mathematician in Year 13. He has begun to be more responsible in his approach to attempting and completing homework, which has improved his understanding of topics in the lessons. He asks relevant questions during a lesson to ensure that he understands the topic being covered.  Mohammed continues to struggle with his attendance; however he is able to catch up on work missed in his own time. 

Mohammed is a likable student and with a more consistent approach will succeed in his studies at university level.

He is learning to work independently and manage his time effectively. 

Mohammed joined the school in year 12 and found some difficulty settling down to new subjects in a new environment.  He is capable of a much better grade than the E grade he achieved in his AS examination. 
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2. For those who struggle more academically

He works hard, but can find new human and physical concepts difficult to grasp at first. 

She is currently working on her essay style, focusing on selecting and organising material for discursive answers. 

She is developing her understanding of the topics covered and should improve upon her grade.  

He has struggled with various parts of the art course but interesting and original ideas are his forte.  

Manmeet struggles with some of the more academic aspects of her course but she works hard to overcome her difficulties with varying degrees of success. 

He finds descriptive work challenging but has improved in the past year and can construct a logical argument to explain chemical ideas. He is better at quantitative chemistry, producing clear and correct solutions to problems. 

However, her scientific and cultural knowledge are more limited, 

Whilst her understanding of ideas is not instinctive, she is a good learner and applies advice well. 

FINALLY SOME DOS AND DON’TS!

Do …

· Be positively realistic
· Be as specific as possible

· Write reference in light of students chosen course

· Explain underachievement 

· Explain lower grades and where students need to improve

· Be honest

· Use grammar and language which will highlight the strength of more able applicants or highly recommended applicants

· Ensure your references differentiate in terms of academic ability, personal qualities and suitability for chosen courses.

Don’t …
· Repeat information contained in the students’ personal statement

· Refer to institutions chosen by student 

PARAGRAPH FOR SUBJECT DATABASE

Deadline for completing all subject references will be in the first week in July.  There needs to be just one reference per subject; shared groups should liaise between teachers and write a single paragraph co-operatively.

The paragraph should be about 200 words long for subjects that they are not studying at university and about 300 words long for the subject they hope to study at university.  Please try to make it positive and optimistic.  Do not refer to actual A2 predictions.  For more information about writing a good subject reference please refer to the reference writing guide (P106), or speak to your Lead Teacher.

Please keep a copy of the paragraph saved in “Word”, just in case there are network problems in the future.
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Aims

To offer guidance to all Sixth Form Students & Teachers on writing good personal statements and what should be included.
Scope:

All Sixth Form Tutors, Students, the Sixth Form Pastoral Team

Responsibility:

Students & Tutors
INTRODUCTION

Students will need to provide a brief but strong explanation as to why they wish to study their chosen degree / course at University.  Students will need to demonstrate what ‘PERSONAL TRIGGER’ captured their interest in the subject.  This trigger could be:

· A passion for the subject area

· A book

· Museum Trip

· A documentary

· A childhood experience

· A teacher

· Work experience

Students will need to develop this ‘trigger’ and discuss why it became important / significant and inspired them to want to take it further a university course / career.  Students will need to relate it to current affairs and or its place within society.

Students should draft some ideas, to help structure thoughts:

	What was my personal trigger?

	How does my subject relate to society or current affairs?



	Which aspects of the course am I really looking forward to studying in more detail?




THINK:

· Why do you love the subject

· Focus on specific areas of interest within it

· Ensure that you have read the prospectus and that the course is specific to what you want to do

· Only use a quote at the beginning of you introduction IF …

1.    It directly links to the course and why you want to study it

2.    You understand the quote and;
3.    It makes it flow neatly into the text you are writing
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SUBJECT INTEREST

Students need to look at the subject areas and reflect on what skills they have acquired or developed within them.  They need to look at what aspects they enjoyed and how they relate to the course they wish to study at university.  If students want to study a completely new subject area then they need to think about what skills they are learning now and how they relate to the course they wish to do, for example, essay writing , critical analysis, research or logic.

	
	A Level / BTEC 1
	A Level / BTEC 2
	A Level 3
	A level 4

	Skill 1
	
	
	
	

	Skill 2
	
	
	
	

	Skill 3
	
	
	
	


Students need to think about what they do outside of their subject areas.  What wider reading or activities have the got involved in to broaden their understanding of their chosen university field, you must  think how it relates.

	Activity
	Tick
	Description
	How and why has it made you more suitable for your university course



	Reading
	
	
	

	Theatre Trips
	
	
	

	Exhibitions
	
	
	

	School clubs
	
	
	

	Clubs outside of school
	
	
	

	Voluntary work
	
	
	

	Museum Trips
	
	
	

	Historical sites
	
	
	

	Tips abroad
	
	
	

	Communities activities


	
	
	

	Documentaries
	
	
	

	Articles
	
	
	

	Work experience


	
	
	

	Workshops
	
	
	

	Music Lessons
	
	
	

	Master Classes
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WIDER SKILLS

Students need to touch on their wider non academic achievements both in and out of school and it does not necessarily have to relate to their course pursuits at university.  Some suggestions are below which can be highlighted with activity examples.
	Skill
	Activity

	Communication
	

	Commitment
	

	Time Management
	

	Teamwork

	

	Initiative
	

	Public Speaking
	

	Sense

of Responsibility
	

	Adaptability
	

	Organisation
	

	Leadership
	

	Research

& Analysis 


	

	Reflective/ Thoughtful


	

	Interpersonal Skills
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FIRST DRAFT

Admission tutors are looking for your passion for the course you have chosen and evidence of things that you have done IN and OUT of school which support this – the more outside of school the better.  Skills such as time management, teamwork are key.    If you can ‘match up’ skills and things you have done to demonstrate your interest in your chosen subject then you are at an advantage.  

An example would be working in a local health centre in pursuit of a degree in medicine which required you to develop your communication skills, contributing to meetings and interacting with patients.

	Introduction

Discuss the reasons for choosing the specific course, explaining why the subject is significant to society, personal reasons to study the course, focus on specific areas within the course

	Your interest in the subject (school)

Talk about how your academic studies have inspired you

	Your interest in the subject (outside of school)

Demonstrate evidence of broadening and strengthening your understanding of the subject, talking about extra-curricular activities related to the course

	Personal / Wider Skills

Write about your hobbies and the skills you have developed.  This does not have to course related.  Discuss extra curricular activities not related to the subject directly and include skills developed


	Summary
Reasons for studying the course and suitability
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POSITIVE PHRASING

Students need to make the statement positive, below are some phrases to help students create and structure sentences when discussing things that have been involved in.  Students must CHECK and RE-DRAFT their personal statement and they must seek their tutor’s advice through small group tutorials.  Here is a guide of what you should be doing:
	Furthermore                    Enable Me                    In addition                 Used my initiative  
                Thrive under pressure                            Strengthen                          Explore my interests           Enhanced                                           Skills I have gained                      The opportunity                                                     Participated in                                 As well as                                                       I learnt from               
       Taking part in                                     Creatively                                  This has furthered my                                           Moreover                                              Reinforced                                     Commitment                            
                  Using my  initiative                         I undertook                                 Responsibility                              Efficiently                                    Hard work                       Benefit                            My pursuits                                                                                                Broadening my interest                                     I aspire to                               I particularly enjoyed                     My passion for                                                         Rewarding                                   I continue to develop                                                              Combining … with … has taught me                                             Through attending                                             This has expanded my knowledge of …               I have acquired the skills which …                               I was determined to …                              To improve my                              My involvement with …

I believe in                                    I am passionate about …                       I thrive to …


· WRITE STATEMENT

· CHECK IT

· LEAVE IT FOR A FEW DAYS

· GO BACK AND READ IT – CHECK IT WITH YOUR TUTOR

· REMOVE OF REPETITION OR WAFFLE

· EVERY LINE SHOULD BE A NEW REASON FOR AN ADMISSIONS TUTOR TO SELECT YOU

· GET YOUR TUTOR TO RE READ IT

· ENSURE THAT THERE ARE NO SPELLING OR GRAMMAR ERRORS
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