Chesterton Community College
Student Guide to applications for
Post-16 courses

YOUR TUTOR WILL GUIDE YOU ON THE TIMING OF THIS PROCESS

These are made online through the website
www.ucasprogress.com known locally as Search and Apply
Your user name: ………………………….. Password:…………

This guide is here to help you, if you need it.
The process is, however, very
straightforward and easy to use

Please be aware that your tutor, Miss Heggan and Mrs
Martin can access your information at any time during
the online application process and can help you at any
stage. Just pop in and see us.
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Step 1 – Visit www.ucasprogress.com

and use your user name and temporary
password given to you by your teacher to
log in for the first time.
Step 2 – Set your new password as
instructed on the site.
Step 3 – If you want to reset your
username and password click on
Account
Step 4 – Search for the courses
that you would like to apply for.
1. Type in your post code
2. Click on how many miles you are
prepared to travel to study.
3. Click post - 16 courses
4. If you want to search for a
particular place (college or
sixth form provider) type in the
name.
5. If you want to search for a
particular subject, type in
the name.
6. Click on Search.

Step 5 – Click the yellow button to
add the courses that you are
interested in and these will be
saved into your Favourites.
(You will submit your application from here after
you have completed your profile and it has been
approved by Miss Heggan and Mrs Martin)
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A. Complete your Profile

The summary will tell you what you must do to complete your profile, so work your way
through each section and follow the instructions. You will be able to save everything you
add, but you will always be able to go back and change it even though you have saved
it as complete. Remember to press ‘save’ after each section.
Step 6 – Complete the unpopulated sections
of your personal information.

Step 7 – Do not complete the Qualification part of
your profile. This will be completed by your form tutor.

Step 8 – Add any experience of work you have,
either in school or outside of school. If you do not have any,
click on “I have added my work history”.

Step 9 – Complete your personal statement
by writing it in a word document and then
cutting and pasting it into the Personal Statement
section. ALWAYS save a copy.
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Step 10 – Complete your profile
Information by checking that your
contact details are up to date.
Really important!

Your reference will be completed by the school, and this will complete your profile.

B Completing your Post 16 Centre and course choices
Step 1– Click on Applications at the
top of your site and follow the
instructions. You will see your favourites
listed.

Step 2 – Click on Start a new application
Step 3 – You will be asked to choose from your favourites
the providers you would like to apply to.
Most students will apply to two centres but some may wish to apply to more.
It is very important, however, to put your order of preference on your personal statement. Some 6th form
centres only grant you an
Interview if you put them down as 1st choice.

Click the courses
you want to apply for and
press ‘Save application’
This will link the courses
to your profile and produce
your application.
This will automatically go into drafts - but will not be sent at this point.
If you change your mind about the application you can
click the button on the draft page and start again

Your whole application will be checked and
approved by the Careers team. The system will
then allow you to finally submit your application to
the Centre.
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Step 4 – Once it has been approved, you can
go back into Applications and go into Draft
Click submit for each application. (You will be asked to tick a box
to agree to share your application information with the Post 16
centre – then click submit to send)
Some colleges may require you to answer further questions as part
of your application. If this happens, follow the instructions and
answer the questions.
Step 5 – Submit will ensure that your application is processed and
sent. The status bar on Stage 2 will state that your application has
been submitted

Step 6 – The Post 16 centre will acknowledge that they have
received your application and this will show in Stage 2

Step 7 – In the second half of the Spring Term, the Post 16 centre will
contact you by post or telephone to invite you for an interview.
You should know which colleges have offered you places conditional
on your GCSE results at the beginning of the summer term. You can
accept as many offers as you like.
Now you need to concentrate on your exams!
Good luck!
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