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UCAS Reference Writing: Guidance notes for tutors

The reference on the UCAS form is marked OPEN REFERENCE.

The College policy is that we do not explicitly show the reference to the student. However, references may be viewed on request by the student, upon completion of a reference request form in accordance with the Data Protection Act and in line with the College’s Data Protection Policy (request form is attached at back of guide).  This would incur an administration charge.  It is therefore important the any comments made are factual and evidence based. 
Length
References should be concise, since there is limited space. The maximum which will fit into the space is 4,000 characters (this includes spaces) or 47 lines (this includes blank lines), whichever is the shorter. Unfortunately, you cannot use bold, italics or underlining in the reference. If these types of formatting are used, they will be removed from the text when your reference is pasted onto the application and saved.
Font

Please word process and check the reference if possible. Use Times New Roman 12 point, as your reference will be converted to this when entered onto the UCAS Apply website.

Format

A suitable format for the reference is:

· An introductory paragraph which conveys concisely the student’s main personal and academic qualities which can incorporate achievements from school and college. A comment on the student’s GCSE profile can be included, e.g. ‘excellent GCSE profile’ and any positions of responsibility, e.g. Head boy, school representative where appropriate. If a student has dropped an AS Level, the grade achieved could be included along with a sentence stating that the student has decided to ‘continue with three subjects onto A Level’

· A paragraph on each subject being studied, incorporating the predicted grade for A Level at the end of each paragraph. Indications of the types of work the applicant has excelled in should be included. The academic strength of a good student can be illustrated by stating their position in the year group in examinations if appropriate

· Concluding paragraph commenting on appropriate personal qualities such as motivation; powers of analysis; communication skills; independence of thought; interests and achievements; factors that might influence performance; health or personal circumstances if relevant to the application. You could also include any relevant comments regarding any contribution the student has made to college life. It is important to include suitability for chosen course applied for.

Changes to UCAS for 2013 entry
· Application Fee: The UCAS application fee has been increased from £22 to £23 for two to five choices and from £11 to £12 for a single choice
· Applying to the Universities of Oxford and Cambridge: Applicants can apply to only one course at either the University of Oxford or the University of Cambridge. They cannot apply to both universities. It is the exception to this that has changed. If an applicant will be a graduate at the start of the course and is applying for graduate medicine (course code A101) at the University of Cambridge, they can also apply to medicine (course code A100) at Cambridge, in addition to being able to apply to graduate medicine (course code A101) at the University of Oxford. No other combinations are permitted
· Course Finder: The replacement for Course Search in UCAS. Course Finder is the new intuitive search engine available at www.ucas.com/coursefinder. Developed to accommodate actual user requirements. Course Finder enables applicants to search courses by a wide range of features including subject, qualification, region and campus. There is also the ability to filter searches by fees, professional bodies, entry year and whether single or combined subjects. Course Finder for 2013 UCAS courses will be live from May 2012. Course Finder gives entry requirements for courses and access to university and college websites.
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Example UCAS References

Example 1:

_______________ came to Neath Port Talbot College in September 2010 having obtained an impressive set of GCSE results from Cefn Saeson Comprehensive School. ___________ also achieved a distinction in her BTEC First Certificate in Performing Arts. As a pupil of Cefn Saeson Comprehensive School, _______________ not only concentrated on her academic studies, but participated fervently in school drama productions and was a reliable member of the choir. In recognition of her dedication and commitment to extra-curricular activities, ___________ was made a prefect and performed her duties in a diligent manner. Her subject lecturers have made the following comments about her ability.

In Law, ______________ is an intelligent and talented student who can be relied upon to make every effort to gain success. She has made excellent progress during the first year and revealed that she has the communication and research skills needed at this level. Her work shows excellent preparation and she works well in both individual and group situations. She has responded well to all tasks set, showing a mature, responsible attitude towards her own learning.                            Predicted A Level grade: A*

In English Language, ______________ did really well at AS Level only missing a grade A by a few marks. She is to re-submit a piece of coursework in May and this should secure her A grade. ____________ is a conscientious student and works hard to achieve the best marks of which she is capable. She is already underway with the second year research project and it is predicted that ___________ can achieve top marks for this piece of work. She needs to ensure that she does equally as well in the media text to get an overall A grade. _____________ has well-developed analytical and critical skills that are essential for the study of this subject.                                   Predicted A Level grade: A

In Drama and Theatre Studies, ______________ is cheerful, always willing to work and demonstrates an excellent level of initiative and independence. She participates well in class discussions making perceptive comments. Her contribution to practical activities demonstrates her excellent ability to come up with creative workable ideas, and to shape material effectively to achieve the best outcomes. Through practical sessions, she has shown a clear understanding and a very good ability to explore and interpret character, both in the role of actor and director. She works well under pressure and is keen to develop her skills as a performer through taking on new roles that will take her out of her comfort zone. ____________ possesses good powers of analysis, her oral communication skills are excellent and she always uses the appropriate vocabulary and terminology. Predicted A Level grade: A

In the Welsh Baccalaureate, ____________ has made a very good impression since the start of the course. She has made some salient points during discussions on the position of the Welsh language and economy. ____________ is independently carrying out research to complete the problem- solving assignment. Her systematic approach to her work will ensure that she will produce an outstanding portfolio of work at the end of the course.                                                                            Predicted grade: Pass

We wholeheartedly support _________’s decision to embark on a Law course. She talks enthusiastically about this course, and has furthered her knowledge and understanding of this subject by successfully completing a work placement at a local solicitors’ practice, as well as attending client consultations at the local Magistrates’ Court. Her passion for Law is second to none. We are confident that she will strive to reach her full potential and will contribute fully to her higher education course. ___________ will be a pleasure to teach; an asset to any higher education course.

(44 lines, 604 words)

Example 2:

____________ came to Neath Port Talbot College in September 2010 having been educated at a local 11-16 comprehensive school, where she obtained a very good set of GCSE results.  While at St Clare’s Comprehensive School, she played an active role in its cultural life by being given a variety of responsible roles such as form representative, peer mentor and _________ was a member of the school council. ____________ also enjoyed participating in many drama and dance school productions.  ___________ pursued her sporting interests while at school and was a member of the rugby and hockey teams, of which she captained on several occasions.  This led _________ to volunteer for the Dragon Sports Scheme, whereby she helped younger pupils with their hockey skills. 
At college, _____________ has made an excellent transition to advanced level and it is predicted that she will achieve some excellent A Level grades. 
In Psychology, __________ is a conscientious individual, who always works to the best of her ability.  Throughout her time in Psychology, ______________ has always demonstrated an enthusiasm for her work and produces written work to a very high standard, with mature vocabulary and appropriate terminology.  She will use her initiative to carry out independent study and willingly undertakes research and reading of psychological literature.  ______________ is determined to succeed and will ask searching questions in class to aid her comprehension.  She willingly contributes to class discourse with insightful and interesting ideas.  _________ is a cheerful, mature and polite young woman. She is well liked by her peers and has a small circle of loyal friends.                                                          Predicted A Level grade: A
___________’s Law lecturers comment on her enthusiasm and the very good progress that she has made in this subject.  She has a genuine interest in Law and is receptive to new ideas and arguments on legal issues. __________ always contributes to class debates and her views are always valuable and well-researched. ___________’s written work is of a very good standard and always presented by the set deadlines.  She has responded well to all tasks set, showing a mature, responsible attitude towards her own learning.                                                                                                                                           Predicted A Level grade: A
In Business Studies, _____________ is a diligent student with a determination to always give her best.  She writes fluently and with an eye for detail and her evaluation skills at this early stage are excellent. She has a keen interest in Business and current affairs and is knowledgeable of the business environment. She has understood the underlying theories and applies these well to relevant case studies and the business world around her.  She takes her work seriously and concentrates well in class, both independently and as part of a group. Her homework is always handed in and she prepares well for tests.                                                                                                                                 Predicted A Level grade: A
In the Welsh Baccalaureate, _____________ has displayed an ability to use reasoned argument, participating fully in class discussions.  ______________ works well in a group and shows a logical reasoned approach to problem-solving.  ____________ copes well with the diversity of issues and different approaches in the course.  For her individual investigation, ____________ is investigating the Comparison of Criminal Justice in Wales and Texas.                                                                                                                                       Predicted grade: Pass
In the wider community, _______________ has been a committed young leader volunteer for her local Brownie group.  _____________ has the patience and approachability to work with younger children.   This shows her to be a dedicated and mature individual.  ____________ is completely reliable and responsible, with a strong work ethic.  She has thoroughly researched the courses for which she has applied and is fully aware of the demands and challenges involved during her studies.  I believe that ____________ will greatly benefit from and make a significant contribution to, studying at degree level.     
(47 lines, 618 words)        

Example 3:

Reference for a third year student

__________ is entering his third year at the College.  He arrived at Neath Port Talbot College from Dwr-y-Felin Comprehensive School with a good GCSE profile.  He underachieved in his A Levels and because we were convinced of his potential to improve and have always been impressed by his approach to study, we agreed to allow him to repeat his second year. __________ followed a programme of AS Levels in Communication Studies, Business, Information Technology and Sociology in his first year. He achieved a grade C in Information Technology at AS level and is continuing with the remaining three subjects at A Level. 

__________ is a pleasant student who has shown a lively interest in Communication Studies. He has demonstrated basic powers of analysis and expression and is capable of producing a good standard of work. He has good communication skills demonstrated in the presentations he has delivered in class and he has demonstrated the ability to work independently.                                                Predicted A Level grade: C

In Business Studies, __________ has worked with interest throughout his course. He is able to make valid contributions to discussions in class and shows an enthusiastic interest in the subject. His written work shows the ability to analyse. His evaluative skills have improved steadily and he applies theory learnt in class to case study situations. He can work independently and his oral communication skills are good and he work co-operatively in groups.                                          Predicted A Level grade: C
In Sociology, __________enjoyed class discussions. Although __________ found aspects of the course difficult to grasp, his powers of expression in debate were good. He was always punctual and his attendance was excellent.                                                                                                                 Predicted A Level grade: B
__________ is a gregarious individual with a perceptive sense of humour. He is well liked by his peers and lecturers. He will succeed in Higher Education and will revel in the opportunity to focus on a course that will match his interests. We recommend him to you.

(25 lines, 324 words)

Example 4:

Reference for Medicine
______________ came to Neath Port Talbot College in September 2010 from __________ where she obtained an outstanding GCSE profile of 9A*’s and 2A’s in her GCSE examinations. She received a College bursary in recognition of these results. In school, she held the position of prefect and was a member of the school council. She received the ‘Coleman Award’ for her achievements in History and was a member of the school orchestra.

______________ made a successful transition to college life, quickly coming to terms with the demands of an A Level course. ___________ achieved some very good AS Level results in the summer of 2011 and her lecturers expect her to continue to achieve excellent A Level grades.

In Biology, ______________ demonstrates very good analytical skills. She has the ability to apply her knowledge to problem-solving. ___________ has developed good practical skills during the AS practical assessment and class practicals. ___________’s written work is logically presented showing very good understanding of complex concepts. The content of her written work demonstrates very good scientific understanding. ______________ has good study and research skills and has the ability to work independently or as part of a team. She is adept at ICT and uses computers freely for both research and presentational work.                                                                                                    Predicted A Level grade: A*

In Chemistry, _________ has shown an excellent ability to learn independently and sustains a high power of analysis and initiative. __________ eagerly welcomes constructive feedback and continuously builds upon any advice given to her. ___________ is able to overcome a range of tasks and problems both in the theoretical world of Chemistry and the practical world. __________’s ability to construct assignment answers is highly impressive and she is able to produce concise, well- researched and intellectual responses with an excellent range of chemical vocabulary. __________ is always eager to help others and is always very approachable and empathetic.                                                       Predicted A Level grade: A*

In Mathematics, ___________ is an excellent student who has a high level of mathematical aptitude. _____________ can understand new concepts quickly and easily and she has the ability to apply her knowledge to solve a variety of problems. ____________ has the ability to think both logically and concisely. ____________’s classwork and homework are always completed on time and to a high standard. ___________ is a sociable and confident young woman who relates well with fellow students and staff.                                                                                                                                    Predicted A Level grade: A

_____________ is a talented musician and applies herself to any challenge calmly and with necessary expertise. She has performed with the College orchestra, function band, Dixieland Jazz band and the theatre and pit orchestras. She has also represented the College in the County Music Service Ensembles and in the highly prestigious National Youth Ensembles of Wales (Jazz and Wind orchestras). For her musical achievements, she has been awarded the College arts bursary. Alongside her academic studies, ____________ has also achieved a number of musical qualifications and will be taking her ABRSM grade 8 saxophone examination in December.                                           Predicted A Level grade: A

_____________ has undertaken work experience of relevance to her chosen course of study, shadowing a consultant psychiatrist at a centre for Mental Health and Well-being and volunteering weekly at a mobile open access play scheme. The work experience has allowed her to make important observations and develop a number of skills. ________________ is very well suited to a career in medicine because she has the appropriate intellectual ability, very good interpersonal skills and practical skills. She also has the drive and determination to be successful in her chosen career. We recommend her to you without reservation.

(47 lines, 597 words)
Example 5:

Reference for Medicine/Biomedical Sciences 
____________ joined Neath Port Talbot College in September 2010 after successfully obtaining eleven GCSEs with excellent grades at Glan Afan Comprehensive School. _____________ enrolled to study four subjects to AS level; namely Biology, Chemistry, Mathematics and Law. She has completed AS Level modules in these subjects and is currently continuing with three subjects to A Level as well as the Welsh Baccalaureate Advanced Diploma. Her A Level lecturers have made the following comments:

In Biology, ___________ is a well-motivated and conscientious student who consistently produces work to a high standard. She quickly assimilates new information and is able to apply this to other areas of the subject. Her attention to detail in both theory and practicals can be commended and she works well independently and as part of a team. ___________ has revealed the potential to make excellent progress in the future and she certainly has the necessary research, analytical and problem-solving skills which are essential to succeeding at a higher level of study. She is a sociable and caring student who relates well to her fellow peers and staff. She is always polite and treats others with respect and is a reliable young lady whose attendance and punctuality have been excellent.                                                                                                                                                           Predicted A Level grade: A

In Chemistry, ___________ has demonstrated excellent analytical skills. She has the aptitude to apply knowledge to problem-solving and has very good practical skills which have been developed during the practical assessment and general class practicals. Presentation of her written work is very clear and concise and she pays great attention to detail in subject-specific tasks. The content of her written work demonstrates a first class level of scientific understanding. ______________’s oral skills are good; expression is clear, articulate and confident. She makes a significant contribution to class discussion and she has a genuine interest in this subject. _____________ is a very capable student. She is motivated and determined to succeed. Her work shows evidence of being very well-planned and is always completed on time. ________________ works well unsupervised and has shown the ability to research information from a range of sources. She is very amiable, positive, vocal, polite and sensible. She is also very sociable and relates well to both her peers and College staff.  Predicated A Level grade: A

In Mathematics, _______________ always works well during lessons and has shown initiative and commitment towards her studies. She has demonstrated good powers of analysis whilst solving mathematical problems and her confidence with the subject has grown whilst completing the AS modules. During the first year of the course, _____________ also attended an extra mathematics class and obtained a Distinction in a Level 2 Additional Mathematics qualification. Her work is well- organised and _______________ always meets deadlines set for work. She is well-mannered and communicates clearly and fluently both verbally and in her written work. She is punctual and has an excellent attendance record. _____________ appears determined to do well.                               Predicated A Level grade: A

_____________ is a hard working, dependable and conscientious. She adapted well to college life and associates well with staff and peers. She has an open, friendly nature which has helped her popularity. _____________ is a pleasant, mature, enthusiastic and courteous young lady and I am confident that she has the drive and determination as well as the ability to successfully pursue a career in the medical field.

(42 lines, 558 words)

Example 6:

Reference for an Oxford English applicant

_______________ came to Neath Port Talbot College in September 2010, having been educated at Dwr-y-Felin Comprehensive School where he obtained an excellent set of GCSE results. ___________ also assumed duties as deputy head boy and was also a member of the school council and he undertook both positions responsibly and with diligence. ____________ made the effective transition to AS Levels and he achieved very good AS Level results in the summer of 2011. His lecturers have commented on his outstanding potential.

In English Language, ___________ is an extremely perceptive and insightful student with highly developed analytical and critical skills. In the first year of this subject, he gained an A grade for both his coursework and end of year examination. His written skills are excellent and he is able to offer reasoned arguments and rationales for his perspectives in class discussions. His second year research project is based around the language use of Gene Hunt, a character in the television series “Life on Mars” and “Ashes to Ashes,” and how the scriptwriters create and re-create character and time period through his use of Tropes and other rhetorical devices. There is not any doubt that he will produce a first class piece of original research, due to his conscientious approach and flair for linguistic analysis.                                                                                                                                      Predicted A Level grade: A

In English Literature, ______________ is a friendly, mature and interested student. He attends well and has taken ownership of his studies and always goes the extra mile to achieve his goals. He is highly proficient in the analysis of poetry, prose and drama and can discuss topics relevant to the course modules in an interesting way. His writing is developing well and shows an organised intellect and a logical and incisive reasoning power. He has a well-developed imaginative sense and can read texts from unusual and perceptive angles. He is also keenly interested in reading around the texts and preparing widely for a real understanding of the course in historical and stylistic terms. He would flourish on an English-related course at university.                                                                     Predicted A Level grade: A

In Government and Politics, _____________ has proved to be an excellent student who has adapted brilliantly to the demands of the course. He undertakes thorough and detailed research before writing his assignments and superior insight is always evident. His grasp of political concepts and ideas is very impressive. Sophisticated analysis and discussion is evident in all written work, while his rational contributions to class discussion and debate is impressive and continually improves with quality. He has excellent interpersonal skills and his intelligence and ability contribute significantly to the positive dynamics of the group.                                                                                                      Predicted A Level grade: A

__________ has thoroughly researched the courses for which he has applied and is fully aware of the challenges, demands, and rewards involved in degree course study. He has been an exemplary student at Neath Port Talbot College, has boundless potential for the future and will greatly benefit from, and significantly contribute to, studying English at the highest level. I therefore recommend him to you unreservedly and without any hesitation.  (38 lines, 513 words)

Example 7

Reference for Extended Diploma in Applied Science (Forensic Science) application
__________ came to the College from Ysgol Gyfun Ystalyfera in June 2009 with a good GCSE profile. __________ has made an effective transition to college life and has proved to be a focused and motivated student, applying herself fully to her extended diploma programme. Her predicted grades are:

L3 Extended Diploma in Applied Science (Forensic Science): Distinction, Distinction, Merit
___________’s lecturer for Chemistry and Forensic Evidence, Collection and Analysis, describes her as a reliable student who displays a high degree of initiative when completing assignments. _________ can always be relied upon to complete tasks with a minimum of encouragement. _________ is very organised and has shown the ability to apply problem-solving skills to new situations. She has displayed excellent skills in the laboratory and crime scene room and is able to produce work of a high standard. 

In Criminal and Forensic Psychology, __________ has displayed an interest in understanding criminal behaviour and she has made valuable contributions to class discussions. Her written work is always of a high standard and she has demonstrated the ability to apply psychological theory and research to novel situations. _________ has completed individual presentations in order to obtain her Level 2 essential skill in communication and is working her way towards obtaining Level 3.  She is able to articulate her ideas confidently to the rest of the class and her presentations are always well- researched and presented. ________ is also able to work extremely well individually as well as remaining an active participant in group work.

In Perceptions of Science, a unit which looks at the more philosophical aspects of science, ________ has made her mark. She has produced some compelling arguments during class debates and has produced two assignments that have achieved top marks in this unit.

___________ is a very interesting and intelligent student who has worked hard and consistently delivered work of a very high standard since starting her course at Neath Port Talbot College. She has demonstrated a great capacity for leadership and can often be found guiding the weaker students. As evidenced by her personal statement, she has achieved a good balance between her work and outside interests. She can apply her knowledge to new situations, and will ask for help and read around the subject when she needs to further her understanding.  Her written work is very well thought through and presented clearly and concisely. She is an active member of the class and can be a very clear, articulate speaker who makes valuable contributions to class discussions. 

________ has expressed an interest in Crime Scene Investigation and Forensic Analysis and her tutors have noted that she is focused and determined and has good analytical powers, which have continued to develop during her second year of study. _________ is always very polite, well- mannered and cooperative; however, she also has a well-honed sense of humor and immaculate timing. We have found her to be a thoughtful and considerate and entertaining individual. It is evident from __________’s personal statement that her further education has been carefully chosen and she feels strongly about her chosen career. _________ has spent much time carefully researching the course that she wishes to study at university and we support her application. We believe that _______ is suited to studying at university and will make a valued contribution to any institution. As such, we recommend _________ for your careful consideration.

(40 lines, 564 words)
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UCAS REFERENCE GUIDELINES AND PROCEDURES

INTRODUCTION

References are an essential part of the UCAS application process and there is no single correct way of producing them. Admissions officers are looking for a profile of achievement and potential. The most important aspect is the interrelationship between the reference and personal statement.  

PRACTICALITIES

The responsibility of writing the UCAS reference lies with the personal tutor.  

Information given should be factual and accurate. Opinions can be offered must have a basis in fact and can be justified.  

References must create a fair impression overall. This might mean putting certain factual matters into context where not to do so would create a misleading impression.  

References may be viewed on request by the learner upon completion of a reference request form in accordance with the Data Protection Act and in line with the College’s Data Protection Policy. 

The learner can obtain a copy of their whole application from UCAS by a paying an administration fee.  This means that parents could read the reference.  

The reference occupies 47 lines of text of 4,000 characters including blank lines and spaces.  

WRITING THE REFERENCE

References should be written in conjunction with the “Tutor Guide to Reference Writing”. 

PROCEDURES

· The learner completes the UCAS form with help from the personal tutor
· All learners will be issued with a UCAS Apply Logbook so that their progress through the UCAS process can be monitored and to inform them of the College procedure
· The personal tutor checks the form and signs the UCAS Apply Logbook to indicate that the form is complete and ready for the reference 

· The learner pays online or at the finance office and takes their UCAS Apply Logbook and a copy of their UCAS form to the Business Support Office. If this procedure is not followed, members of staff in the Business Support Office have no way of knowing whether the learner intends to apply or not
· The Business Support Office informs the personal tutor that a reference is required. The personal tutor compiles the reference and returns it electronically to the Business Support Office within 10 working days  

· A copy of the completed UCAS form and reference will then be checked by the Head of School/Afan Campus Management team and returned to the Business Support Office within five working days 

· The Business Support Office will send the UCAS form.

Subject-specific references and estimated grades should placed onto the UCAS section of the learner’s E.I.L.P. by mid-September so that they can be accessed by the personal tutor in preparation for the reference writing.

All UCAS applications on the Afan Campus are dealt with by the Business Support Officer adjacent to the Afan Campus Manager’s Office.
DATA PROTECTION ACT 1998

SUBJECT ACCESS REQUEST FORM

Notes for Applicants

1.
Under the Data Protection Act, an individual is entitled to be told if personal data is held about him/her and to be supplied with a copy of any such information with any necessary explanations of codes.

2.
The request must be in writing and accompanied by payment of an administration fee. 

3.
The request must be accompanied by any necessary information / documentation to identify the enquirer (a copy of your College card or another proof of identity) and to locate the record required.

4.
The College, as data controller, will comply with the request for disclosure within 40 days of receiving the request or, if later, of receiving the information referred to in (3) above.  Different regulations apply with respect to examination results.

5.
Please complete the following form, sign the accompanying declaration and submit, with your fee and proof of identity, to the College Data Protection Officer, at the address given overleaf:

	Your details as Data Subject

Full name (Block letters) ………………………………………………………………

Address……………………………………………………………………………………

………………………………………………………………………………………………

Postcode……………………………….

Telephone No………………….…………….....  Fax No………………..……

Email ………………………………………………………………………………………

 (If you are not the data subject, but are making a request on their behalf, please fill in their details above, sign the declaration, and complete the accompanying third party request form).


	Data Subject’s Status/Relationship with the College

In order to help us verify your identity and locate your personal information, please complete the following questions as far as possible.

(a)
LEARNER

· Current Learner (please give year of study

……………………………………………………………………………

· Former Learner (please give date last enrolled)

……………………………………………………………………….

Course details………………………………………………………………

……………………………………………………………………………..…

(b)
STAFF

· Current staff

· Former staff (please state date employment ceased)……………………..

Department …………………………………………………………..

Payroll No………………………………………………..

National Insurance Number…………………………………… 

Maiden Name……………………………………………..

(c)
OTHER


If neither learner nor staff, what relationship have you had with the College and when?


………………………………………………………………………………………


………………………………………………………………………………………




	Your Request

Please provide a description of the data that you are requesting, and any additional information which will enable us to locate it.




	Declaration

I ………………………………………………. certify that the information given on this application form to Neath Port Talbot College is correct.  I understand that I will have to pay a fee and provide proof of my identity.  I understand that the College must confirm my/the Data Subject’s identity, and that it may be necessary for the College to obtain more detailed information in order to locate the correct information.  I am aware that referees and third parties may be contacted in cases where the disclosure of confidential references and other third-party information supplied in confidence is concerned.

Signed……………………………………………Date………………………..

Please return the completed form to the Data Protection Officer, 

Neath Port Talbot College, Dwr-y-Felin Road, Neath  SA10 7RF

(or hand it in at the main Finance Office in Neath)

Documents which must accompany your allocation are:

(i) Evidence of your identity ( a copy of your College card, or a copy of your passport, driving licence or birth certificate);

(ii) Evidence of the Data Subject’s identity (if different from above);

(iii) Evidence of Data Subject’s consent to disclose to a third party (if required as indicated above);

(iv) A fee of £10 (cheques should be made payable to Neath Port Talbot College, or payment can be taken at a College Finance office and the receipt attached to this form).

Please note that the College reserves the right to obscure or suppress information that relate to other third parties (under the terms of Section 7 of the data Protection Act 1998).




Note:  If you are acting on behalf of the Data Subject you must have their signed, written authority to do so and you must enclose that authority with your request.  Please complete this section with your details, as well as the above form, signing the declaration and taking care to submit the request with the appropriate fee and proofs of identity.

	Details of the Third Party requesting the information

Full name (Block letters) ………………………………………………………………

Address……………………………………………………………………………………

………………………………………………………………………………………………

Postcode………………………………….

Telephone No………………….…….....  Fax No………………..……

Email…………………………………………………………………………………..……


	Please describe your relationship with the Data Subject that leads you to make this request for information on their behalf.




	Details of the Data Subject

Full name (Block letters) ………………………………………………………………

Address……………………………………………………………………………………

………………………………………………………………………………………………

Postcode………………………………….

Telephone No ………………….…….....  Fax No ………………..……

Email……………………………………………………


Application Flowchart (Taken from UCAS Adviser’s Guide 2013)








Please Note* there is no single/correct way of writing UCAS references. The following are only examples of suitable UCAS references which would be considered appropriate and are provided as guidance.
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