Cambridge Admissions Office and UCAS
Frequently Asked Questions
1)
What does UCAS stand for?
Universities and Colleges Admissions Service.

2) 
What role does UCAS play?

UCAS is the central organisation that processes applications for full-time undergraduate courses at UK universities and colleges.
3)
Do all undergraduates need to apply via UCAS?

Yes, all undergraduate applicants (including mature, CGCM and affiliated applicants) must apply via UCAS as well as on the Supplementary Application Questionnaire/Cambridge Overseas Application Form. Applicants coming to Cambridge on exchange programmes, or as visiting scholars, do not need to apply via UCAS.

4)
How early can applicants apply to UCAS?

UCAS will start to process applications from early September each year. Applicants can start to prepare their applications online from June onwards, but they are not sent to universities until mid September onwards.
5)
How do applicants apply to UCAS?

Other than in exceptional circumstances, applicants can only apply to UCAS online. Full guidance for applicants on how to apply can be found at: www.ucas.com/apply/info.html.
If an applicant cannot apply online for any reason, contact CAO in the first instance for advice. Similarly, if you have an applicant who wishes to apply online but is not at school or college then CAO can advise them.

6)
How many choices does an applicant have on a UCAS application and how much does it cost?
Applicants can choose up to five different courses on their UCAS application. Please note that applicants for Medicine and Veterinary Medicine may only choose four courses in these areas. They can, however, use the remaining choice on the UCAS application for a course other than Medicine or Veterinary Medicine. It costs £21 to make between two and five choices on the UCAS application and £11 if an applicant chooses to apply to only one HEI for one course.
7)
Will the College still receive a paper copy of the UCAS form once all applications are dealt with online?

Colleges will continue to receive a paper copy of the application form for applicants up to and including those applying in October 2012. UCAS will not produce paper copy forms after those applying in the 2012-13 admissions round. Colleges can opt out of receiving UCAS copy forms in advance of the UCAS cut off date by contacting Helen Reed in CAO.
8)
The UCAS form for one of my applicants has ‘late’ stamped on it – what does this mean?

15 January is the advisory closing date used by UCAS (with the exception of those applicants applying to Oxford and Cambridge and those applying for Medicine or Veterinary Medicine courses). UCAS stamp ‘late’ on all applications forms that they receive after the 15 January as a way of communicating to HEI’s that the applicant applied after the advisory closing date.

9)
How do I send decisions to UCAS?

CAO will provide full guidance on how to enter your decisions, both in terms of making offers in January and also at confirmation (in August once the examination results are released). Decision making guidance will be circulated to Colleges in November and the confirmation guidance will be given in July, both at an optional briefing session, and by paper circulation to all Colleges shortly before the publication of the examination results.
All decisions are normally entered directly into CamSIS by Colleges and sent to UCAS by CAO.

11)
What is Confirmation?

Confirmation is a term used by UCAS and CAO to describe the stage when applicants are in receipt of their results and any non-academic requirements (e.g. CRB disclosure) and the offers are ready to be confirmed (i.e. the conditional offers are  made unconditional/ unsuccessful). UCAS does not allow institutions the flexibility to carry offers over to the next admissions round; even if an applicant is applying for deferred entry they must meet the conditions of their offer in the year in which they apply.
12) 
What is a ‘reject by default’ and what should I do if it happens to one of my applicants?

UCAS will automatically reject any outstanding decisions by default at certain points during the application cycle. UCAS do advise HEI’s that this is going to happen through a series of outstanding decision lists (ODLs). CAO receives these ODLs and will contact any Colleges who have applicants in a situation where they might be rejected by default. CAO will ensure that no applicants are rejected by default unless this is the deliberate wish of the College. Other than in exceptional circumstances, it is not good practice to allow an applicant to be rejected by default. A reject by default can be over-written if the applicant is not committed to any other institution. Please contact Helen Reed or Rachel Baker in CAO for further advice in any exceptional circumstances.

13)
What is a ‘decline by default’ and what should I do if it happens to one of my applicants?
A decline by default is similar to a reject by default in that UCAS automatically decline applicants by default if they do not respond to their offers by firmly accepting an offer and choosing an insurance offer. Applicants will be advised in advance if their application is in danger of being declined by default. If the application is declined by default and the applicant asks for this to be rectified, please contact Helen Reed or Rachel Baker in CAO who will arrange this with UCAS for you. CAO will inform Colleges of applicants who are declined by default.
14)
Do we handle applicants who apply for deferred entry any differently?

No! Deferred applicants should be dealt with in exactly the same way as those applying for normal entry. Please note that if an applicant applies in the 2011 cycle (e.g. by 15 October 2010) they must have a decision by the relevant date within that cycle. We cannot ‘hold’ UCAS applications until the next cycle. We cannot stop UCAS from rejecting applicants by default, which is what will happen if Colleges do not provide us with a decision. For further advice on dealing with deferred applicants, please contact Helen Reed or Rachel Baker in CAO.
15)
Will UCAS stop processing any applications they receive for Cambridge after 15 October?

Yes, CAO will inform UCAS when to close applications to standard age Colleges once it is clear that all15 October applications have been received (as agreed by the Admissions Forum). UCAS applications from mature applicants applying to mature Colleges that take part in the second application round can still be submitted.
16)
What about all of the various deadlines?

Don’t worry. Details of the deadlines can be found at the beginning of the UCAS Admissions Guide. Please note that CAO will keep Colleges up to date with all important UCAS deadlines at all times. The key dates and deadlines can also be found in the online Undergraduate Admissions Handbook: www.admin.cam.ac.uk/offices/admissions/handbook.
17)
What is a Record of Prior Acceptance (RPA) and when is it acceptable to use one?

An RPA is a quick way of making an application to UCAS and the applicant does not have to pay. It can only be used if you are making the applicant an unconditional offer (which they are obliged to accept) and you are sure that they are not already holding an offer from another institution/have a live application in the current UCAS cycle. In the vast majority of circumstances it is advisable for applicants to apply through UCAS in the normal way – remember that UCAS will continue to process applications up until 30 June. For further advice on RPAs and how to obtain one, please contact Helen Reed or Rachel Baker.
18)
What happens if I make a mistake in CamSIS and this is sent to UCAS?

It is extremely important that you try to ensure that the decisions recorded in CamSIS are correct when you sendfinalise/save them for CAO. However, if you notice a mistake, please contact Helen Reed or Rachel Baker immediately for advice.
If you rejected an applicant but really meant to make an offer, then this can usually be rectified quickly, as long as the applicant hasn’t accepted an offer from another HEI in the meantime. If the conditions of your offer are not quite right, then again, this can generally be rectified quite easily – as long as it is with the applicant’s consent. It is not usually possible to rectify a mistake where you have made an applicant an offer when you actually meant to reject them and you should contact Helen Reed in CAO immediately if this happens.
18)
How will the examination results be handled?

Please note that UCAS will provide us with the examination results for the following qualifications:

· GCE AS and A Levels (including Advanced Extension Awards (AEAs) if the applicant stipulates this in their UCAS application)
· Advanced Vocational Certificate of Education

· Vocational Certificate of Education

· Scottish Qualifications Authority Highers and Advanced Highers

· Irish Leaving Certificate

· Sixth Term Examination Paper (STEP)

· Cambridge Pre-U Diploma

· Scottish and Welsh Baccalaureate
UCAS also provide HEI’s with winter examination results of those applicants who took exams in the November session (this includes applicants who took exams with Cambridge International Exams (CIE) overseas). The CIE results are usually transmitted to HEI’s in mid-March each year and the other winter examination results are usually received in May.
UCAS will provide the results for applicants who take the International Baccalaureate but only if the applicant has given their permission for them to do so. (Please note that if the applicant does not allow the IBO to release their results, then these will not be passed on to us by UCAS). If you are missing any IB results then please contact Helen Reed or Rachel Baker as they can check whether an applicant has given their permission for the results to be released.
Please note that CAO also receive the Sixth Term Examination Paper (STEP) results directly from Cambridge Assessment for all applicants and these will be circulated to all Colleges as soon as possible once they are processed, this is usually in advance of the A-level weekend.
19)
How can I contact UCAS?
It is essential that, in the first instance, all Colleges contact either Helen Reed or Rachel Baker in CAO before contacting UCAS regarding applicant matters. Helen Reed is the UCAS Correspondent for Cambridge and as such should be able to help with most enquiries in the first instance. Any changes to offers, courses, entry years and Colleges must come via CAO for onward transmission to UCAS. In the event of neither Helen or Rachel being able to help, they will be able to contact UCAS on your behalf, or pass you on to the relevant person.
20)
How should I deal with an applicant who chooses us as their insurance choice?

Applicants can choose a firm offer and an insurance offer under UCAS regulations and it is not uncommon for a handful of applicants to choose Cambridge as their insurance choice. In terms of handling the application once the applicant decides to make your offer their insurance choice, please deal with it in exactly the same way as you would your firm offer holders. Please note that we are committed to honouring the offer, should the applicant meet the exact conditions, but in most cases the applicant will go to their firm choice institution. However, this is not always the case and you should be prepared to admit them if their firm choice rejects them at Confirmation.
20)
Where can I get further information?
When in doubt, or if you have a query, please contact CAO in the first instance. You may also find the following publications/websites/telephone numbers useful:
The UCAS Admissions Guide (produced by UCAS each year, and usually distributed around mid-September by CAO as a PDF)

The Undergraduate Admissions Handbook: www.admin.cam.ac.uk/offices/admissions/handbook.
The UCAS website: www.ucas.ac.uk.
The International Baccalaureate website: www.ibo.org/ibo/index.cfm.
The Scottish Qualifications Authority website: www.sqa.org.uk.
Cambridge Assessment (formerly UCLES – The University of Cambridge Local Examinations Syndicate): www.cambridgeassessment.org.uk/.
Helen Reed: Head of Admissions and Data Services (and UCAS Correspondent): hr244@cam.ac.uk; tel: 33530
Rachel Baker: UCAS Processing and Data Records Clerk: rkb27@cam.ac.uk; tel: 32282
Helen Reed/Cambridge Admissions Office 
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