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	TITLE SLIDE

	Script/Notes
· Many universities don't interview applicants, so the only information they have about you is your UCAS form
· Most of the UCAS form only contains your details. The sections universities are interested in is your grades, your references and your personal statement
· The personal statement is the only section you really have control over, so this is your chance to present a good image to the admissions tutor
· If you are applying to an oversubscribed course, and everyone applying is likely to have good grades, the personal statement is the only thing that sets you apart from other applicants, so you want to try and make yours as good as possible
· This talk will also benefit anyone not progressing to university because you will need to develop these skills for future job applications
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	INTRODUCTION

	Script/Notes
How to write your personal statement
· We’ll give you ideas on how to write it and why personal statements are important
The good and the bad
· You will come up with good suggestions of things that people should include in their personal statement, and we’ll highlight some of the things people should probably leave out
How to structure your personal statement
· We’ve got a suggested structure for your personal statement, and we’ll explain why it’s important for it to read well
Top tips
· With our experience of working with admissions tutors and advising people on progression to university, we’ve got a few tips to follow when you start to write your personal statement
Things to include in your personal statement
· You will have the opportunity to come up with a couple of things that you would like to include in your personal statement, and ask any questions you may have
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	ICEBREAKER – QUESTION TO AUDIENCE

	Suggestions
Ask the above questions to the audience to get them chatting and into the session.

Ask:
· What personal statements are used for?
· Why such emphasis is placed on a personal statement?

Once the group is out of ideas, progress to the next slide
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	A PERSONAL STATEMENT IS...

	Script/Notes
The key points:
· Brief and focused, ie not an essay! There is a 4,000 character limit, which is roughly five hundred words
· Summary about your career goals

Your UCAS personal statement is about you and the course you want to apply for, and your future career plan and goals
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	PERSONAL STATEMENTS ARE IMPORTANT BECAUSE

	Script/Notes
They are important because
· Courses are increasingly competitive; more and more people are applying to higher education
· It prepares you for future job applications; this is a skill that will stay with you for the rest of your working life – each time you apply for a job you will have to write a personal statement as part of the application form
· Not all universities interview; some universities will invite you in for an interview as part of their admissions process. Not everybody does this though and will just use your application and personal statement to tell applicants apart. If you have two applicants with the same predicted results, they will then look at the personal statement to pick one to make an offer to
· They want to know all about you; admissions tutors want to know about the kind of person you are, as well as your results and experience. They want to know how well you will fit in with other students, and that you are prepared for this course or higher education in general
· Your opportunity to sell yourself; you will probably hear that phrase all the time, maybe you’re sick of hearing it, but it’s exactly what a personal statement is. If there is a pile of application forms for the same course, and there’s not much to tell them apart in terms of results, then you want your personal statement to be an outstanding one
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	PERSONAL STATEMENTS ARE IMPORTANT BECAUSE

	Suggestions
· Depending on group size, sort your students into small groups and give them a number of post-it notes – preferably two colours
· Ask each group to come up with a list of good and bad things for personal statements ie things that would be good to include, and things that you would definitely leave out
· Get each group to nominate one member to bring the post-it notes to the front of the room, and place in the two piles
· The facilitator will go through them and highlight a few examples from both piles
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	OUR LIST OF GOOD EXAMPLES

	Script/Notes
Information to include in your personal statement:
· Work experience – don’t assume that a part-time job is irrelevant. Mention any work experience you have and the skills gained from this
· Voluntary experience – some courses may need this as part of the entry requirements, but if not it’s always a good thing to include in your CV
· Skills – be careful with this one though, don’t just list all the skills you have, you need to evidence them. For example, don’t just say you’ve got good teamwork skills, say something that demonstrates this such as an example of some group work you have done or a sports team you play for
· Academic achievements – maybe there’s a particular piece of coursework you’ve done that you’re really proud of. You might be top in your class. You might struggle with maths but have worked really hard to pass your GCSE and subsequently achieved a good grade
· Clubs and societies – if you play any sports or you’re a part of a society (eg amateur dramatics), you should mention this because it says more about you as a person on top of your results and academic achievements
· Duke of Edinburgh Award – if you have this, then you should to include that too, especially if one of the elements of it was related to your study or the course you want to do
· Careers – mention the career goal you have in mind. Do you have a dream job? How does that relate to the course you’re applying for?
· Students’ Union – Have you been a part of the Students’ Union? Maybe you’re a course representative, you might have just volunteered to help out with charity work, it all counts. If you’re a course rep and you have made some changes or have an example of something you’ve done, include that if you have space
· Interest in course – why do you want to study that particular course? What interests you about it? Is there a particular part of the course that interests you the most? For example, you might want to study computing because you really enjoy programming and have already done some. You might want to study an English degree because you’re interested in Shakespeare
· Discovery days – this is something we run at Teesside, which is a taster in your chosen subject. This shows that you are really keen to study this subject because you have gone to visit a university and have tried it out
· Personal experiences – there may be something you have had to overcome, you might care for someone at home, you might have struggled with something at college and worked hard to learn a new subject, mention this experience and how it has helped you prepare for higher education.
· Travel – if you are planning on taking a year out to travel and you are deferring your place for a year, mention your reasons for doing this
· Hobbies – mention any hobbies you have to demonstrate what you do outside of school/college
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	OUR LIST OF BAD EXAMPLES

	Script/Notes
Things to avoid within your personal statement:
· Irrelevant stories – this might sound really harsh, but you need to be careful about personal experiences and how they come across on your personal statement. You shouldn’t say that your hamster died when you were 8 and you were heartbroken, so ever since you have wanted to be a vet
· Personal weaknesses – you need to focus on your strengths, and turn negatives into positives. For example, you wouldn’t say that you are shy and quiet, but you would say that you have done lots of work to boost your confidence
· Spelling mistakes – these always look worst when they’re typed up. Make sure you spell check your personal statement. There are often words that don’t show up – so read through it, and try to get someone else to read through it too
· Don’t repeat yourself – read through it and check you’re not saying the same things over and over again
· Don’t repeat yourself!
· Bad grammar – make sure your personal statement is well structured, if you struggle with spelling and grammar, get someone to read through it. Don’t write sentences that are 8 lines long, make sure you use the right words, and make sure it makes sense
· Waffle – if you’re repeating yourself or waffling to fill it up, you’re probably writing the wrong things. Sit down and come up with a list of things to include and write around that
· Swearing – it sounds obvious, but don’t swear. This also applies to interviews
· Indecisiveness – if you are applying for very different courses, it will be hard to say why you want to study both of them (eg midwifery and games programming). Also, if you’re not sure why you want to study something, you probably need to work that out before you write your personal statement so you don’t come across as being unsure on your application
· Lies – don’t lie on an application form, because there’s always a chance that you’ll be asked about it, or you might get found out
· Excuses – for example, you’ve got a bad timekeeping record because your bus was always running late – this doesn’t look good because you’re making excuses for something that you could have changed eg get a lift to college, walk, cycle…
· “ever since I was” – if you have always wanted to be a teacher/vet/doctor/nurse then you should mention that you have had a passion and an interest in this for a long time. Be careful how you say it though and try to make your opening sentence interesting and make the reader want to read on
· Don’t write too much – there is a 4000 character limit
· Don’t write too little – a short statement will stick out like a sore thumb
· Don’t put in abbreviations – eg you might mention the British Psychological Society, but then for the rest of the statement you can refer to it as the BPS. Don’t use colloquial terms or abbreviations
· Don’t add smilies, the personal statement is a serious document
· Don’t include private or confidential information, especially about other people
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	HOW TO STRUCTURE YOUR PERSONAL STATEMENT

	Script/Notes
Most statements are written in an essay format, but you don't have to do yours like this. We wouldn't recommend writing it as one large block of text. Even though you can fit more words in, this just makes it hard to read. We would recommend splitting up your notes into a few categories and write a paragraph on each category. For example:
· Paragraph 1: Introduction to the subject I’ve chosen, the parts I'm interested in and why
· Paragraph 2: Interests outside of school and responsibilities 
· Paragraph 3: Work experience and things I had done in school/college
· Paragraph 4: My goal of going to university and closing comment

A good start will interest the reader and engage them to read the statement properly rather than just scanning it. 
A good ending will mean the reader remembers what you wrote, and hopefully will recommend you
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	TOP TIPS... NUMBER 10

	Script/Notes
· Start early!
· Do lots of research. Don’t leave it until the last minute because you’re likely to struggle to think of examples 
· Think about expectations of the university – will you be asked to attend an interview or submit a portfolio?
· Talk to your careers service, personal tutors etc – they have been through this lots of times and will have great advice for you.
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	TOP TIPS... NUMBER 9

	Script/Notes
· Keep it concise
· It sounds obvious, but don’t write too much. It’s not an essay, you have a 4000 character limit (not words!) which is about one page of A4 
· Keep it to the point – remember the aim of the statement – a brief and focussed summary of your career and study goals




	[image: ]


	TOP TIPS... NUMBER 8

	Script/Notes
· Include details on voluntary or work experience
· These experiences show you have a mature attitude to working and studying; you might have a part-time job but still manage to come to college and get all your work in on time
· Mention the skills you’ve developed through your part-time job eg if you do some waitressing on a weekend then you might want to talk about; working as part of a team, customer services skills and cash handling as part of your job shows you can be trusted
· The point is, no matter what your job is, don’t assume that it’s irrelevant
· Mention any charity work or fundraising you may have done. Have you run a sports club? Are you the captain of a team?
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	TOP TIPS... NUMBER 7

	Script/Notes
· Keep a record - no matter where you are, you might come up with new ideas to go into your statement
· Write them down though because you might forget. Save them as a note in your phone, write them in a notebook, anything!
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	TOP TIPS... NUMBER 6

	Script/Notes
· We mentioned this before, but don’t lie… you will get caught
· You may be asked questions about something that you put in your personal statement, and if you can’t answer it will become apparent that you don’t know about it
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	TOP TIPS... NUMBER 5

	Script/Notes
· Don’t be too funny… This is a serious personal statement
· Of course, it needs to reflect your personality but think about how you can do this creatively
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	TOP TIPS... NUMBER 4

	Script/Notes
· Mention your experience and achievements
· Have you visited any universities and taken part in any taster sessions?
· Some universities (including Teesside) run summer university courses – if you have done any of these, mention that too
· Mention your academic achievements, or any voluntary positions you may have held
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	TOP TIPS... NUMBER 3

	Script/Notes
· This sounds obvious, but make sure you spell check your personal statement
· Type up in word, the UCAS website doesn’t check your spelling
· Continue to save as you go through the form - the website might time you out, losing all your work
· Check your grammar too and use the right words in the right places – check words like where/were/we’re
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	TOP TIPS... NUMBER 2

	Script/Notes
· Don’t copy
· There are lots of personal statement examples on the internet and it can be tempting to take parts of one and put them into yours. UCAS checks all the statements using Copycatch, so anything that matches something already written (or written by someone else) will get picked up
· 234 people wrote this exact statement one year - "Ever since I accidentally burnt holes in my pyjamas after experimenting with a chemistry set on my eighth birthday, I have always had a passion for science."
· This was clearly a case of plagiarism!
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	TOP TIPS... NUMBER 1

	Script/Notes
· Once you’ve done all the hard work and written your personal statement, revisit it in a couple of days and read through it again
· Then hand it to someone in your family to read through and check
· Check it with your personal tutor if you can
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	SUMMARY

	Script/Notes
Just to sum up, a personal statement should be all of these things; 
· Concise – keep it to the character limit
· Original work – not copies from another source
· Relevant to the course and to university in general – not 6 paragraphs about your hobbies and one about why you think you want to go to university!
· Checked for spelling and grammar – just to be sure, get someone else to read it
· Include experience and achievements – to show the admissions tutors that you should be selected for the course
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	NEXT STEPS 

	Script/Notes
· You now need to start to think about all the things you could be putting into your personal statement
· Make a note of your ideas, do your research and look at different examples
· Check out the courses you’re interested in and speak to people working at the universities you want to apply to

	Suggestions
· If you have time left over at the end of the session, give students 5-10 minutes to come up with ideas
· They can either work on their own and start thinking about what they want to write, or they can come up with ideas in small groups
· The facilitator should go around the group and speak to them and see if they have any idea
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	NEXT STEPS 

	Suggestions
· Use this as an opportunity to answer any questions the group may have on the presentation
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