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Guidance notes on completing the 
Application Form for September 2017 entry


Introduction

These notes are designed to help you provide all the information we need on the application form, so that we can begin to build a picture of you, your interests, abilities and ambitions. There are no ‘trick’ questions on the application form – each question is intended to give you the opportunity to tell us about yourself in your own words, and there are no right or wrong answers.

However, it might be useful to consider the following:

· Don’t rush your application form - you have plenty of time before the 31st January 2017 deadline 

· Think about what to write – talk to friends, parents and teachers, and think about why you want to study with us: what can you give us and what can we give you? Make notes whenever something occurs to you, so that you can include it later on.

· What makes you different? – Probably everyone applying has always wanted to act / dance / sing / create / design, so stating this won’t necessarily make your application stand out. Think about what makes you different – your inspirations, your influences, your ambitions: these are just as important as your experience in helping us make our decisions.

· Be honest – with yourself and with us when completing the form. Don’t be tempted to exaggerate any experience you have in the hope that it might strengthen your application – this could backfire in an interview or audition setting. As we are looking for potential, motivation, enthusiasm and raw talent among our potential students, you will not be penalised if you haven’t had much practical opportunity in your discipline in the past.

· Practice makes perfect – When completing the application form, for example, it may help to make a photocopy so that you can practise completing it before starting on the real thing. 

· Don’t get stressed – applying for college is a big step, but staying calm and spending some time on your application before submitting will help a lot. The same advice goes for interviews and auditions – think of it all as useful life experience.


Completing the application form

Use the following notes below to help you complete each section of the form in full.

Passport photos
Please ensure that you provide two passport photos (in colour and taken in a photobooth rather than ordinary photos which have been cut to size), making sure that your name is written clearly on the back of both. 

1	Course selection
Please select one course to apply for and tick the box next to it – applications which indicate more than one course cannot be accepted. If you wish to apply for more than one course, please complete and submit a separate application form for each. Please understand that each application will require the same amount of interview and audition/portfolio preparation, and that preparing for multiple assessments will be an added pressure.


2	Applicant’s personal details
Please ensure you complete this section fully and legibly (ideally, in black ink and block capitals), as we will need the correct details to be able to contact you in relation to your application. A telephone number and email address are vital, as we may need to call or email you information relating to auditions or interviews. Please note that our admissions priority for 2017 entry is those students currently in Year 11 and taking GCSEs (or equivalent) in summer 2017. If you are 16/17, you can make an application to join our Year 12 (providing you will be no more than 19 by July 2019), but we will consider Year 11 applications ahead of yours.

Parents(s)/Guardian(s) information – please provide the contact details for at least one parent or guardian living at the same address as you. This will be our main point of contact with regard to your progress with us, should your application be successful. 

3	Educational information
Please complete your school’s details in full, so that we can contact them in case of any questions regarding your past or predicted exam results.

4	Additional information
All information you enter here (and across the whole application form) will be held in the strictest confidence, so please answer the questions honestly, giving further details on a separate sheet where appropriate:

· Local authority care – applicants who have ever been in the care of a local authority will have priority over other applicants if our oversubscription criteria needs to be applied

· Learning support needs – if you have any support needs (however mild and regardless of whether or not you’ve had a formal diagnosis or statement), please give details here. This will help us to support you to ensure that you are able to fully access the admissions process at all stages

· Education, Health & Care Plan – again, applicants with an EHCP will have priority over other applicants if our oversubscription criteria needs to be applied

· Disability or health/medical condition – if this applies to you, please let us know so that we can ensure that appropriate arrangements can be put in place to support your application at every stage

5	Subjects studied
Please give details of all the subjects you are currently studying.

6	Qualification/Awards already gained
Please give brief details of any qualifications or awards you already hold that might be relevant to the course you have applied for – these might be GCSEs or other exams taken early, or related to interests and activities outside school. Achievements such as dance or music awards are appropriate, as are details of any participation in activities such as Scouts/Guides, Duke of Edinburgh Awards (good for demonstrating teamwork and commitment), but your 50-metre swimming certificate can probably be left off for now.

7	Details of any previous practical or creative experience
Please give brief details here, as we are simply looking to assess your level of formal experience to date. You don’t have to have taken exams or participated in competitions (if you have, please just summarise what you’ve done), but it’s useful for us to know if you’ve attended Saturday singing classes for two years, worked backstage on a school play, played in a band in your parents’ garage, been a bedroom DJ, filled sketchbook after sketchbook with designs, choreographed your own dance routines, or rehearsed your Hamlet in the bathroom mirror.  However, don’t panic if you haven’t done anything like this – previous experience isn’t a prerequisite for a successful application.

8	Course-related questions
This section is your opportunity to show us why LIPA Sixth Form College and its courses are the right fit for you, and vice versa. When answering these questions, keep in mind the details of the course you’re applying for and ensure the information you are giving is relevant. Be specific about your own interests, opinions and experience – don’t try and second-guess what you think we want to read – and be honest about your strengths and weaknesses if relevant.

Each of the questions in this section is designed to find out about what and how you think, as well as things you may have done and how you view your discipline. We have identified six key attributes that we feel successful applicants need (or be willing to develop) to give themselves the best chance of success with us:

· Knowledge, ability and experience in your discipline - we would like you to have some experience in your discipline, gained either through opportunities at school or in your spare time. Good examples of this may be through your involvement in school productions (either performing or backstage), through youth theatre, school choir or orchestra, or through developing your own interests in design or technology. Your course is likely to cover a range of creative and performing approaches within your chosen discipline, so you need to be willing to have a go at everything. Questions 7, 8a and 8b offer the opportunity for you to illustrate your relevant knowledge, ability and experience.  

· Commitment to your discipline - we would like to see that you have begun to develop your interest for your discipline by doing more than just looking for creative and/or performing opportunities either at school or in your spare time. While distance or cost may have stopped you from gaining formal experience, signs that you read about the subject, make efforts to see other people active within the discipline you wish to study and can talk with enthusiasm about your subject will support your application. Questions 7 and 8a offer the opportunity for you to illustrate your commitment to your discipline.
 
· Ability to work effectively with others - we would like you to be able to work well with others. While you are with us, you will work with a wide range of people – teachers, industry professionals and other students. We would like to see that you are open to learning from other people, that you can listen to them and see their point of view (even if it’s not the same as yours) and that you can offer constructive feedback. Question 8c offers the opportunity for you to illustrate your relevant previous team-working experience.

· Broad interest and engagement - we would like to see that you are curious about the world around you, that you are keen to share your experience and learn from the experience of others and that you are willing to get involved with the wide range of opportunities we offer. Questions 8a and 8c offer the opportunity for you to illustrate your broad interest and engagement.
  
· Self-awareness - we would like to know why you are applying to us - how do you think your course will help you to grow, and what can you bring to your studies? What are you good at, and what would you like to be able to do better, or more of? As we begin to get to know you better, we can help you begin to work more effectively towards your further study and/or career aspirations. Questions 8b and 8c offer the opportunity for you to demonstrate your self-awareness.

· A spirit of enterprise - we want you to be able to work on your own initiative and see that you are interested in creating your own opportunities. Even if you haven’t had much opportunity to be involved with projects that were not part of your regular school/college curriculum, your ideas and enthusiasm will go a long way. Question 8c offers the opportunity for you to demonstrate your spirit of enterprise.

9	Monitoring information
As with all other information on the application form, the detail you provide here is held in the strictest confidence and is intended to ensure that we are meeting the needs of, and attracting applications from, all sections of the community. Of particular importance is the question on eligibility for Free School Meals, as successful eligible applicants will be entitled to receive Further Education Free Meals, and we need to be able to plan our provision for this in advance.

10	Signatures
Please ensure that you have signed your application form!

11	Checklist
Please tick each box to make sure that you include all documentation we require to process your application smoothly and in a timely manner. All documents should be enclosed with the application form. Any application form received by us without all the relevant documentation enclosed will be put to one side, and we will notify you as to what information is missing – we will be unable to progress with your application until we have received all paperwork.

School reference
Please ensure that you pass the school reference request form to an appropriate teacher at school (your class teacher, Head of Year 11 or Headteacher) to complete and return to us separately – we will not be able to process your application until we have received this, so please make him/her aware of the key dates in the applications process to ensure it is returned as soon as possible.


What happens next?
We will confirm receipt of your completed application form and all the supporting documentation by email within three working days – the email will also contain your application reference number, which you will need to quote in any correspondence with us (in writing or by email). We will then process your application, and contact you directly if we need any further information – this may be by email or telephone.

Interview and auditions (or portfolio submissions in the case of applications for Sound Technology, Design for Performance and Technical Theatre) will take place from Monday 6 February 2017. If you are selected for interview and audition/portfolio submission, we will send you the details of the time and date of your sessions a minimum of four weeks in advance, along with guidelines as to how to prepare. Dates for interviews and auditions/portfolio submissions may only be changed in exceptional circumstances, and it may not be possible to reschedule at all – if you find yourself in this situation, please contact us as soon as possible (contact details below).

After all interviews and auditions/portfolio submissions are completed, we will shortlist and send out offers by Monday 10 April 2017. Please do not contact us until this date has passed – we will be unable to give you our decision any quicker (and dealing with such enquiries may slow the process down).

If you need any further advice on the application process, please contact the LIPA Sixth Form College Administrator – otherwise, we look forward to receiving your application to join us in September 2017! 

LIPA Sixth Form College Administrator contact details:
[bookmark: _GoBack](t): 0151 330 3232 / (e): admissions@lipasixthformcollege.org / (w): www.lipasixthformcollege.org
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