
University Handbook

2018-2019



Contents

Introduction                                               3
School, Student, and Parent Expectations     4
How to find the “right” University               6
An Overview of the UK University System    7
An Overview of the US University System  11
Web Resources                                      14
Conclusion and Contact Information         15

UNIVERSITY HANDBOOK



U
N

IV
ER

SI
TY

 H
A

N
D

B
O

O
K

 1
8-

19

3

Letter from Careers and University Advisor

Dear Students:

You are entering an exciting, challenging time in your life. The 
process of applying to university might feel daunting at times, 
but you can feel confident that admissions officers all over the 
world will take your IB education seriously. The IB is recognised by 
universities in over 100 countries. Here in the UK, a recent survey 
of 120 universities found that over half the respondents felt that 
the IB Diploma gave applicants an advantage over students who 
took A-levels.  The holistic approach of the IB Diploma is seen as 
a great benefit by almost all universities. According to Cambridge 
professor Dr. Richard Barnes, thinking skills are built into the 
Diploma Programme in a way that they no longer are in the “tick 
box” A-level system.

The purpose of this guide is provide you with an overview of the 
process of applying to universities or programmes. Here at Dwight, 
we highly value and respect the individual needs of each student 

during the process, and therefore, this guide is only a starting point from which you can begin to 
explore your options.  It is my role to help you simplify and prioritise as you make your choices 
about your future. I am also here to clarify questions you may have during your research. I will be 
seeking you out a various times, but do not hesitate to contact me if you have your own questions. 
Remember that applying to university is a personal decision, and you have to do what is right for you. 
I am here to support you to the best of my ability during this exciting journey.

Fiona McCaffrey
Careers and University Advisor
fmccaffrey@dwightlondon.org
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Expectations

Three parties are involved in the university application process: you, the school, and your parents.  
We must all work together as a team to ensure that you find universities that complement and 
support your abilities, talents, interests, and aspirations and you do what is necessary and possible 
to be accepted at those universities. The purpose of this section is to make sure we each know what 
our individual roles are in the university application process.

At Dwight we will:
1. Get to know you well enough to be able to advise you about the most suitable universities  
 and programmes. We will support you in developing your own list of universities and meet  
 with you to review your final choices.

2. Offer you support and guidance throughout the application process.

3. Provide access to forms and materials for applying to UK universities and assist in the online  
 application process.

4. Inform you of university entrance test dates, university open days, important deadlines, and  
 visits from university representatives.

5. Check the rough drafts of your application.

6. Upload your applications when completed, having obtained the educational reference.

7. Send all letters of recommendation, official school transcripts, and University Advisor  
 evaluations to universities when required.

8. Provide an opportunity for you to take the Morrisby test to assess your aptitudes.

You are expected to: 

1. RESEARCH, RESEARCH, RESEARCH

2. Read the information and follow all the instructions given in the Dwight University Handbook.

3. Engage in a thoughtful and honest reflection of your goals, aspirations, strengths and  
 weaknesses, and apply this information to the university decision-making process.

4. Do the best academic work you are capable of, throughout D1 and D2.

5. Meet with the University Advisor early and throughout the application process. Follow the  
 process recommended by the Advisor for filing university applications.

6. Register for and take any university admission tests required, including SATs or ACTs if applying  
 to the United States. It is your responsibility to be aware of and meet all registration deadlines.

7. Do the necessary research so that you understand all the admission procedures of the  
 universities to which you plan to apply, including all deadlines, application fees, housing  
 restrictions, and deposit requirements.

8. Complete all material that is required for the application, and post or submit the applications  
 before the deadlines. 

9. Arrange for visits and/or interviews at universities of your choice.

10. Keep the University Advisor updated with all decisions and any changes being made during the  
 application process.
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Parents are encouraged to: 

1. Talk with you about your plans, goals, and needs: both personal and academic.

2. Participate in the university research, helping you to find a university where you can be happy.  
 Parents should encourage you to explore a variety of options in terms of type, size, location,  
 and selectivity of university.

3. Be realistic about what is the right university for you.

4. Meet with you and the University Advisor at least once to discuss university plans.

5. Encourage you to give your best effort to all university applications providing unlimited  
 guidance and support, without doing the applications for you. Proofreading applications is  
 helpful.

6. Be an active partner with you in exploring university options, accompanying you to visit  
 universities you are considering.

7. Investigate requirements for establishing residency in the “home” state (USA), qualifying for  
 home status fees (UK) or the fee structure for overseas students (Other Countries).

8. Submit all financial forms requested by the university, including the Foreign Student  
 Certification of Finances or FAFSA (USA).

9. Contact the Careers and University Advisor with any questions.
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How to Find the 'Right' University

Few decisions you will make in your life will seem more important than deciding which university to 
attend. Often the hardest part is narrowing the possibilities down to a reasonable number.

The questions you ask along the way are important. Be honest with yourself about the answers. A 
good place to start is by considering what you have and have not found rewarding in Upper School. 
Consider the following questions:

• Do you want to go to university?

• Why do you want to go to university?

• How do you learn best? In large, lecture-style classes or in small discussion groups with more  
 personal attention?

• Do you prefer being one of the best in a class, or do you need the competition of equally  
 bright peers to challenge yourself?

• How well do you handle academic pressure?

• What extracurricular activities have been most important to you? Do you want to continue  
 football, horseback riding, or underwater basket weaving in university?

• Which subjects do you enjoy the most? Would you want to spend the next three or four years  
 studying history/economics/design?

• Do you want to be close to your family and friends so you can go home for your mother’s  
 birthday, or do you prefer the independence and freedom another country might bring? 

• What do you see yourself doing as a career? What will help you get there?

• Where would you like to live for the next three or four years?

• Do you want to live in a city with a buzzing social scene, or do you like to fall asleep listening  
 to the sound of cowbells?

This handbook focuses on entry to UK and US universities as these are the most popular destinations 
for our students. Some of you will want to attend university in countries other than the US and UK. 
If you are in this situation, the Careers and University Advisor will be happy to work with you on an 
individual basis to make sure you have all the information you need to find the right university for 
you too.

To find out more about recognition of the IB Diploma at universities around the world follow these 
links:

http://www.ibo.org/university-admission/

https://www.ibo.org/university-admission/recognition-of-the-ib-diploma-by-countries-and-universi-
ties/
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University in the UK

Applications for degree courses in Britain are made through a centralized system that is designed to 
make the application process as fair as possible for everyone. All universities, except for the Open 
University and some private universities and colleges belong to UCAS - the Universities and Colleges 
Admissions Service. https://www.ucas.com/ Some universities that belong to UCAS however will 
also take direct applications—a notable example is Richmond University. For most degree courses, 
application is made on a single form through the UCAS system. 

The UCAS scheme allows you to select a maximum of five courses through the online application.  
This changes to four if you are choosing medicine, dentistry, veterinary medicine or veterinary 
science. Once UCAS receives your completed form, it sends a copy to each of the institutions to 
which you have applied. The application is then considered by an admission tutor in your chosen 
subject. 

The most popular, and prestigious, choice of degree in the UK is the First Degree Course, which 
leads to a Bachelor’s Degree. A typical Degree course takes three years to complete. Honours 
degree courses in Scotland take four years. Sandwich courses are mainly available in vocational 
subjects and involve time spent in industry as part of the course. They vary in length from three to 
four years. They give you good work experience and help your employment prospects later. Modular 
courses are very similar to the US university scheme. They consist of a series of individual units, some 
self-contained and others building upon an earlier module. 

For purposes of admission, most universities require the full IB Diploma but increasingly students are 
accepted on the basis of courses. You may also be required to submit TOEFL examination results or 
receive a certain mark in English Language A (usually 5+) if English is not your mother tongue. Entry 
to all courses is competitive, and for some courses the competition is fierce. The criteria used for 
selection varies from course to course and university to university. In general, universities will consider 
the following when making decisions: predicted scores for the IB; the range of courses studied in 
Year 11 (M5), and their suitability for your chosen course; evidence of your ability and motivation to 
follow your chosen course; your range of interests in and out of school; and whether the Educational 
Reference indicates that you are likely to be a suitable and successful university student.

UK ADMISSIONS SELECTION PROCESS
In the UK, the Admissions Tutors make the decision of whether or not to offer students a place into 
their programme. Admissions Tutors are the teachers who will actually be teaching you if you are 
admitted into their course. Consider the following factors:

• Intellectual ability - Can you cope with the academic and professional demands of the subject  
 and course?

• Motivation - How committed are you to your chosen course?

• Competition - How well do you compare with the other applicants for the course?

• Commitment - If a place is offered to you, is there a good chance that you will accept it?

• Contribution - Will you get involved in the life of the university and contribute in classes and  
 tutorials?

• Grades - Are you predicted the kind of exam grades this course generally requires?
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UCAS Process Overview

• Once you have chosen your five course and completed your UCAS application, you send it  
 to the University Advisor 

• The University Advisor then checks your application, adds your predicted grades and a  
 reference and then sends it to UCAS

• You will get offers back and will have to choose two out of your five courses.

• One will be your conditional firm and the other your conditional insurance

• Please choose your insurance as your safety, i.e. make sure it has lower entry requirements  
 than your firm.

• When you accept a firm course you enter a conditional contract with the university. 

• That is if you receive the required entry requirements you will be attending that University.

UCAS Tariff:

UCAS works on a Tariff Points system.  For an example of the most current tariff, please see:  
https://www.ucas.com/ucas/tariff-calculator 

APPLICATION FORM: The application form lies at the heart of the entire application process. 
Because the application form is usually the only point of contact with the admission tutors, you must 
take great care when completing it. Make sure when you read your application form that it presents 
you in the best possible way. This is an essential part of the process. Your Examination Results, 
Personal Statement and Educational Reference are crucial factors in the selection process. 

PERSONAL STATEMENT: This is the most difficult section of the form for most students. This is your 
chance to share something about yourself that can’t be captured in your academic record. This is 
your chance to shine, so take advantage of it. At Dwight we will give you materials and help guide 
you on your personal statement. Make sure you provide the University Advisor with your personal 
statement as early as possible so that we can give you the best guidance and support. 

EDUCATIONAL REFERENCE: All applications must be supported by an educational reference. A 
great deal of importance is placed on it in the selection process. Dwight will provide a reference 
using information from your teachers, in particular emphasis will be placed on comments from your 
teachers in subjects related to your application.

Applying to UCAS:

https://www.ucas.com/ucas/undergraduate/ucas-undergraduate-apply-and-track

UCAS guide for parents:

https://www.ucas.com/undergraduate/applying-university/ucas-undergraduate-advice-parents-
and-guardians

https://www.ucas.com/file/185091/download?token=4Pf51fWt

UCAS Key dates:

https://www.ucas.com/ucas/undergraduate/apply-and-track/key-dates

For courses that you are interested in, please check UCAS.co.uk for the entry requirements.

Applying for Medicine, Veterinary Science, Dentistry or Oxbridge

Medicine, Veterinary Science, Dentistry and Oxbridge have a 15th of October deadline and 
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requirements. Please inform the University Advisor as soon as possible if you are interested in 
applying to any of these courses. 

UCAS deadlines:

https://www.ucas.com/ucas/undergraduate/getting-started/ucas-undergraduate-when-apply

Admissions tests

Please note:  All medical courses and courses at Oxford and Cambridge require additional admissions 
tests as well as some courses for Mathematics, Law and Natural Sciences. As these requirements 
change from year to year and are different for each institution and course, please check the individual 
course requirements and the UCAS website.

Admissions tests:

https://www.ucas.com/ucas/undergraduate/getting-started/entry-requirements/admissions-tests

UCAS Conservatoires (Performance application):

Using UCAS Conservatoires you can apply for practice-based musical theatre, music, dance and 
drama courses. It is a different application than the mainstream UCAS application but follows a 
similar format.

All courses at conservatoires have a strong vocational, performance orientation, and course structures 
are reflective of the industry. This means graduates from conservatoires will be accustomed to the 
ways of working, hours, and expectations of the industry they are going to work in, as they will have 
practised this throughout their course.

UCAS conservatoires

https://www.ucas.com/conservatoires

Apprenticeships:

Depending on your skills and qualifications, there are four different levels available:

• intermediate (Level 2) — generally considered to be the same level as five GCSE passes/ 
 standard grades/National 4s and 5s

• advanced (Level 3) — generally considered to be the same level as two A levels/Highers

• higher/technical (Levels 4 to 7) — can lead to NVQ Level 4 and above, or a foundation degree

• degree/professional (Levels 5 to 7) — these are new and enable apprentices to achieve a full  
 bachelor’s or master’s degree as part of their apprenticeship

Each apprenticeship vacancy will specify how you need to apply.

Applying for apprenticeships:

https://www.ucas.com/apprenticeships-in-the-uk

UCAS terminology
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Firm and Insurance Choices: 
You can apply for up to five courses. The relevant universities will then decide whether or not to 
make you an offer. You may receive up to five offers. When this happens you must pick a Conditional 
Firm (CF) and a Conditional Insurance (CI) choice. You CF is your first choice. Your CI is your back-
up. You must decline the other offers. Please choose your CI as your safety, making sure it has lower 
entry requirements than your CF.

When you accept a firm course you enter a conditional contract with the university. That is if you 
receive the required entry requirements you will be attending that University.

Extra: 
You are eligible for Extra if you have used all five choices in your application and you are not holding 
any offers. This may be because you have been declined by the university, you have declined your 
offers or the university has not yet made a decision. 

Extra is a free service – available for you to apply to one course at a time between 25 February 
and early July. If Extra is available to you, it will show up as a button when you sign in to track your 
application.

UCAS Extra:
https://www.ucas.com/undergraduate/after-you-apply/types-offer/extra-choices

Confirmation:
Through the UCAS system, if you achieve your entry requirements for your CF or CI choice, then 
you will see your place is confirmed on UCAS Track. It will be indicated when CF or CI changes to 
Unconditional firm (UF) on UCAS Track.

Clearing:
If you have not received any offers, or do not achieve the entry requirements for your CF or your CI, 
then you will become eligible for clearing. You should regularly check the status of your application 
in track to find out if you are eligible for clearing. Clearing places open on 6th July and the clearing 
list will be published on the UCAS website and the Telegraph Newspaper.  If you already have your 
exam results but you have no offers, you can use Clearing from July. 

The University Advisor and the IB Diploma Coordinator will be available for consultation the days 
immediately following your results. You can also contact UCAS directly.

Adjustment:
If your results are higher than predicted then you may be eligible for adjustment. Adjustment will only 
apply if you do not want your firm choice anymore. It can be risky and so should only be embarked 
upon if you are unhappy with your firm choice.

You will only be eligible for 5 days following when your firm offers changes from CF to UF. There is no 
vacancy list for adjustment (as there is for clearing). It is completely up to you to contact individual 
Universities to try and secure a new place with your results.

More information on Clearing, Adjustment and Confirmation can be found here: 

https://www.ucas.com/undergraduate/after-you-apply/types-offer/extra-choices
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University in the United States

Overview

The United States offers two options for higher education: college and university. A college 
typically provides one with the opportunity to earn a bachelor’s degree in the arts or sciences after 
completion of four years of study, the last two of which focus on a major. A university provides the 
education for the bachelor’s degree as well, but it also includes schools for graduate studies, where 
one earns a master’s or doctorate degree in a particular field.  

A student may chose from many different types and sizes of colleges and universities. The US 
doesn’t have a single governing body that oversees the quality of education at each university, but 
most good universities will be accredited. The education you receive at a university can vary from 
institution to institution. Therefore, it is important to do careful research when trying to decide 
which university to attend in the States.

Costs

Tuition at American colleges and universities varies depending on a variety of factors. State, 
or public, universities are typically less expensive than private colleges. Without a scholarship, 
financial aid, or state residency, an international student can expect to spend no less on average 
than $30,000 a year for university.  

Each school has a different financial aid package, and it is your job to inquire about this while doing 
research. Typically, at highly competitive colleges or Ivy League schools, merit scholarships are 
automatically considered for those students applying with high SAT or ACT scores. (Please note:  
If you wish to be considered for a merit scholarship, you must take the SAT or the ACT.) Other 
schools will use a formula to determine a family’s ability to pay and may or may not then offer the 
additional amount needed to fulfill the financial requirements. Finally, some students are offered 
athletic scholarships, or they apply for scholarships from outside organisations. It is imperative that 
you and your family understand the financial obligations and offerings of the university to which 
you might want to apply so that you can make a realistic choice. 

Why go to the US for University?

A unique feature of the American university system is that a student need not specialise in one 
area right away. It is not required to declare a major (field of study) until the end of second or 
beginning of the third year. Exploring different topics before focusing on one is highly encouraged. 
For example, the first two years of study will consist of general education courses that cross 
disciplines. Typically all first and second year students will take a series of courses that include 
English composition, mathematics, history, science, social science, and the humanities. The second 
two years will be devoted to one’s major. This offers a great amount of flexibility, as not every 
18-year-old is certain about what they want to study. Also, more and more colleges and universities 
are allowing students to design their own majors after their second years. A student with good IB 
scores may have some of their general education requirements waived.  

Guide to applying to US universities with an IB Diploma: 
https://www.ibo.org/contentassets/5895a05412144fe890312bad52b17044/recognition---
international-student-guide-us--march2016---eng.pdf.pdf
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US Admissions Selection Process

Applications for US colleges and universities are typically make through registering on the Common 
Application site. This is a centralised system that is designed to make the application process as 
fair as possible for everyone. You will need to go to https://www.commonapp.org/ and set up an 
account when registering for an American university. 

For purposes of admission, most four-year universities require a high school diploma or its equivalent, 
the SAT or ACT examination results, and TOEFL examination results for students whose mother 
tongue is not English. In the case of IB students, admissions directors will also be looking at predictive 
diploma grades in the 6 areas, as well as individual course grades your have already earned. Most 
universities will make admission decisions based upon a combination of objective and subjective 
information. When you apply to a university, the admissions office collects information it will consider 
in making the admissions decision. 

The admissions office will put together a folder that includes the following information:

YOUR ACADEMIC RECORD: This is the most important factor in your admissions folder. The 
admissions committee doesn’t only look at your grades, but at the difficulty of your programme. Did 
you complete the full IB diploma or certificates?  Do you show improvement in your courses over 
time?

THE APPLICATION: The application includes a series of background questions that help to highlight 
your abilities, accomplishments, interests and contributions to your school and community. Some of 
this includes simple biographical information, while other parts ask about the extracurricular interests 
and activities that are most important to you. The presentation of your application is important. Is 
should be neat, complete, and well written.

By far the hardest part of the application is the essay. The essay provides you with two opportunities:   
One is to present your ability to use standard written English, including grammar, syntax, and 
punctuation. The second opportunity is to share something about yourself that can’t be captured in 
your academic record. It is very important that you provide the University Advisor with a draft of your 
essay well in advance so that we can provide you with the necessary guidance and support. 

TEST SCORES: Despite the debate of their effectiveness, SAT and ACT scores continue to be 
used by many admissions committees as the standard measure to compare students from different 
schools. Which test to take (SAT or ACT), as well as the overall value placed on the scores varies from 
university to university. In general, larger universities put more emphasis on the results than smaller 
institutions. Because the SAT and the ACT are American English based, it is highly advised that you 
prepare ahead of time for the test by either taking a PSAT or pre ACT test, or by taking an SAT or 
ACT preparatory course so that you can practice ahead of time. This is advisable to do no later than 
six months before you take the tests. 

If you have a diagnosed learning disability, you may be able to receive modifications on the tests 
by providing the College Board with certain documentation.  Please make sure to speak to us if you 
feel you might be a candidate for testing modifications. 

TEACHER RECOMMENDATIONS: Most universities will ask for a recommendation from a teacher, 
and a more comprehensive reference from the school. Some universities are very specific and will 
require a recommendation from an English or Math teacher.

It is important to carefully choose the teachers you ask for a recommendation. Make sure they are 
willing and comfortable to write a supportive recommendation for you. In addition, the teachers 
should be from your D1 and D2 classes and should reflect the area of study you prefer or in which 
you show promise.
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SAT and ACT TEST DATES

If you are taking one or both of these tests, you must register at the following websites:

For SAT deadlines and test dates:

https://collegereadiness.collegeboard.org/sat/register/dates-deadlines

For ACT EXAMS

http://www.act.org/content/act/en/products-and-services/the-act/registration.html

US University Deadlines

The deadline for regular decision applications is normally between 1st January and 1st February, 
depending on the university. Get the bulk of your essays done and confirm who will write your 
recommendations in November, so you won’t have a lot of last-minute work to do during the holiday 
season.

The regular college application deadlines are late enough so that your first semester results will be 
looked at, so we cannot emphasize enough the importance of doing your absolute best during D1. 
Also, admissions officers like to see progress over time. So It is especially important that you show 
improvement. If you did not do as well as you wanted during your D1 year, you need not worry too 
much as long as you show significant improvement by the end of your first D2 term.  

Early Decision deadlines for most universities are 1st November. However there are some universities 
that require applications as early as 1st September and some that will accept them as late as 15th 
December. It is best to check directly with the university in question. Early Decision is a process 
where an applicant can apply to one university early to show that that university is their first choice.  
If accepted, it is a binding agreement that the student will enroll there. 

Early Action is a similar process to Early Decision but applicants may be able to apply to more than 
one university (depending on the affected universities’ policies) and the decisions are not binding.  
These deadlines are usually 15th November, but again, it is important to check directly with the 
university.

If a university has Rolling Admissions it means that there is no set date for which applications must 
be submitted.  Students can apply in a window that usually lasts 6 months before the beginning of 
the course and will generally hear back from the university within weeks. Admissions for the course 
will close when all places have been filled.
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Web Resources
 

Here is a list of websites that can be a real help to find out more information.  

The UCAS Website:  www.ucas.co.uk
This site has an absolute abundance of information and a fantastic course selection section. This is 
for students applying to university in the UK only. It has an excellent search tool where all University 
courses in the UK are shown. It will also outline the entry requirements, which is very important when 
deciding on a course.

The Common App Website: www.commonapp.org
This is the site used by most United States colleges and universities for applications. It also has 
information and search engines for finding colleges.

The College Board Website:  www.collegeboard.com
This is the place to go if you are applying or thinking about applying to university in the States.  
This is where you can search for a university using a fantastic search machine with many variable 
parameters and where you need to go to sign up for the SATs.

Fulbright Commission: http://www.fulbright.org.uk/study-in-the-usa/undergraduate-study/
Comprehensive information about applying to US universities from abroad.

Push:  www.push.co.uk
A website designed for students to help choose UK universities. It has statistics about universities 
that cover different areas of student interest. 

The Complete University Guide:  www.thecompleteuniversityguide.co.uk
A very comprehensive list of UK universities to search through with information from many different 
sources.

Unistats:  www.unistats.com
On this website you can search, review, and compare universities in the UK.

OpenDays:  www.opendays.com
Get a taste of campus life and visit a university. This site has a complete listing of university open 
days.

Whatuni:  www.whatuni.com
Over 5,503 student reviews of universities and courses. You can also get in touch with other future 
students. 

University scholarships for IB diploma graduates 
Many universities give scholarships to IB graduates. These lists are constantly growing so be sure to 
check with the universities for the most up-to-date information.
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Conclusion
 

Applying to university is not going to be the easiest thing you’ve ever done but it just might be the 
most important.  Plan ahead, take your time, do it right and the reward will be three or four of the 
most challenging and possibly the most fun years of your life. Please feel free to contact the team 
here at Dwight and we will be happy to help.

Fiona McCaffrey
Careers and University Advisor
fmccafferey@dwightlondon.org

Contact Information
 

Fiona McCaffrey
IB Diploma Coordinator & Careers and University Advisor
fmccafferey@dwightlondon.org

Tony Dickenson
Careers and University Advisor Assistant
adickenson@dwightlondon.org
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Dwight School London
6, Friern Barnet Lane

London
N11 3LX

+44 (0)208920 0600 
 office@dwightlondon.org

www.dwightlondon.org


