
 
 

LIFE BEYOND COURT FIELDS SCHOOL – A CAREERS GUIDE 
 

Welcome to Court Fields School careers guide. Here you'll find the key information you need for what happens 

when you finish year 11. Each hyperlink will take you to another page. 

 
The main options after year 11 are: 

 

 

*  POST-16 EDUCATION 
 

This includes full-time courses in schools ( with 6th forms) and colleges. 
 

*  APPRENTICESHIPS 
 

This includes apprenticeships and other work-based training programmes. 
 

 
 

To help you plan and look ahead we’ve got sections on these topics: 
 

 
 

*  CAREER PLANNING 
 
* WORKING FOR YOURSELF 

 
* SKILLS AND EXPERIENCE MATTER! 

 
*VOLUNTEERING 

 
* APPLICATION FORMS AND CVs 

 
* INTERVIEWS 

 
* EMPLOYERS IN YOUR AREA 

 
* UNIVERSITY 

 
* TAKING A GAP YEAR 

 
 
 

POST-16 EDUCATION 
 
 

The majority of students continue their education beyond year 11. The government encourages you to do this 

for at least two years after you have left school. 



Here we look at two big questions :- 
 

 

*  Where to study? 

* What to study? 
 

 

There's also a section on  open evenings, open days and applications. 
 

 

Where to study? 
 
 

After year 11 it is very likely that you will progress onto one of the 4 local colleges in our area, which are :- 
 

 
Richard Huish College 

 
Bridgwater and Taunton College, which includes Cannington 

College 

PETROC 

A very small number of Court Fields students may choose to go onto Exeter College or Bicton College, and 

some have ventured even further afield. 

Whilst there is an option for some students to progress onto a school 6th form ( eg go onto one of the 

independent schools in our area ) in reality, students from this school will choose from the colleges mentioned 

above. 

These provide all sorts of courses from hairdressing and mechanics through to business, catering, construction, 

engineering, health and social care, child care and many other vocational areas. Bridgwater and Taunton College, 

also offer A levels as well as a range of vocational courses. Richard Huish on the other hand offer mainly A levels, 

but do also offer some vocational courses eg – BTEC’s in Sport, Business, Health and Social Care, I.T. 

 
These colleges are for adults of all ages as well as students aged between 16 and 18. Courses are available at 
different levels to match how well you've done at school. The majority of courses on offer at Richard Huish 
however will require a minimum of 5 GCSE’s at grade 4 including Maths and English. 

 
For more information and to see the range of courses these colleges provide , go to:- 

Bridgwater and Taunton College: 
www.btc.ac.uk  
Richard Huish:  www.huish.ac.uk 
PETROC: www.petroc.ac.uk 

 
 

 
Other Colleges :- 

 
The Space. The Somerset Performing Arts Centre for Education , Taunton. Offering courses in Theatre, 
Peformance ,Drama, Film and much more:  www.thespacesomerset.com 

 
Cannington Centre ( part of Bridgwater and Taunton College)   offering all sorts of Land based courses 

eg Agriculture, Horticulture, Food Technology, Floristry, Animal care, Equine studies and more 

4www.btc.ac.uk 
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Bicton College . Offers same sort of courses as above plus some others as well:  www.bicton.ac.uk 
 

Exeter College:  Offers a wide range of vocational courses as well as A levels: www.exe-coll.ac.uk 
 

Prospectuses for all of the colleges above can be found in the LRC 
 

 
 

What to study? 
 

There are hundreds of courses and dozens of different qualifications. Many courses are above GCSE; others 
are at a similar level. 

 
Here we'll concentrate on two main issues :- 

 
 Types of course 

 Courses at different levels 
 

But first a number of questions to answer before choosing what to study: 

 
- what subjects will you need for certain careers and university courses? 
- what are you good at? 
- what will you enjoy? 
- which courses will you be qualified to do with your expected GCSEs? 
- which type of approach suits you: exam, course work or practical? 

 
If in doubt about any of this seek advice from teachers, careers advisers, parents, schools and colleges. You 
need to get it right! 

 
TYPES OF COURSE 

 

 
There are two main types of course: 

 
*  A levels 
* Vocational courses 

 
A levels 

 
These are exam-based courses which build upon the work you've done at GCSE. Normally you need to be 
aiming for at least five GCSEs (grade 4 or above) to contemplate doing A levels. Some colleges may ask for a 
greater number of GCSEs; others for slightly less. 

 
You may also need to hit specific GCSE standards to do certain subjects at A level. As a rule , GCSE’s at least at 
grade 6 are often the entry basis for taking A levels in science, maths or foreign languages. Check college 
prospectus for specific entry requirements. 

 
There are plenty of A levels which do not require earlier study at GCSE. This normally includes subjects such as 
business, law, media, politics, psychology and sociology amongst others. 

 
A levels are two year courses. 

 
The standard arrangement has, up until now ( ie for those students starting an A level programme in 2014) 
been to do four subjects in the first year; each leading to a one-year qualification known as an AS level. Then 

http://www.bicton.ac.uk/
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most students concentrate on three subjects in the second year (known as A2). The two years together makes 
up an A level. 

 
This used to mean that most students finish their studies having done three A levels and one AS level. 
HOWEVER, THINGS CHANGED FROM SEPTEMBER 2015 in a number of important ways:- 

A levels changed to LINEAR examinations as opposed to what was a MODULAR approach. Students used 
to study for and take an exam in an AS Level at the end of the first year ( called an A1) They then dropped 
that subject ie just get half an A level ie an AS level, or chose to carry it forward into the second year ( A2) 
where it would count towards getting a full A level. This no longer happens. Most students will be 
required to choose 3 subjects at A level from year one and will continue with these in year two , taking 
final exams at the end of year two ie no exams or course work counting towards final exam at any other 
time. AS levels in some subjects will still be offered, but they will be “stand alone” qualifications ie the 
results will only be for the AS level – they will not be carried forward to go towards the second year of the 
A level. 

 
 

 
A levels are graded A*, A, B, C, D and E. 

 
There's often discussion about which A levels are preferred by certain universities. If you're aiming for one of 
the more prestigious universities visit the Russell Group website -  www.russellgroup.ac.uk - and download the 
"Informed Choices" document. This will give you subject advice. 

 
Vocational Courses 

 
Vocational courses are geared towards a particular area of work. 

There are three types of vocational course: 

1. Practical courses in specific jobs or trades. 

 
Examples include animal nursing; beauty therapy; bricklaying, cookery; horticulture; plastering and vehicle 
mechanics. 

 
These courses are assessed by course work and by how well you can do things. Qualifications awarded include 
City & Guilds and National Vocational Qualifications (NVQs). 

 
Courses last one or two years and are taught at different levels: usually level 1, 2 and 3. 

 
2. General vocational courses which cover a broad occupational area rather than a specific job. 

 
Examples include art and design, business, child care and education, engineering, health and social care, ICT, 
public services and sport. Assessment is mainly by course work. 

 
This type of course usually leads to a diploma which is marked distinction, merit or pass. Qualification titles 
are confusing but many courses lead to BTECs. You may be able to do a course on its own so it fills your week. 
Or you may be able to do a "scaled down" version to fit in with A levels and other courses. 

 
You can usually do vocational courses at the level which matches your GCSE results. Then, by spending extra 
time at college, you can progress from one level to another. 

http://www.russellgroup.ac.uk/


3. Courses which allow you to try different things before deciding. 

 
If you're not completely decided, you don't always have to leap into the unknown. You can "taste" different 
jobs and get used to the whole idea of progressing from year 11 to the next stage. 

 
Most colleges offer these programmes but it's confusing because there are different titles at each place. If 
you're not sure, it's a good idea to ask. 

 

 
 

COURSES AT DIFFERENT LEVELS 
 

Each sixth form and college course is graded by "level" to show its difficulty and what it is worth. You'll often 
see this mentioned in college booklets and on websites. 

 
It starts at "entry" level and moves up through levels 1, 2 and 3 and beyond. 

 
As a rough guide, doing well in your GCSEs (grade 4 and above) is like being at level 2 already. Not doing so 
well puts you at level 1. Your job is to improve your levels whilst carrying on learning. 

 
It's not always straightforward because certain trades insist you start at the level appropriate to what is 
involved in the training. 

 
Taster and preparation courses may be entry level or level 1. 

 
Learning a trade usually starts at level 2 and moves on to level 3. Management training is level 4. 

A levels are level 3. 

University begins at level 4; you can rise as high as level 8! 

 
Open days, open evenings and applications 

 
Schools and colleges usually have open days and open evenings for prospective students and their parents and 
guardians. Many of these occur during October and November of year 11. Other events, particularly those 
organised by colleges, may take place throughout the school year. 

 
You can normally apply for as many colleges as you wish. You can go for interviews at different places, accept 
several offers and decide later. 

 
Some colleges require a paper based application form, some offer the opportunity to apply online. 

 
You are then invited to an interview. This may be relatively straightforward at some places; considerably more 
demanding at others. Always make sure you are well-prepared. 

 
Closing dates for application forms to be received by most colleges is the end of January. 

 
We suggest you start applying from around mid-October. Even if a college does not have an official deadline 
still aim to apply by Christmas or shortly afterwards. 

 
 
 

APPRENTICESHIPS 
 

Getting a job after year 11 - with proper learning and training and at the same time getting paid, is a brilliant 
idea for many people. Apprenticeships are a very important and very real option with a significant number of 



vacancies in a variety of occupational areas. Go to the apprenticeship website or speak to Mrs Barrett for 
more information. 

 
And, if you're wondering about the government asking you to remain in learning until the age of eighteen, 
apprenticeships and other training programmes count towards this. 

 
They’re also an option for later. If you go to college or sixth-form, apprenticeships will still be available 
afterwards. This may be a Higher Apprenticeship taking account of your additional qualifications. 

 
Here we answer three questions: 

 
*  What's an apprenticeship? 
* Are there apprenticeships in every job? 
* How do I get an apprenticeship? 

 
What's an apprenticeship? 

 
An apprenticeship is a paid learning job. Most of your learning is through your job. You learn by doing it 
properly and with the help of experienced workers who will show you the ropes. 

 
Standard pay is at least £100 for a forty hour week. It can be higher, and often is. 

 
The usual pattern to an apprenticeship is that you work most of the time and do training for rest of the time. 
This might mean four days work and one day training. It could mean four weeks work followed by a training 
week. 

 
The training and learning element might be taught at a college or by a private training company. For some jobs 
your trainer might even visit you where you do the job. There may also be company courses to attend. 

 
Your apprenticeship will lead to a recognised qualification at level 1, 2 or 3. Many apprenticeships start with 
level 2 learning. That's roughly GCSE standard even though it's a very different style of learning. 

 
Then, depending on the job or employer, you'll probably move on to level 3. This part of your training is known 
as an "advanced apprenticeship". 

 
After this, your learning may be finished and you'll be fully-qualified. With some jobs there's more to learn and 
you may progress to level 4. An increasing number of larger employers are now offering training and 
qualifications at level 5, that means getting a degree level qualification with a salary and no university fees !! 

Are there apprenticeships in every job? 
 

 
Yes and no. 

 
There are apprenticeships in just about every industry but not necessarily in every single job. 

 
You couldn't be an apprentice dentist, but you could be an apprentice dental nurse. There are no apprentice 
teachers but there are apprentice learning support workers. Rather than be an apprentice accountant you 
could be an apprentice accountancy technician. Then, if you wanted to move up the ladder, you've made a 
good start. 

 
Next, of course, there are all sorts of apprentices working in building, child care, engineering, farming, garages, 
hair and beauty, health and social care, hospitality ICT, shops, social care and all the other things of which you 
can think. 

 
It's a proper way to start your career. It's worth thinking about. The National Apprenticeship Website – 
www.apprenticeships.org.uk – will give you an idea of the jobs on offer. 

http://www.apprenticeships.org.uk/


 

How do I get an apprenticeship? 
 

Take a deep breath. This isn't going to be as easy as applying to college or sixth form. You'll need to find an 
employer who is willing to offer you an apprenticeship. 

 
If you want an apprenticeship after year 11 finishes, remember it may start as early as July. This means taking 
positive action throughout year 11. 

 
There is no definite timescale. Businesses make apprenticeship decisions at different times. Large, well-known 
organisations could have closing dates as soon as December or January of year 11. Others may decide to recruit 
at the last minute. 

 
The simple answer is start planning right at the start of year 11. Things to do include: 

 
- making a list of where to try 

- asking people who may be able to help 
- keeping an eye on the important websites 
- putting together a proper CV 
- practice writing letters which say why you're interested and why you'd be a good candidate 
- brushing up your interview technique. 

 
You can find more at about these topics on the  CVs and application forms and  interviews pages. 

 
We suggest you follow this five-step guide when looking for an apprenticeship: 

 
1. Register on the national Apprenticeships website: www.apprenticeships.org.uk 

 
Keep looking at this site. It gives details of an amazing number of apprenticeships. You can do a search by job 
and postcode. 

 
If something interests you - but the job has gone or it's too early to apply - make a note of it for future 
reference. 

 
2. Ask family, friends and neighbours. 

 
You never know you may be able to help or put in a good word for you. 

 
3. Make a list of businesses you can try by phoning, writing, calling or sending your CV. 

 
It’s a good idea to take things into your own hands by asking businesses if they are likely to have an 
apprenticeship vacancy. This is sometimes called “applying on spec”. 

 
This isn't easy; you may need help. Websites such as Yell -  www.yell.com - are useful for making lists of 
businesses to contact. 

 
4. Apply to colleges for apprenticeships. 

 
You can normally do this on the same application form as full-time courses. Colleges can put you in touch with 
businesses which may be looking for an apprentice. 

Colleges organising apprenticeships include:- 

Bridgwater and Taunton College 
 

http://www.apprenticeships.org.uk/
http://www.yell.com/


Richard Huish 
PETROC 
Bicton Agricultural College 
Exeter College 

 
6. Apply to training companies which organise apprenticeships. 

 
Similar to colleges, training companies may be able to put you in touch with employers who are recruiting. 
There are many training companies so it's only possible to list the main ones here. 

 
For apprenticeships around Wellington, Taunton and beyond go to the search engine at UCAS Progress - 
www.ucasprogress.com/search - to track down the names of relevant training companies offering 
apprenticeships.  

 
Training providers in our area who may be able to help with apprenticeship opportunities : - 
Somerset Skills and Learning  www.learnsomerset.co.uk Offers apprenticeships / training in Business, 
engineering, Health and Social Care, Sport and Leisure, Travel and Service Industries. 

 
Locomotivation go to  www.locomotivation.co.uk Offer apprenticeship training in Leisure, Health and Care, 
Hospitality and Catering and Travel and service Industries. 

 
Didac go to  www.didac.co.uk apprenticeship training in furniture, wood and timber merchant industries. 

 
Hair Academy South West go to  www.hairacademysouthwest.co.uk offer apprenticeship training in 
Hairdressing. 

 
Acacia Training and Development go to  www.acacia.ac.uk  offer apprenticeship training in Business Admin, 
child care, hairdressing, dental nursing, health and social care. 

 
Riverside Training go to  www.riverside-training.co.uk offer apprenticeship training in Business admin, 
customer service, food preparation and hospitality services. 

 
Hospitality Industry Training (HIT) go to  www.hittraining.co.uk offers apprenticeship training in a range of jobs 
within the hotel and catering industry. 

 
National training companies: 

 
CITB (building):  www.bconstructive.co.uk 
JTL (electrical and plumbing):  www.jtltraining.com 
REMIT (motor vehicle and other trades):  www.remit.co.uk 

 
 

 

CAREER PLANNING 
 

 
Here we look at the process of finding out more about careers. We've split this section into: 

 
*  Career decisions 
* What jobs are there? 

 
Career decisions 

 
Many years ago somebody came up with the idea that people do their career planning in four stages. That's 
not always the case but the idea stuck. Using the initial letter of each of the four stages the process became 

http://www.ucasprogress.com/search/
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known as the "DOTS model". 
 

Later other experts changed it around and it became "SODT". This makes sense to a lot of people. Where are 
you in the process at the moment? 

 
Step 1: Self awareness (knowing yourself) 

 
This involves looking at your skills, values, interests and personality. You also need to analyse where your 
strengths and weaknesses lie. This is vital for choosing the right career and also for being successful with 
applications and interviews. 

 
We've got a section about  employability skills which will start you thinking about this important matter. 

 
Step 2: Opportunity awareness (what's out there?) 

 
This involves gathering information on the opportunities open to you. This could include sixth form and college 
courses, apprenticeships, voluntary opportunities and university. 

 
It also means being aware of a whole range of jobs. The  What jobs are there?  section should help with this. 

 
 
 
 

Step 3: Decision making (which path to follow?) 
 

This should be a little easier now you've more information. A course or an apprenticeship? Which subjects or 
which line of work? Does university fit into your plans? 

 
Don't worry. You could be making a definite plan such as starting an apprenticeship after year 11. Or you could 
decide to keep your options by doing a variety of subjects at college or in a sixth-form. 

 
Step 4: Taking action (doing something about it!) 

 
This might mean going to open evenings at schools and colleges and then making an application. It could mean 
getting a CV together and ringing up employers about apprenticeships. Either way, you'll have needed to "take 
action" before finishing year 11! 

 
These sites will help with your career planning: 

 
National Careers Service:  www.nationalcareersservice.direct.gov.uk provides general information about 
choices at 16, apprenticeships, as well as information on a variety of careers. You can also speak to a Careers 
Adviser on the telephone or online. The service is free. 

 
Plotr:  www.plotr.co.uk Walks you through different "career world". It's bound to get you thinking! 

 
ICould:  http://icould.com Loads of videos, articles, quizzes and other help. 

 
UCAS progress:  www.ucasprogress.com This is a brand new site provided by UCAS .Lots of info for students 
and parents providing information and advice on a range of careers maters. 

 
Barclays Life skills:  www.barclayslifeskills.com Provided by Barclays Bank, some useful information and 
interactive materials concerning careers in general and preparation for adult working life. 

http://www.nationalcareersservice.direct.gov.uk/
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What jobs are there? 
 

It can be helpful to see a list of which jobs exist. The National Careers Service's Job Profiles are great for this. 
There are more than 700 job descriptions in total. 

 
Begin at  https://nationalcareersservice.direct.gov.uk and look for "Job Profiles". It starts with a list of "job 
families"; each of which includes dozens of jobs. 

 
We’re listing the job families here to get you thinking and exploring. Can you pick out two or three categories 
which may interest you? You'll be surprised what may be included in each! 

 
* Administrative and clerical 
* Alternative therapies 
* Animals, plants and land 
* Arts, crafts and design 
* Catering services 
* Construction 
* Education and training 
* Environmental sciences 
* Financial services 
* General and personal services 
* Information technology and information management 
* Legal services 
* Maintenance, service and repair 
* Management and planning 
* Manufacturing and engineering 
* Marketing, selling and advertising 
* Medical technology 
* Medicine and nursing 
* Performing arts, broadcast and media 
* Publishing and journalism 
* Retail sales and customer service 
* Science and research 
* Security and uniformed services 
* Social services 
* Sport, leisure and tourism 
* Storage, dispatching and delivery 
* Transport 

 

 
 

WORKING FOR YOURSELF 
 

Working for yourself can include running your own company (and employing others) or operating a franchise 
under another organisation's name. It may also involve hiring out your services on a freelance or consultancy 
basis. 

 
Self-employment isn't everybody's cup of tea. It has all sorts of disadvantages as well as advantages. 

 
It can be particularly satisfying because of the independence and the freedom to make your own decisions. 
You also work in your own way. 

 
The downside includes the risk of failure, occasional money worries and the need to frequently work long 
hours. 

https://nationalcareersservice.direct.gov.uk/


The rewards may also be slow at first. Many successful business people start their enterprises whilst still 
working in another job so they still have a regular income. You need to have a business plan, organise your tax 
affairs and generally have an enterprising outlook. 

 
Many people do possess that entrepreneurial spirit. The National Centre for Entrepreneurship in Education - 
www.ncee.org.uk - encourages young people to become entrepreneurs. It suggests these skills are especially 
important when running your own business: 

 
· commitment to see things through from start to finish 
· an ability to network 
· confidence to take ownership of projects and developments 
· initiative 
· good persuasion and negotiation skills 
· focused to set and achieve goals 
· strong decision-making skills 
· an ability to work quickly under pressure 
· confidence to take risks when necessary 
· an ability to work independently 

 
An especially useful website: 

 
Shell Livewire:  www.shell-livewire.org See the "business library" in the start-up support section. 

 
 
 

 

SKILLS AND EXPERIENCE MATTER! 
 
 

As well as qualifications and learning there are other things which will help you get a job or build a successful 

career. Here we look at two of these: 
 

 

*  Employability skills 

*  The value of experience 
 

 

Employability skills 
 
 

As you go through education, and start your career, you'll hear more and more about employability skills. 

These are often the “magic things” you need to find work and be successful once you've started. 
 

 
There are two types of employability skills. 

 

 

1. Skills specific to a particular job. 
 

A hairdresser needs to be able to cut and style hair; a social worker needs to understand people and be able to 

help them in the right way; a doctor needs to know a lot about medicine and be good with people. 

 
These things are special to the job and you learn them as part of your training. 

 

 

2. General "competencies" common to every type of work. 
 

 

You'll often hear these described as "soft skills". You probably possess many of these already. 

http://www.ncee.org.uk/
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Your task is to develop as many of these as possible as your career progresses. You can do this through work, 
study, playing sport, participating in activities, volunteering and all sorts of other ways. Then, when you attend 
job interviews, employers will ask for "evidence" that you have these skills. 

 
A survey by the University of Kent concluded the top ten skills most valued by employers. How do you 
measure up? 

 
1. Verbal communication: the ability to express your ideas clearly and confidently in speech. 
2. Teamwork: working confidently within a group. 
3. Commercial awareness: understanding the commercial realities affecting the organisation. 
4. Analysing and investigating: gathering information properly to establish facts, strategies and tackle 

problems. 
5. Initiative and self-motivation: ability to take initiative, identify opportunities and be proactive with ideas 

and solutions. 
6. Drive: the determination to get things done by making things happen and looking for better ways of doing 

things. 
7. Written communication: the ability to express yourself clearly in writing. 
8. Planning and organising: planning activities and carrying them through effectively. 
9. Flexibility: adapting successfully to changing situations and environments. 
10. Time management: Managing time effectively, prioritising tasks working to deadlines. 

 

 
 
 

These aren't the only skills required. Others include negotiating, persuading, leadership, numeracy and ICT 
competency, self-awareness, confidence, integrity, creativity and decision making. 

 
The value of experience 

 
People can feel let down when they see expressions such as "experience required" in job adverts. If you're still 
at school or college - or in the early stages of working - how can you have experience? 

 
It may not be quite how it seems. "Experience of a commercial environment" could be that part-time job you 
have in a supermarket. "The ability to work with people needing care and support" could be evidenced by the 
voluntary work you are doing with elderly people. Arranging a football tournament for children is "experience 
of planning and organisation". Being a team captain, or leader of an expedition over the hills, is a good 
example of "leadership experience". 

 
The trick is to examine all the things you've done and evidence them as examples of skills and experience. 
Next, you need to be ready to add to this experience by taking on duties and getting involved. If it's a positive 
achievement; get it on your CV! 

 
Here are eight steps to developing your experience (there may be age requirements for some of these): 

 
1. Part time jobs when at college or sixth form: this is a good way of developing new skills and gaining work 
insights. Just remember not to let it interfere with your studies! 
2. Holiday jobs: great for experience and you can sometimes do them for several holiday periods in a row. 
3. Volunteering: this can be brilliant for learning skills, gaining confidence and discovering more about work. 
4. Develop new interests and activities: these can be useful for learning new skills and pointing to positive 
achievements and outcomes. 
5. Take on positions of responsibility: this helps with organisation and leadership skills and can look great on 
your CV. 
6. Do a college or university course which includes extended work experience: this isn't possible for every 



subject but, when it's available at university, the placement may be paid and last up to a year. 

 
VOLUNTEERING 

 
Volunteering can mean helping people, looking after the countryside or virtually anything that brings a benefit to 
people and places. It can help you make achieve a sense of worth, make a positive contribution and develop new 
skills and competencies along the way. 

Most volunteering is unpaid. This is especially true when you just do a few hours a week or from time-to-time. 

Investigate these sites for ideas about volunteering opportunities for now or the future. It's likely that there 

may be an age requirement: 
V-Inspired:  https://vinspired.com 
Do-it:  www.do-it.org.uk 
Some local Voluntary Agencies:- 
Taunton Voluntary Action:  www.tauntonva.org.uk 
Somerset Wildlife Trust:  www.somersetwildlife.org 
Independent Age:  www.independentage.org 

 
To search for other volunteering opportunities, go to Google and type in volunteering in Somerset or Taunton 
or Wellington. 

 

APPLICATION FORMS AND CVs 
 

Here we look at the business of applying for jobs. There are three sections: 
 

 

*  Application forms 

* Covering letters 

* CVs 
 

 

Application forms 
 

 
Points 1-4 can apply to either paper or online forms; point 5 is specifically about online forms. 

 

 

1. Before you start: 
 

 

- read the instructions; you may be asked to use capitals or black ink 

- read about the job; this will help you focus upon what's needed 

- photocopy or print a blank form for practising 

- if you need references, make sure you've asked them properly 

- check the form for demanding questions; take care with these 
 

 

2. Completing the form: 
 

 

- make sure you provide your full address, postcode and telephone numbers 

- take care with spelling; try to avoid mistakes 

- do not use abbreviations or leave sections blank. If a question isn't relevant write “N/A” (“not applicable”) 

- ensure you match your skills and abilities to what is required 

- if there is an "additional information" section use this to sell yourself 

https://vinspired.com/
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3. Getting the detail right: 
 

- list secondary schools and colleges (but not primary schools) 

- list any exams you have taken and grades. Be honest, you may need to show certificates 
- if you are due to take exams, or are awaiting results, state predicted grades 
- detail any jobs you've done (including part-time jobs and voluntary work) 
- take care with dates; it’s amazing how many people get their date of birth wrong! 

 
4. Before you send the form: 

 
- check it carefully to see you have completed all the sections without mistakes 
- take a copy; this will be useful if you are invited to an interview 
- if posting use a large envelope to avoid creasing; make sure you pay the correct postage 
- make sure your application will arrive in time however you are submitting it 

 
5. Online applications: 

 
- online formats vary; prepare yourself for different types of form 
- follow instructions carefully; be prepared if things go wrong 

- plan your time; work purposefully because you can be "timed out" 

- if you are able, save a copy before submitting. If not, print a copy whilst there is time 
 

 

Covering letters 
 
 

There are three types of covering letter: 
 

 

1. Relatively straightforward courtesy letters which go with an application form. 
 

These take a short form (half-a-side) if you've said all you need to say on the form. Say that you are writing to 

apply for the job and that you are enclosing a completed application. Offer to provide extra information if 

needed; finish by saying you look forward to hearing back from them. 
 

2. A more detailed letter of application when you've been asked to apply in writing or supply 

additional information. 
 

These set out why you are applying and what you can bring to the job. Try to use the five-paragraph approach 

which is mentioned below. Aim to restrict your letter to one side of A4 paper. 
 

3. A speculative letter of application. 
 

Very similar to (2). The difference is that you are making an enquiry about the possibility of a job occurring in 

the future. Use the five-paragraph approach (as below) to put yourself forward as an excellent candidate if 

anything arises. 
 

 
For each type of letter: 

 

 
- if writing to a named person, finish your letter with "yours sincerely" 

- if you don’t know the person’s name, start with "Dear Sir or Madam" and end with “yours faithfully" 

- keep the language clear and simple 

- include your full address and other contact details 



- sign the letter and print your name underneath 

- use good quality paper 

- keep a copy of your letter in a special job search file. 
 

 
The five-paragraph approach for letters of application (no more than one side of A4): 

 
Para 1: explain why you are writing ("I am writing to apply" or "I am writing to enquire"). 

Para 2: say why you are interested in this type of work or training. 

Para 3: try to explain why you would like to work for this particular business. 
 

Para 4: take trouble to indicate what makes you an excellent candidate for the job. This is crucial. 
 

Para 5: complete your letter by thanking them for taking the trouble to consider your application. Also say you 
look forward to hearing from them. 

 

 

CVs 
 
 

The full name for a CV is a curriculum vitae. It's a way of advertising yourself so that employers will want to 

meet you. 

 
You can send your CV to companies who aren’t advertising jobs. They may put your details on file and contact 

you when a suitable job arises. 
 

You may also be asked to include a CV when applying for a job that has been advertised. 
 

It’s possible that some employers will ask you not to send a CV. They may prefer to judge you on how you 

complete theIR application form. 
 

 

Your CV should be: 
 

 
- word processed in a simple easy-to-read font 

- short (ideally one side of A4) 

- neat and tidy with good spelling and grammar 

- easy to follow; bullet points are a good approach 

- adapted for each job application to show you have the skills and aptitude for the role in question 
 

 
CVs should include (in no particular order): 

 

 
- your name, address, email address and telephone number(s) 

- a personal profile (or career aim) statement 

- your education and qualifications 

- details of your skills and achievements 

- experience: paid work, school work-experience, volunteering 

- extra qualifications such as First Aid or a driving licence 

- hobbies and interests, particularly if these highlight responsibilities and skills 

- details of your references or a statement saying "References available on request" 



You don't have to specify your age, gender, marital status or religion. These things are optional. 
 
 
 
 
 

INTERVIEWS 
 

 

Here we explain the best approach to interviews. There's also a list of the  most popular interview 

questions and a warning about the challenges of  competency questions. 
 

 

1. Be prepared in advance: 
 

 

- make sure you know what is happening. There may be a test and/or presentation as well as an interview. 

- find out as much as you can about the business and what it does 

- re-read your application, the job description and the person specification 
 

- which questions may they ask? Prepare your answers 
- practice talking about your strengths and weaknesses (you may be asked about these) 
- prepare a few questions of your own (what sort of training will I receive? What are the prospects for career 
development?) 
- make sure your clothes are clean and ironed; polish your shoes 
- work out how you will get there and how long it will take 

 
2. On the interview day: 

 
- first impressions count; make sure your appearance and greetings are right 

- try to wear a suit or smart outfit 
- take any documents you need (certificates, birth certificate, passport, etc) 
- make sure that you know who you are seeing and remember names 
- turn off your mobile phone before arriving 
- aim to arrive fifteen minutes early 

 
3. During the interview: 

 
- don’t chew gum, smoke or swear 
- be polite and friendly; be prepared to shake hands 
- don't slump; sit comfortably, with your hands in your lap 
- look at the interviewer; remember to smile 
- if you don’t understand a question, say so. You can ask the interviewer to explain 
- try to avoid ‘yes’ or ‘no’ answers; if you don’t know the answer say so! 

 
Most popular interview questions 

 
The University of Kent has come up with these popular interview questions. Practice your answers! 

 
1. Why do you want this job? 
2. Why do you want to join our organisation? 
3. Describe a situation in which you lead a team. 
4. Describe a situation where you worked in a team 
5. What do you expect to be doing in 5 years’ time? 
6. What are your weaknesses? 
7. What are your strengths? 
8. What has been your greatest achievement so far? 



9. What would you do if ........ happened? (a “hypothetical” question) 
10. Have you got any questions? 

 
Competency questions 

 
More and more interviewers are asking questions based on your ability to do something. An example might be 
"tell me about a time you persuaded a group of people to do something that had a successful outcome". 

 
This is known as a competency question and many interviews, especially for university graduates, revolve 
around this type of question. 

 
A good way of tackling competency questions is to follow the STAR approach: 

 
1. Situation 
2. Task 
3. Action 
4. Result 

 
Structure your answer around each of these in turn. Situation describes the problem; task explains what you 
were required to do; action is how you tackled the problem; result is the outcome and what you achieved. 

 
Competency questions are not easy. They need practice. A useful tip is regularly make notes about situations 
you handle successfully. Later you may be able to use these as interview examples. 

 

 

UNIVERSITY 
 

University may seem a long time ahead when you are at Court Fields School. Time will pass quickly; you can 
start your university application 1 year 3 months after completing year 11! 

 
Here we cover: 

 
*What is university? 
*Why go to university? 
*What can you study at university? 
*Where can you go to university? 
*What about money for university? 
*How do you apply for university? 
* Useful Higher Education Websites 

What is university? 
 

A university is a college where you can study beyond the age of eighteen. Many students live away from home. 
This means there is living accommodation as well as catering, health, sport and other facilities. 

 
Universities are for adults of all ages. You don't need to start when you are eighteen; you can leave it until you 
are older. Large numbers of students have a "gap year" before starting university 

 
You usually need A levels - or equivalent level 3 qualifications (such as BTEC Diplomas or Extended Diplomas) - 
to enter university. Actual requirements vary between universities; some ask for higher grades than others. 

 
The main course at university is a degree. These courses normally take at least three years; longer if you study 
part-time or through your job. 



You hear different names to describe these courses. One is "undergraduate" meaning that it's your first course 
at university. Another is "Bachelor's" after the title of the degree you'll receive: Bachelor of Arts (BA), Bachelor of 
Science (BSc) or whatever. 

 
Courses such as medicine, dentistry, veterinary medicine and architecture take longer. You can also extend 
many courses to include work experience. Most foreign languages degrees include an additional year at a 
university in another country. 

 
And - if you're planning to study science, technology, engineering or maths - you may have the chance to do a 
four-year course which automatically leads to a higher-level "Masters" degree. 

 
Remember too that it's possible to do a shorter two-year foundation degree (three years part-time). These 
have lower entry requirements and are career-related. If you do well you can do extra study to turn your 
foundation degree into a BA or BSc. 

 
Postgraduate courses: 

 
Once you have completed your university course - at 21 or older - you may choose to do a more advanced 
programme. These are known as "postgraduate courses" and lead to research qualifications (such as a PhD), 
masters and career qualifications. 

 
One example would be a postgraduate certificate in education (PGCE) if you wanted to become a teacher. If 
you've studied history, and wanted to learn more about a certain period, you might do a MA (Master of Arts) 
course. 

 

 
 

Why go to university? 
 

People go to university for all sorts of reasons. These include: 
 

- to gain a qualification that is essential for their future career 
- to improve their career prospects in general 
- to broaden their horizons and experience life in another place 
- to pursue a deep interest in a particular subject 
- to get a good education alongside fulfilling sporting or creative potential. 

 
You're also allowed to admit that you'd like "a good time" at university. But that shouldn't be the only reason. 
It's a serious business. 

 
University is more popular than ever. You may feel you "have to go to university". Well, you do need to go to 
university for certain careers. There's also evidence that people who go to university tend to earn more, and 
have more satisfying careers, than those who do not attend university. 

 
But that's not true for everybody and university might not be your scene. There are alternatives such as 
apprenticeships which may still enable you to gain a university-level qualification as part of your job. 

 
There's even a website called Not Going to Uni:  www.notgoingtouni.co.uk 

 
What can you study at university? 

 
The simple answer is "almost anything". For example, did you know that you can study BA Football Business 
and Finance at the University College of Football Business at Turf Moor, Burnley or at Wembley Stadium? 

 
That's just an example and it's a rather unusual one. A more straightforward explanation would be to split 
university courses into two main categories: 

http://www.notgoingtouni.co.uk/


 

1. Academic courses where you concentrate on studying a subject. 
 

This might involve studying a subject that you've already studied at school or college such as English, French, 
geography, history, maths or physics. 

 
Or you might decide to follow a more specialist pathway such as astrophysics, biochemistry, mediaeval history, 
physical geography or statistics. 

 
Equally you may decide to do something brand new such as anthropology, criminology, development studies, 
genetics, Italian or philosophy. 

 
The majority of students concentrate on one subject. This would often be called a single honours degree. 

 
Yet it's possible to "segment" your degree so that you can do two or more subjects. These can be done on an 
equal basis or by doing more of one subject than another. These are known as combined, modular, joint or 
major/minor programmes. 

 
The choice is wide and it's important to check the entry requirements for each course. Some will insist on you 
having certain subjects and very high grades from college or sixth form. Others will have a more relaxed policy. 
In general you'll probably be qualified to do a greater range of subjects than you ever imagined! 

 
You can explore ideas by doing the questionnaire at UK Coursefinder: www.ukcoursefinder.com 

 
2. Vocational courses where you attend university with a particular career in mind. 

 
We need to be careful with language. These courses still represent serious academic study. But the emphasis is 
different. You may either be training for a career or, at the very least, gaining an insight into a specific industry. 

 
Medicine, veterinary, dentistry and architecture are definite examples where you train at university for your 
future career. 

 
So too are dietetics, mechanical engineering, nursing, social work, speech therapy and town planning, 

 
Law too but it could also be seen as an "academic" subject and there are various ways of entering the legal 
profession. You can do primary teaching as an undergraduate course or you can leave your training for 
afterwards. 

 
You don't need to go to university to become a designer. Yet there are extremely useful courses in fashion 
design, graphic design, interior design, product design and a whole host of similar subjects. 

 
Other courses aren't essential for a given career; you could do a more "academic" course if you preferred. But, 
if you wanted, you could do accounting, business studies, event management, hospitality management or 
travel and tourism at university. 

 
The choice is enormous. You can find a complete list on the UCAS website:  www.ucas.com 

 

Where can you go to university? 
 

Virtually anywhere in Britain! 
 

Or abroad. It's possible but you'll need to explore the money situation - and how to apply - very carefully. 
Remember you can spend time overseas as part of many British university courses. You can also study a higher 
course in another country once you've completed your first university course in Britain. 

 
But let's concentrate on this country. Distance from home may be a factor. 

http://www.ukcoursefinder.com/
http://www.ucas.com/


 

Do you want to travel from home every day? This will mean looking at some of the higher education courses 
offered at places like Bridgwater and Taunton College, Yeovil College, Richard Huish College, who are also in the 
business of providing Degree Courses. It could also be possible to commute to places like University of Exeter or 
University of Bristol. 

 
Would you prefer to be able to come home most weekends? This brings universities like Exeter, Bristol, 
Cardiff, Bournemouth, Southampton, Plymouth into the equation. 

 
Are you happy to only come home during the holidays? This means a great choice from London to Northern 
Ireland and as far afield as Scotland. 

 
You can explore the whole range of university places and courses available at UCAS: www.ucas.com 

 
The environment may be important. A big city? A smaller place? By the sea or near the hills? It's an important 
consideration that needs to be weighed up along with the content and quality of the course. 

 
The "reputation" of the university may also be important to you. This is a tricky business. There are no official 
tables but you can find plenty of information at Unistats:  http://unistats.direct.gov.uk 

 
You may have heard of the Russell Group: www.russellgroup.ac.uk These are the universities which generally 
regard themselves as the most prestigious. You may like to investigate this group but remember there are 
dozens and dozens of other good places to study as well. 

 

What about money for university? 
 

The amounts and arrangements can vary between years. It's also possible that the whole system may change 
before you are old enough to attend university. 

 
We'll keep it simple. There are three things for which you need to pay: 

 
- your course including teaching and use of equipment and facilities. These are known as "tuition fees". 
- accommodation, other living costs (including meals) and travel. 
-everything else: clothes, socialising, activities and the rest! 

 
You may be able to pay for some of this by taking on part-time jobs. This is normally allowed but don't let it 
interfere with your studies. 

 
Depending on your family's income you may have access to four sources of money: 

 
1.Tuition fee loans. These allow you to pay your fees in instalments after you've finished university. How 
quickly you pay depends on how much you earn. 

 
2.Maintenance loans. These are intended to pay for some of your accommodation and living costs. You pay 
these back in a similar way to your tuition fee loan. 

 
3.Maintenance grants which you can spend how you like. Not everybody gets these; it depends on your 
family’s income. You do not have to pay this money back. 

 
4.Bursaries from the university you are attending. Again this depends on family income. You do not have to 
return this money. 

 
Roughly speaking, if you enter a fairly typical job after university, you may be paying back around £15 a week 
for twenty or more years. When you earn more, your repayments increase and you pay back more quickly. 

 
You can discover more on the government's Student Finance site: www.gov.uk/student-finance/overview 

http://www.ucas.com/
http://unistats.direct.gov.uk/
http://www.russellgroup.ac.uk/
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Different rules, usually more generous, apply for nursing and other health service courses. 
 

How do you apply to university? 

You'll be told much more about this when at college or in a sixth-form. 

Applications are made online through UCAS:  www.ucas.com 
 

You can begin applying at the start of your final year of college or sixth-form. 
 
If you're applying for Cambridge, Oxford, medicine, veterinary or dentistry, the closing date is 15 
October. For everything else (with the exception of certain art and design courses), the closing date 

is 15 January. The general advice is that it's best to apply sooner rather than later. 

 
You can apply for five courses. These could all be at the same place but, normally, people apply for a 
similar course at five different universities. 

 
There are several exceptions. You can only apply for one of Cambridge or Oxford; you are restricted 
to four medicine, dentistry or veterinary courses. 

 
If you are planning a gap year you can apply whilst still at school or college and ask for your place to 

be held for a year. This is known as "deferred entry". 

 
Useful Higher Education Websites 

 

 
CEGNET have produced a useful list of higher education websites, which are reproduced below :- 

 

 

The Cegnet guide to HE websites. 
A guide to HE information and advice covering everything from deciding whether uni is 
right for you to getting a graduate job 

 
Thinking about HE 
UCAS – read what UCAS says about ‘Is uni for you?’ 
Not going to uni – compare apprenticeships, gap years, distance learning and jobs as alternatives to 
university 
London University Taster Course Programme – provides insights into degree subjects and student 
life 
University and college open days – directory as well as advice about subjects, universities, a gap 
year, etc. 
Whatuni? – has a list of upcoming open days 
Push – read ‘Why bother with uni?’ as well as info about UK universities, student life, gap years, 
open days and student finance 
Studential - has information on FE, gap year, HE, apprenticeship, enterprise and British Army options 
The Sutton Trust – organises one-week summer schools and residentials for bright students from 
non-privileged homes to give them a taste of university life 

Taking a Gap Year 
Gap-year.com – offers an online and printed directory of gap year organisations and opportunities 
The Year Out Group – includes over 30 gap year organisations that provide opportunities at home 
and abroad 

http://www.ucas.com/


Travel companies that offer a booking service covering travel, volunteering and work experience 
abroad include Gapyear.com (owned by Flight Centre UK Ltd), Real Gap (owned by TUI Travel plc) and 
STA Travel 

Studying abroad 
The Complete University guide - has info on studying abroad 
A Star Future – has info on studying in Europe and further afield 
Studyportals – is a Dutch company providing a range of information on undergraduate degrees 
taught in Europe 
Fulbright Commission – has info on studying in USA Government of Canada – info on studying in 
Canada 
Future Unlimited – is the official Australian website for international students 

Applying to HE 
UCAS – is the organisation through which you apply for most HE institutions in the UK. It tells you 
how to apply and provides information on courses as well as finance and support 
Apply to uni – for information on applying for uni including tuition fees, open days, A-Z of 
universities 
British Council – provides information for international students interested in studying in the UK 
The National Admissions Test for Law (LNAT) is used by universities to select students for their law 
courses 
The UK Clinical Aptitude Test (UKCAT) – is used in the selection process by a consortium of UK 
university Medical and Dental Schools 
Studential - has free examples of personal statements but remember your personal statement must 
be plagiarism free. (Studential also offers a commercial editing service) 
Unipod - Oxford Brookes University’s guide to choosing a university, choosing the right course, 
organising finance, writing your personal statement, etc. Also look at Jobpod for graduate job ideas 
The Student Room – has advice on applying for universities and courses including a personal 
statement builder and ‘University Connect’ (recent examples of offers made) 
 

Where and what to study 
Whatuni? – helps students find universities and courses in the UK. It has an A-Z of universities. ‘What 
can I do?’ provides ideas for degree subjects to study based on the A levels you are taking. 
Which? University - help with finding the best UK university and degree course for you Best 
course 4 me – for ideas about where and what to study 
The Complete University guide – has information about university rankings, where and what to 
study, how to apply, student finance, student life, graduate careers, distance learning and studying 
abroad 
Push – read ‘Why bother with uni?’ as well as info about UK universities, student life, gap years, 
open days and student finance 
People and Planet – annual rankings of UK universities by environmental and ethical performance 
The Open University – offer degrees through distance learning 
UKCourseFinder – from the Morrisby Organisation helps you to find a degree course based on your 
interests 



HE map – Useful map showing locations of UK universities and HE institutions 
Unistats – is the official website for comparing UK universities, e.g. course data, student satisfaction 
scores, jobs and salaries after graduation 
The QAA – read their reports on the quality and standard of HE providers 
University coursefinder – from The Daily Telegraph will help you refine your degree course choices 
The University Guide – from The Guardian has information on courses and university rankings 
The Student Room – has an A-Z of universities and provides help with choosing a subject 
The Good Universities Guide – print and online directory of universities and colleges 

Student finance 
The Student Room – has links to Student Finance England resources and the government finance 
websites of the other home nations. 
Student Finance England – to sign up to Student Finance online 
Best course 4 me – What’s the return on your investment in HE? 
The Office for Fair Access (OFFA) – promotes and safeguards fair access to higher education. See 
their website for student FAQs and info about bursaries and university access agreements 
The Student Calculator – from Brightside helps you to work out how much money you will have at 
university and how much you will need 
Gov.UK – for information about student finance and loans 

Student life and housing 
Student Beans provides students with offers, discounts, entertainment features, advice and money 
saving opportunities 
The Student Room – has advice on student life and studying 
Push – read for info about student life and housing 
uni home swap – offers an alternative to living at home and studying locally. It helps students find 
accommodation in a different city in return for offering their own bedroom as a swap 

Graduate and postgraduate 
Whatuni? – has an ‘I want to be…’ section which shows you what graduates do by subject studied 

The Association of Graduate Recruiters – brings together over 800 organisations that employ 
graduates. Find out the latest trends in graduate recruitment 
Prospects – The UK's official graduate careers site 

 
Don’t forget also… 
Many providers of HE information also post on Facebook, twitter, LinkedIn, Google+, YouTube, 
Instagram and Pinterest 
Visiting HE institutions and talking to current students can help you decide 
Check if your school has access to subscription sites such as unifrog, HEAP degree course offers, 
Read newspapers such as The Times, The Daily Telegraph, The Guardian and The Independent for 
articles on trends and developments in HE 
Access to HE courses – (QAA) are designed for people who have been out of education for some 
time, especially those who left school with too few qualifications to be able to go straight to 
university. A student who successfully completes all course requirements is awarded the Access to 
HE Diploma 

 
 

More info on taking a gap year 
Gap years are often taken between college or sixth form and university. 

 
They can also take place before you start working or after you've finished university. 

 
You can spend your gap year on one big activity or, more likely, by doing a series of different things. These can 
be close to home, elsewhere in this country or overseas. 

 
You may be working, volunteering, travelling, doing short courses or whatever. You may also participate in an 
organised project or activity in another part of the world. 

 
These websites will help you discover more in advance: 

 



Gap Work:  www.gapwork.com 
 

Gap Year:  www.gapyear.com 
 

Gap-Year:  www.gap-year.com 
 

Year Out Group: www.yearoutgroup.org 
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