GUIDANCE NOTES FOR ON-LINE APPLICATIONS
These notes are to assist you in the accurate completion of the online postgraduate application form.  For further information on the courses and degree programmes available please refer to our taught https://portal.st-andrews.ac.uk/postgrad-application/. 
Supporting Documentation
Each application should include the following supplementary documentation, before a decision can be made
· Two (2) academic references 

· A copy of your Curriculum Vitae or Resume – include any relevant employment history.
· Copies of qualifications/certificates, such as, an academic transcript from your undergraduate programme with English translation if applicable
· Evidence of English language proficiency (if relevant) 

· A sample of written work - Applicants to the Faculties of Arts or Divinity should submit a sample piece of written academic work (of not more than 2,000 words in length)
· Personal Statement – applies to School of Management applicants only – Management applicants should submit a personal statement (no more than 2(A4) pages) instead of a sample of written work.  An exception is applications to the MRes in Management Studies – such applicants should provide the written sample of academic work
You will have an opportunity to up-load supporting documents as part of the online application process; please have these documents readily available.
New User Details (to create login)
First you will need to create a username and password.  This will allow you to SAVE your application at different stages and return to complete at a later date.  It is important that you complete this section carefully:  the details provided will be used to contact you throughout the entire admissions process.  If your address/e-mail changes at any point, please inform Postgraduate Admissions at pgadmissions@st-andrews.ac.uk, as soon as possible, to avoid any problems with communication.

 
Further Personal Details
Please complete this section accurately as your answers will aid the University in determining your Fee Status.  Within Higher Education the UK a distinction is made between ‘home’ and ‘overseas’ students.  Please consult the ‘Fees and Funding’ section of the UK Council for International Student Affairs http://www.ukcisa.org.uk/student/fees_student_support.php if you are at all unsure whether you will be eligible for Home fee status.
 

Criminal Record
If you have been convicted of a criminal offence you must choose the ‘YES’ option.  We will contact you separately to gain further details.
Disabilities/Special Needs
If you have a disability or special need please select the most appropriate code from the list.  You can also provide details of any support required.
Please refer to our web-site for further information 

www.st-andrews.ac.uk/admissions/ug/Relatedinformation/Studentswithdisabilities/


Qualifications
Please provide details of any degrees, diplomas or other qualifications held or pending.  For all qualifications please provide a transcript with an explanation of the grading system.  You can up-load supporting documents as part of the online application process; please have these documents readily available.  If, applicable, please provide English translations of all qualifications.
If English is not your first language you need to provide evidence of your English Language proficiency.  Please complete the relevant section with the individual scores for each component.  In addition to you have the opportunity either to up-load your English Language test results or send by e-mail.
References

Please provide the names and e-mail addresses of two referees: they will automatically be emailed and asked to upload our reference form.  It is your responsibility to ensure that your nominated referees supply references to us.  If you don’t get the “Reference Received” emails within two weeks of submitting your application, you should contact your referee directly.
Upload of Supporting Documents
You can up-load a maximum of six documents in support of your application.  Alternatively you can submit the documents by post, fax or by e-mail to Postgraduate Admissions.
