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These notes of guidance relate to the SWAP Preparation for Higher Education (PHE) framework and the additional resource materials. SWAP is a unique programme specifically designed for adults. Preparation for Higher Education is an integral part of the programme along with the academic units you will study, the SWAPWest progression routes to university courses and the student profile. 

Preparation for Higher Education (PHE) includes a number of elements, some of which you will receive from your college, at university open days or at study skills events. The framework contains a number of exercises which you are expected to work through over the course of the academic year. Read the PHE section on ‘Preparation for Higher Education - How to Complete It’ for guidance on the methods you may choose to use. These methods include: 
a) Paper

Print out the exercises, complete them by hand and store them in a folder or binder that you can use as evidence of completion. 

b) Electronic

Download the exercises, complete them electronically using word-processing software and store them electronically (e.g. in a folder on your computer or USB memory stick or uploaded to your college’s Moodle/Blackboard). 

c) e-Portfolio 

Download the exercises and complete them electronically. Use the e-portfolio software Mahara (available from the SWAPWest web site or your own college’s web site) to store completed exercises online and create a portfolio page to showcase your work at the end of the year. 
Why PHE? 
The main purpose of the activities is to prepare you for the next level of study next year on a degree or HN course. You will work on Preparation for HE throughout your SWAP programme and the activities will assist you in becoming a successful student. They are designed to challenge you and encourage you to ask questions of yourself.  They can be worked on with your fellow students and college tutors, or on your own. The SWAP Team will also be happy to assist in any way.
The exercises are designed so that you can be reflective, providing you with information to help with applying to university and making sure that you fulfil your potential. 

Below you will see our recommendations for the time it should take to complete and at what point in your SWAP year you should work on it. You can also keep up with the recommended schedule of completion by visiting the ‘Timeline’ link on the SWAPWest web site: 
www.scottishwideraccess.org/west/currentstudents 
At the end of the year your folder (whether paper or electronic) or your Mahara e-portfolio page will be evidence that you have completed your Preparation for Higher Education. Without this evidence you will not be able to progress on to higher education. During the following year you will still need to refer to the exercises but you will find that you have gained a great deal of skills and confidence which will help you to succeed in your continuing studies.
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Taking Stock Part One
This workbook is the first of three Taking Stock exercises.  It is an introduction to core skills and asks you to consider what skills you already have and how they can be useful in your return to education.
Tips
The exercises are designed for you to consider your own strengths and weaknesses so that you can work on the skills you need to use in education. There are no right and wrong answers and you will develop these skills throughout the SWAP programme. You can do the exercises on your own,  with a friend or in a group with your new colleagues.

Find out more
Core skills are included in all your academic units. You can find out more on the SQA website. (www.sqa.org.uk).
Recommended time to spend on this
2–3 hours.
When to carry out the exercises
September (within the first month of the SWAP programme)
Study Diary
This diary allows you to articulate your thoughts, reflect and stand back from the day to day of the programme.  You will use the diary throughout the year.  We have suggested some suitable times for making each diary entry but you can use it whenever you find it useful.
Use the diary to think about how any issues outwith the programme affect your studies.

Tips
The diary is personal to you.  Find somewhere peaceful and quiet to complete the sections. If you are a bit sceptical about using the diary, give it a go. College gives you a chance to try out new ideas and new ways of working.
If you are using Mahara to complete your PHE, use the ‘Journal’ feature in place of your Study Diary. Refer to the questions in the Study Diary to help guide your journal entries, but feel free to write as much as you wish. 
Find out more
You can use the diary more often if you find it useful. It fits in well with personal planning.

Recommended time to spend on this
30 minutes to 1 hour for each entry.
When to carry out the exercises

September – June (at regular intervals throughout the programme)
Taking Stock Part Two
This is the second part of the Taking Stock exercises.  It will make you think through your decisions on what and where you want to study.  You may find it useful to work through some of these exercises with your classmates.
Tips
Ensure that you have visited college and university open days and explored your options. It is a good idea to contact a member of staff on the course you would like to do and have questions prepared to ask them. They will be happy to discuss the course with you and other options. Remember to look at the list of guaranteed places provided by SWAP and always have a “Plan B” in mind in case you do not get a place on your first choice of course.
Find out more
It is never too early to contact Skills Development Scotland (www.skillsdevelopmentscotland.co.uk) or the Careers Services at your local college or university to discuss career options.
Recommended time to spend on this
2–3 hours. 
When to carry out the exercises

October through to March.
UCAS Application Guide
All students apply to university through UCAS.  It is a service that helps you avoid having to apply to each university separately.  Due to the unique nature of the Access programme, you will apply as an Access student so that you can have the benefit of the SWAP guarantee.
Tips
Make sure you attend the UCAS sessions offered by your college. Use your choices wisely, ensuring you make choices from the SWAP progression routes. At least one of your five choices should be taken from the SWAP Progression Routes. Contact SWAP if you are planning to apply to universities (or for courses) that are not listed on the progression routes. Use this information booklet in combination with the exercises in Taking Stock Part Two and the guide to writing your personal statement.
Find out more
Use the UCAS website: www.ucas.ac.uk/apply
Recommended time to spend on this 
Keep the booklet beside you throughout your application.
When to carry out the exercises

October/November until the deadlines: October 15th for Medical Studies, January 15th for all other SWAP progression routes (Primary Education applicants should seek further advice from their course tutor).

Personal Statement Guide
One of the most challening parts of the UCAS application form is the Personal Statement.  It can be very difficult to write about yourself.  These exercises will help you think about what you want to say.
Tips
Work with your classmates – they will be able to tell you honestly about your strengths. Understand that you will write several drafts and allow enough time for editing and proofreading.  Remember it is a personal statement so your words must be your own and you must draw upon all of your experiences in education and previous employment. You may also wish to draw upon relevant volunteering and leisure activities.  
Find out more
Look at the UCAS website (www.ucas.ac.uk/apply) and listen to your tutors’ advice and guidance.
Recommended time to spend on this 
2 hours and then 2–4 hours for writing the actual statement.
When to carry out the exercises

October, November and early December. Give yourself plenty of time.
Interview Skills
An interview is part of the application process for some courses.  
Even if you don’t go for an interview while on your SWAP programme, we recommend that you do these exercises. They are really useful for self-evaluation. Remember this year is about challenging yourself.

Tips
Talk out loud when practising your answers to questions; it always sounds different from what you planned to say. The more you practise expressing yourself aloud, the better you are likely to perform during an actual interview. 
Always reflect after an interview on what positives you can take from the situation; what went well and what have you learned? Many of our students go on to succeed at later stages, even after having a difficult experience at an interview, because they have learned from it and made improvements. 
Find out more
Listen to your tutors. They have considerable experience in guiding students through the process.

Recommended time to spend on this 
2 hours. Don’t spend time worrying about it; sit down and get on with the exercises. The most worthwhile thing you can do is practise. 
When to carry out the exercises

Work on this during the weeks before your interview.

Presentation Skills
For most of us, talking in public is always a bit daunting.  If you practise, you will improve. Use the exercise to improve your skills in this area. You could use this section of Preparation for HE together with some of your academic units if a presentation is required.
Tips

If you do these exercises with your colleagues, you will learn to critically evaluate your own performance and the performances of the other participants.  You will find your own style. Preparation and practice are the keys to a good presentation.

Find out more  
Start to study the style of lecturers and those around you.

Recommended time to spend on this 
2–3 hours.  
When to carry out the exercises

February to April.
Study Skills
Learning in Higher Education requires techniques in order to get the most out of your education. It is a little bit like learning the rules of the game and fully participating rather than just being present. These skills are essential to you being able to succeed within Higher Education. 
The following exercises can be worked through in conjunction with the Top Ten Tips information sheets.
Tips 
Although you will be coming to the end of your studies and working hard on your academic subjects, make sure you have time to consider the general skills you will need for future study.
Find out more 
You will find out even more about study skills, either by further research or a study skills event at university. Make sure that you attend an induction session at university when you start. No one is born with perfect study skills and these will improve as you begin working.

Recommended time to spend on this
Together with the Top Ten Tips, give yourself 10 – 12 hours. You will need less time if you also benefit from Insight or a SWAP Study Skills Day at a university.
When to carry out the exercises 
November– June  

Finance
You will have thought long and hard about what you want to do next year and what and where to study. Finance is one of the elements you will need to balance along with university and home life. There are, of course, a number of myths but the more organised you are the better prepared you will be.

Tips

Do these exercises at home and talk to your partner and family. Don’t think you are on your own. If you feel anxious, remember that hundreds of SWAP students manage this aspect of progressing to university every year; you can do it, too! 
Find out more 
Make sure you know where to get money advice – either from college or university. Try to ensure you claim for everything to which you are entitled. There are many additional sources of income, including hardship funds and trusts. Do your research!
Recommended time to spend on this
2–3 hours 

When to carry out the exercises

You will need to consider financial implications as part of your future decisions so we advise you to work through this booklet when considering your progression options (from Oct – Jun)
Taking Stock Part Three
This is the final Taking Stock exercise. It is not so much an end as the beginning. These exercises will allow you to reflect on how well you have done and what you need to do to continue your success. 

Tips

The summer holidays may seem as if they’ll last a long time but will soon fly in. Make a bit of time for yourself and ensure you are rested. You can use these exercises to ensure you are as well-prepared as you can be before starting.

Find out more

Visit the university you will be studying at, contact the department you are joining and make sure you know when the induction will be. Check out any reading lists or relevant websites. Keep working through your Preparation for HE materials. You will be amazed at how your answers have developed since you first did the exercises.

Recommended time to spend on this
2 hours

When to carry out the exercises

Summer
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