INTERNATIONAL PROGRAMMES OFFICE
The University of Manchester

GUIDANCE NOTES FOR THE WORLDWIDE EXCHANGE APPLICATION PROCESS
The application form and process is intended to help us make informed decisions about who would gain most from time spent studying abroad. Some of the questions on the form require some specific information and a lot of thought on your part. Please refrain from making statements such as ‘Studying abroad will be exciting, it’ll be a great opportunity, and X is a fantastic university.’ Whilst these statements may be true, they are also very generic and do not provide insight into your reasons for wanting to study abroad. The questions which need some reflection on your part are accompanied here by some guidance notes, so that you can answer them appropriately. 

Treat this application as you would a job application!
The main focus of your answers should be how you would benefit from the opportunities that studying abroad presents. Please be aware that you are not expected to present yourself as a superhuman, we understand that diverse backgrounds and experiences mean that people have different strengths and weaknesses. A person who has held a part-time job may have gained as many skills and personal qualities as a person who has spent their gap year volunteering abroad. You are encouraged to draw on ALL of your life experiences to demonstrate your strengths, ambassadorial abilities and your personal motives and aims with regards to the study abroad experience. 
Additional note for 2015-16 applicants: 
Historically we have judged all candidates for the Worldwide Exchange Programme on an equal basis ie. no students, other than students pursuing language degrees, have had priority over others in terms of access to places on the Programme.  Growing demand for the Programme and the fact that we are increasingly unable to place all qualified candidates means that we need to ensure that we are able to provide places to students who are pursuing degree programmes on which a period abroad is an expectation/requirement. Candidates on these programmes will still need to meet the required average of at least 60% and any other requirements set by their Schools/disciplines, as well as produce a strong application to the Programme by the specified deadline. Simply meeting the academic requirement does not guarantee a place. 
The application process for places on the Programme in 2015/2016 will give priority to candidates on degree programmes with a full year abroad/international study pathway and regional studies degrees.  This will include:
American Studies (including joint-honours degrees that include American Studies)

Chemistry with International Study
Environmental Science with Study Abroad
Geography with International Study
Geography and Geology with Study Abroad
Maths MMath (4Yrs)

Physics MPhys (4Yrs)

Psychology with International Study

Social Anthropology with International Study

Textiles (4Yr - with Study Abroad Pathway)

NB. Priority is given to students pursuing language degrees at the majority of partners in China, Taiwan, Japan and Latin America.
THE APPLICATION

THE ONLINE APPLICATION 

The link for the online application, plus login details, will be emailed to you by the International Programmes Office within 5 working days of attending an Information Session.  You will then be able to complete the online part of the application process.   The majority of the online form requires you to provide your personal details and will you will also need to give us your top five university choices, please ensure that these match the paper application. 

SECTION A 

Please complete this section with your personal details and degree programme information. 
SECTION B 

Destination Choices

We ask students to give five choices of partner university wherever possible (we recognise that for some degree programmes e.g. Physics or Textiles this is not possible).  We encourage applicants to keep an open mind, and be adaptable and flexible in their choice of partner universities.  Students who are able to select a wide range of destinations for their discipline but only list one or two will find that this may reduce their chances of being successful.  However, do not list a university that you would not be prepared to attend.

Please note that just as in the UCAS system, some universities are oversubscribed and have higher levels of competition for places.  Typically, the University of California, UNC-Chapel Hill, Rutgers, McGill, Toronto, University of British Columbia, National University of Singapore and Auckland are all ‘high-demand’ destinations. 
Study Plans
Selecting your courses 

As an exchange student you will be expected to research and select courses at the partner university that fit with your degree programme at Manchester. Depending on your discipline, you may be able to select from a wide range of courses at the universities you have chosen. These could be at different levels and even, if appropriate, from across different subject areas.   Remember that subjects at our partners are not always identified/named in the same way as they are at Manchester.
For example, Drama students may want to look at classes listed under Communications, Media, Film Studies, Theatre or Literature.  Geography students might not find any courses listed under Geography, but may find plenty of appropriate courses under Environmental Studies, Geology, Earth Sciences, Human and Natural Resources or Urban Planning.  Politics students might find they need to search under Government or International Relations and American Studies students might explore courses in History, Literature, Film or Politics.
BA Econ/PPE/BASocSci /Joint degree students are welcome to select courses from across their two or three different subject areas.  Some students on these programmes decide to focus on one area of their studies whilst abroad, and take classes in the other area whilst in Manchester.  This should be discussed with the designated Academic Exchange Adviser for your subject area and you should clarify that this is your intention in the application form. 

Please search carefully to find the most suitable combination of classes to match your course requirements and personal interests.  Some universities will also have courses on ‘Australian Studies’,  ‘African-American Studies’ etc that may be of interest to Humanities students in particular, giving a local focus to your studies. 

Please describe your reasons for wishing to study at your 1st/ 2nd/ 3rd choice of partner 

In this section you must demonstrate your understanding of the partner institution in relation to your specific personal and academic interests. Please do not base your reasons for selecting a particular university entirely on their world ranking; all of our partner universities have strong reputations…and we are aware of them! Your research should demonstrate your individual interest in specific facilities, strengths or courses that would interest you. Examples of strong reasons are:
· Subject-specific reasons. A history student was particularly interested in medieval history, and expressed an interest in an institution which held lots of Papal archives. A law student was keen on pursuing a career in environmental law, so selected an institution with a specialism in this area.

· Personal reasons. A student who was captain of the University cricket team chose an institution with a strong reputation for baseball as he was keen to learn to play. Another student was intending to re-locate to East Asia after graduation and so selected partner universities within the region. 

If you prefer to type up your statements rather than hand-write them, please feel free to do so. 
SECTION B FAQS

I can’t find any course listings for 2015-16.

You will probably find that you cannot access listings for 2015-16 yet.  Please just use the 2014-15 listings - they will give you a good idea of the kinds of courses on offer (although obviously there is no guarantee that exactly the same courses will be offered in the same semester next year).  

Do I have to take the courses that I list on the application form now?

No.  The courses you list on this application form are just to give us an indication that you have done the necessary research, and give your department confidence that a suitable programme of study will be offered for you. Listing courses does not in any way guarantee you access to them, nor does it oblige you to study the courses you list if you are successful.  

Can I take courses outside of my usual degree subject?

Possibly.  This will depend on the structure of your degree programme; please check with your Academic Exchange Adviser.  It is more difficult for Economics, Maths, Engineering and Science students to take classes outside of their subject area. However, Humanities students who have a ‘free choice’ unit in their second year are often able to take one or even two courses outside of their degree subject.  If you are permitted to do so, these subjects should still be academic, and not Volleyball or Skiing!  

Please see Appendix 1 for guidance on how find course information at each partner institution, and any restrictions in place (i.e. courses that aren’t open to exchange students). 
SECTION C                                      
Personal Statement
Please type up a one-page (1 side of A4 page) Personal Statement (size 11 Ariel font, single-spaced) and attach it to the application form. 

Please ensure that your name and student ID number appear on your Personal Statement. 

In the Personal Statement you should reflect on the following points: 

· What do you hope to get out of your study abroad experience?
Think very carefully about your reasons for wanting to study abroad.  It is important to consider academic reasons, but you should also include personal and cultural reasons alongside any future plans that may be influenced by studying abroad.   Be specific, enthusiastic and show evidence that you have thought about yourself, and your goals, and how studying abroad could help you realise them 
Should you be successful, the University of Manchester will invest substantial resource into your international experience and we therefore want to be sure you will make the most of your time abroad.
· What qualities do you think you will bring to the study abroad programme?
Consider the qualities, both academic and personal, that you think the International Programmes Office will be looking for when selecting students for exchange.  
Avoid generic claims about your personality or character, give concrete examples that evidence you have such qualities.  For example, rather than simply stating “I am organised”, give us a real-life example that demonstrates a situation in which you have used your organisational skills.
You are encouraged to identify any qualities you’d like to develop or improve and how you think an experience abroad could help you do this.
· Why do you think you would make a good ambassador?
Successful students will be ambassadors for The University of Manchester whilst abroad on exchange, and will also be responsible for helping promote the exchange scheme to other Manchester students upon return from your time abroad.   You should include evidence of any skills you think are relevant to an ambassadorial role.
SECTION D                                      
Financial Plan 
Developing a financial plan is an essential step in preparing for an exchange as you need to be fully aware of the potential costs involved.  In this section you need to thoroughly research the expenses and living costs for the most expensive of your three destination choices. Please indicate the university for which you have completed financial plan. 
Do not underestimate the cost of living abroad.  No additional funds are available from the University of Manchester should your own funds run out before your return. 

Sources of information for your financial plan include:
· partner university websites  

· partner university handbooks

· the International Programmes Library in the Atrium, University Place 

· returned exchange students 

· students studying at Manchester from partner universities

NB Many partner universities or consular officials require proof of finances before you can be admitted as an exchange student/granted a student visa.  

If required to produce proof of finances, the funding does not need to be in your name – it can be in the name of a third party (e.g. a parent/relative), but your ‘sponsor’ will need to provide written proof that they are happy to offer you financial support whilst you are abroad.  

SECTION E                                       
Reference Form 
References must be written on the Reference Form provided. 
The person writing the reference (the referee) should be an academic member of staff within your subject area at The University of Manchester.   This could be your Personal Tutor, or somebody who is teaching you this year (or somebody who taught you last year if you are a 2nd year student).  Whoever you feel knows you best within your subject area.  The reference cannot come from somebody from your college or sixth form, an employer or a family friend. 

You will need to provide your referee with a copy of your Personal Statement in order to assist them in writing your reference.  You might also want to provide them with your CV so that they can see what sort of extra-curricular activities you are involved in. 
Please ensure you request your reference in good time.  If you leave your reference request until the last minute, you may find you cannot meet the deadline for submission.  

An electronic copy of the reference form is available on the Study Abroad Website (http://www.studyabroad.manchester.ac.uk/keeping-informed/documents/).  However, you must make sure that SIGNED copies of the reference are returned to the International Programmes Office.
You can either collect your Reference Form from your referee, or you can arrange for the academic to forward the reference directly to the International Programmes Office.  Please indicate on the application form which option you will be taking.  

It is your responsibility to ensure references reach the International Programmes Office by the deadline.    

SECTION F
Permission to distribute your contact details 

By ticking the box in this section you will give your consent for the International Programmes Office to share your contact details with other students who will be taking part in the Programme at the same time as you.  You will also be giving permission for us to pass your contact details onto future study abroad students for information and guidance on the study abroad experience. 
SECTION G

Please ensure that you have provided sufficient time to contact and meet with your Academic Exchange Adviser regarding your application. It is your responsibility to ensure that the application is signed by your Academic Exchange Adviser and submitted on time.  Your Academic Exchange Adviser’s office hours/ appointment times should be taken into account when you are completing your application. 
DEADLINE: 
Please submit your application to the Welcome Desk of the Atrium, 1st Floor, University Place. 

DEADLINE:   WEDNESDAY 10TH DECEMBER 2014 (no later than 4.00pm) 

NOTE:  Incomplete or unsigned applications, or applications received after the deadline, will NOT be considered.   
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