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Applying for the MSc Facility and Environment Management Singapore Programme

Guidance notes and frequently asked questions

1.	Can I use this application to apply for any other programme?
No. This application form can only be used to apply the MSc in Facility and Environment Management Singapore programme.

2.	 Can I submit an electronic version of application form?
No. You must print out the PDF application form and submit it as a paper copy of the application form along with the other required documentation.

3. 	Where do I submit my application form?
Completed application forms with the other required documentation must be submitted to Enrolment Office, BCA Academy, 200, Braddell Road, Singapore 579700.

4. 	Is there a deadline for submitting my application form?
Completed application form must be submitted by the 25 May 2012.

5.	 What other documents must I submit with my application form?
You should enclose with your application form, two references (in a sealed and signed envelop for each reference) and transcript of your previous/current degree level studies along with the payment of the Administration Fee, in the form of a cheque (for full details of the Administration Fee, please refer note 16 in these guidance notes). For non-Singaporean nationals and permanent residents, a photocopy of Employment Pass or S-Pass or PR documents must also be included with your application.

6. 	What is a Transcript?
A transcript is a breakdown of module/course results for an overall qualification (i.e. Bachelor's degree, Master's degree). This document should be provided by your university at your request and provides Admissions Tutors with in-depth information regarding your academic performance.

7. 	What happens if I am unable to obtain a transcript of my current/previous studies before the deadline for submitting application form?
If you cannot obtain a transcript of your previous/current studies before the deadline for submitting the application, you should include a photocopy of degree certificate (if already awarded) and/or with a note advising that the transcript will be forwarded as soon as it becomes available.

8. 	My degree certificate/transcript is in a language other than English. Do I need to send in an officially translated copy and if so, who should I get to translate my transcript?
Any transcripts, certificates or references provided as part of your application must be in English. Official translations must be verified by your original university, a solicitor or official translation service such as that provided by the British Council (http://www.britishcouncil.org/new/). Translations must also be accompanied by a certified copy in the original language.

9.	 I am a final year student and do not have a complete transcript, what do I do?
You should provide a transcript of your marks to date.

10.	 How should the references be submitted? Do they need to be in a sealed envelope?
References should be submitted in sealed envelopes, signed across the seal by the referees, with the rest of your application.

11.	 Do both of my references need to be academic?
One of your references must be academic but the other may be from an employer or colleague who has worked with you closely. References may not be submitted from family members or personal friends.

12. 	Is it OK to submit my application if it is missing 1 or 2 references / transcript / IELTS/TOEFL Score?
Incomplete application will not be processed. Complete application with all supporting documents must be submitted to Enrolment Office, BCA Academy, 200, Braddell Road, Singapore 579700 at time of application.

13. 	I am a former UCL student; do I need to provide references and/or transcripts?
If you completed your Bachelor's degree with UCL, you are required to submit your transcript with your application, unless applying to the same department where you undertook your undergraduate studies. The same applies for references if the referees are employed by UCL in the department to which you are applying.

14. 	I have been asked to take an English language proficiency test; do I really need to take the test?
Yes, if you have been issued a conditional offer of admission to the programme upon taking one of the approved English language proficiency tests, then you must do so, obtaining the required grades indicated. Failure to do so will prevent you from studying the programme. If your first language is not English, but English is the medium of communication in your work and commerce, then you should indicate this on the application form in the section provided in question 17. Please refer to English Language Requirements [http://www.ucl.ac.uk/prospective-students/graduate-study/application-admission/english-language] for full information.

15.	 I took an English language proficiency test several years ago; do I have to take another one?
English language qualifications and test results are required to have been awarded no more than three years prior to the proposed date of enrolment. If you took a test more than three years ago and you have not been working or studying in English since, you will be asked to provide a more recent test result.

16. 	Is there an application fee?
There is a non-refundable Administration Fee of S$53.50 (inclusive of GST), payable in the form of a crossed cheque, marked “account payee only” to ‘BCA Academy’, which must be included with your application. No invoice will be issued.

17. 	How and when can I expect to hear back from UCL regarding my application?
All students will hear the outcome of their application by mid July 2011. Successful applicants will be provided with an offer letter, which they are require to accept within 2 weeks before enrolment is formalised.

18.	 What type of tuition fees will I be charged and how will I be invoiced?
For information regarding the tuition fees to be charged and details of invoicing, please refer to the BCA website at http://www.bcaa.edu.sg/MScFEM.aspx.

19. 	Is it acceptable to write the personal statement on a separate sheet of paper or must it be written
solely on the application form?
UCL will gladly accept personal statements submitted on separate paper either typed or handwritten. Please make sure any extra documents are clearly labelled with your name and the programme you are applying for and please ensure that they are securely fastened to the main application pack. There is no limit to how much you write in your personal statement but you are advised to keep your text to a page.

20. 	Can I include a CV in place of or as well as the work experience section of the application form?
A CV can be used in place of the work experience section or as extra information. However, applicants are advised to give a brief description of their current or most recent role in this section and then refer to the CV for further information.

21.	 Can you correspond via email regarding the process of my application?
Where appropriate, UCL shall work with BCA Academy with regards to the despatch of official correspondence relating to applications. Please note that the official notification of the outcome of your application cannot be communicated by email.

22.	 Is it possible to retrieve my original documents after the application process is complete?
UCL retains unsuccessful application documents for one academic year prior to them being destroyed. Documentation for successful applicants is scanned and the paper documentation destroyed immediately after enrolment. Therefore, you should send certified copies rather than submit any irreplaceable originals. UCL is also unable to return references unless the referee has specifically expressed that they are willing to allow an applicant access to such information.
