
 

LEAPS 1:1 Interviews for 2021/22 Applicants 
Teachers Notes for Online System 

LEAPS Eligibility cut off date 2021 

Please note that the cut off date for LEAPS eligible students to be identified will 

be 

Friday 26th November 2021 

 

UCAS references for LEAPS Students  

Please note that UCAS references for LEAPS Students should include the line; 

‘This student is LEAPS eligible. Please see www.leapsonline.org for 

further information.’ 
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Before the interviews 

We will be sending out a digital ‘What is LEAPS?’ talk to all schools which can be shown by 

teachers and/or sent around for pupils to watch in their own time. This talk will cover all 

the main messages about the interviews and, for Group 2 schools, the LEAPS eligibility 

criteria.   Please bear in mind that all LEAPS eligible students ALSO need to be able to 

achieve 3 Highers by the end of S6.    

You can use this digital talk to help you identify your LEAPS cohort.  

How to set up and schedule your interviews 

Who gets an interview and LEAPS Survey 

Once you have identified your whole cohort of LEAPS UCAS applicants, please ask them to 

complete ‘survey form’ at the dedicated site www.leapssurvey.org   The LEAPS online 

system will be open from Tuesday 10th August 2021 to allow students to input their details 

ahead of their LEAPS interview. 

You may choose to organise your group to complete the survey form in a school computer 

lab or to get them to fill it in at home or on their phones.  The online form may be 

completed on different devices such as tablets and smart phones. 

You can check the progress of completed forms on your ‘schools screen’ (details later in 

this guide). 

 

Scheduling Interviews 

Each interviewer will be able to conduct 7 interviews a day. The interview with the students 

will last up to 30 minutes and the interviewer will need around 20 minutes to conduct some 

admin after the pupil has finished. The LEAPS Admin Team will help you to make up your 

schedule.   

The first interview cannot start before 9.30am each day. This gives the team a chance to fit 

in our own commitments at home and travel to school and get set up.  It also gives schools 

a chance to get the start of the day busyness over with.  

Please remember interviewers will need a scheduled lunch break.  

How we schedule can be slightly different in each school but the Admin Team will be able to 

offer advice and work with schools to get a good fit.  

 

 

http://www.leapssurvey.org/


 
 

We are happy to chat with you about scheduling once we’ve set your dates so feel free to 

contact us. Good dialogue between the schools and LEAPS is vital for this project to work.  

Once scheduling is done, the schedule would need to be sent leaps@ed.ac.uk  

We will then upload your schools interview forms and schedules to a file sharing platform 

to be picked up by the relevant interviewers and will go from there. 

 

LEAPS Contacts 

If you have any problems or questions, please do not hesitate to contact the LEAPS office 

number where a member of the team will be able to help you.  The telephone number is 

0777 433 6265.  The LEAPS office phone is picked up from 9am till 5pm each day.   
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LEAPS Survey – the student version 

 

LEAPS Survey – Home Page  

The link for the home page where you will find both the student survey form and the 

schools screen is www.leapssurvey.org 

 

The home page looks like this….. 

 

Embedded in the blurb are links for the students to follow if they want a bit more 

information ahead of filling out the survey.   

At the bottom of the page you can see several links: 

Privacy policy- this link takes you to our privacy policy. Students must accept this policy 

when they are filling out the survey form or they will not be able to continue with the 

survey form.  

The privacy policy allows us to work with the students as we normally would do. For 

example, we would raise PAE’s where appropriate, be available for them to contact with any 

queries, be able to email them with advice etc.  We wish to track students’ progress 

through other LEAPS events they have attended and we also receive a destination for each 

student from Skills Development Scotland when they leave school. This tracking and 

http://www.leapssurvey.org/


 
destination information is for our own use and helps us to determine where resources 

should be aimed to support future LEAPS students.  

We would not be passing student data on to a University unless they raised a query with us 

and we would not be passing their data on to any organisation other than those mentioned. 

We retain students’ records for up to 3 years after leaving school.  We will have data 

sharing agreements with all the Scottish university institutions in place so all enquiries we 

make on students behalf are secure.  

Survey Form – this is a link to the start of the form that the students should fill out. 

Alternatively they can click on the ‘start the survey form’ blue button on the middle right of 

the screen. 

Schools – this is a link to your “Schools Screen”. This is a password protected space where 

you can check your pupils’ progress through the 1:1 system and it is explained further in the 

next section of this guide. 

Universities – this is a password protected screen where the Universities will fill out PAE’s 

for the students. You will not be able to get into this section – there will be other ways of 

finding out which students still have to get PAE’s back. 

leapsonline.org – this is a link to the LEAPS website.  

leaps@ed.ac.uk – this is our office email address.  

Contact Us – this is a link to our other contact details 

Telephone number – can be used in office hours (Monday to Friday 9am – 5pm) 

 

 

 

 

 

 

 

 

 

 



 
LEAPS Survey – Teachers Access 

The schools screen can be accessed by going to the link www.leapssurvey.org and then 

clicking “Schools” at the bottom of the page.   You will then get the following screen:  

 

Each school will have a dedicated screen that is password protected. You can find out the 

details of your username and password from the LEAPS office. 

If you are a new link teacher we should have set up your access to the system and sent you 

a password.  

If you have forgotten your password,  attempt to login using your last years details and 

then hit “Forgotten password”. A new password will be generated for you and sent to your 

email address.  

Should you have any problems accessing your schools screen please contact us at the LEAPS 

office.  

 

 

http://www.leapssurvey.org/


 
Once you have successfully input your user name and password and hit ‘login ‘you will get 

this screen: 

 

This will only show up the first time you login. It is basically taking you through our User 

Access Terms.  To proceed you need to press the “I wish to proceed……….” Button and it 

will take you on. If you ever wish to see these terms again you can find them using the link 

at the bottom of the page as seen above.  

 

 

 

 

 

 

 

 

 



 
Once you’ve clicked through, a screen that looks like this will appear (with your schools 

name where it says “admin”).    

 

 

It shows student names and dates of birth and, if they’ve provided it, school house, of each 

student who has filled out the survey form and their status with us.  There is also a “print” 

button which allows you to print an interview form out for a student if it is required.  The 

students will appear in the order they input their details but you can sort by all the other 

categories using the arrow buttons at the top. 

This screen can be used by teachers prior to the interviews to help organise the pupils, as 

you can see which students have input their details. It can also be used after the interviews 

to check on the LEAPS eligibility of students and to check which students are still waiting for 

PAEs or need to contact the LEAPS office.  This will mean that for teachers will not have to 

wait until the LEAPS eligibility closing date to receive word on the eligibility of pupils that 

are listed.  

We have added a new column this year which explains which statuses mean a student is 

eligible and which don’t – hopefully this makes things easier for you.  

For completeness, the statuses are as follows:  

Prior to the interviews the status will be one of two: “New” or “Awaiting Interview”. 

 “New” means they are newly on to the system.    



 
 “Awaiting interview” usually means we have booked them an appointment out with their 

schools interview days. This lets us know they are booked in but not seen yet.  

If their name does not appear on your list it means that they have not filled anything out. It 

means you can chase up those who haven’t. 

 ‘Absent’ – this means that the student did not have their interview.  We will be working 

out a system to call those students and we use this status to keep track of where we are 

with that.  

‘Query’ – this means something has been missed at interview like a grade for a subject or a 

date of birth or something we need! If you see this please encourage this student to contact 

us ASAP!  We will try to get hold of them too but a two pronged approach works best. 

PAES won’t be done for anyone who is sitting at “query” - they will be on hold until we get 

this missing info. If they are still on hold by the 26th November we may have to put them to 

“not eligible – interviewed”.  

 ‘PAEs Requested’ means we have requested a PAE from the university. This student is 

LEAPS eligible.    

‘PAEs In progress’ means some are back but some are still being waited for. This student 

is LEAPS eligible. 

 ‘PAEs complete’ means we’ve had a response to all PAEs we’ve requested for the 

student. This student is LEAPS eligible. 

 ‘Complete’ will mean this student is completely dealt with and is eligible for LEAPS 

help.  

‘Not Eligible- interviewed’ means that this student is not LEAPS eligible and should 

not have the tagline attached to their UCAS reference 

‘Not Eligible – not interviewed’ means that this student has never been in contact with 

us despite being on the system.  By the closing date, if we haven’t heard from this student, 

they are considered as not LEAPS eligible and should not have the tagline attached to 

their UCAS reference. 

“Not applying – Interviewed” If someone has had an interview but we are informed that 

they no longer applying to University then we would move them to this status. This student 

is LEAPS eligible.  

“Not applying – Not Interviewed” If someone has filled out LEAPS Survey but then 

decides they don’t want an interviews because they’re not applying, we would move them 

to this status.  This student is not LEAPS eligible. 



 
If you do notice a student appearing twice on this screen please ring the LEAPS office who 

will be able to delete one of the records. 

From the 26th November you can check your schools screen to gain your final, definitive list 

of who is eligible from your school. 

Please note we will continue to forward on any PAE’s after the 26th November – we just 

won’t be able to add any new pupils after that time.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
LEAPS Survey – Student Input  

The students input screen can be accessed by going to the link www.leapssurvey.org and 

then clicking  ‘start the survey form’ blue button or ‘survey’ at the bottom of the page.  You 

will then see a screen that looks like this:  

 

Embedded in the blurb are links for the students to follow if they want a bit more 

information ahead of filling out the survey.  There is a link the “What is LEAPS” 

presentation if they want to watch it again. There is also a list of participating schools – 

sometimes pupils from schools outwith the LEAPS area fill out the survey. Lastly they can 

access the privacy policy. 

It’s fairly self-explanatory. They then just scroll down and the form is all there on one 

screen.  
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The first section is………………..

 

 

Students should fill out everything on here but the key information is Name, Address, 

School, Year Group, email address, Postcode and date of birth. Where possible we would 

like the students to input their Scottish Candidate Number as this will be helpful to the 

Universities.   The key information is asterisked Gender has become a necessary field 

however the option is there to not disclose. 

Then they will see this screen… 

 

On this screen the students fill out their qualifications from S3/4 and 5 and also what they 

will be sitting in S6.  

Students just need to hit the “add” button to add as many lines as they need to get 

everything in! There is no limit! If they make a mistake they can simply use the “delete” 

button. 

With subject and level, they can start to type and the relevant things will start to come up. 

Scrolling is also fine but will take them longer.  



 
Please note there are a lot of different options under the Subject list – please encourage 

them to scroll or type till they get the right one and not just pick one that is “kind of “like 

what they studied! It will save time later on if we go on to carry out a PAE for this student. 

 

If they miss something out we can pick it up at interview but the more information they can 

give, the better their interview will be.  

 

The next section is …..   

 

This screen is where students can detail any courses/Universities they are thinking about at 

the moment. This will help discussion during the interview. However if the student is right 

at the start of research and has no ideas at all this screen can be left blank and the student 

will be able to move past it. At the interview the student will have a chance to talk over 

anything they are thinking about. So this is a non-compulsory section, but it can be useful. 

If the students chose one of the LEAPS Partner Institutions (ie Heriot Watt, University of 

Edinburgh, Edinburgh Napier University, Queen Margaret University or Scottish Rural 

Agricultural College) the drop down menu of subjects will only show them the courses 

currently taught at that University! Therefore if your student wants to choose a subject at 

Edinburgh Napier and it doesn’t appear on the drop down list when they select Edinburgh 

Napier this means that this course is not offered by this university. 

For any Non Partner universities there will be a free choice. Unlike the LEAPS 

Partner Institutions (who are listed in previous paragraph) course lists, the lists for Non 

Partner universities is uploaded from UCAS and contains every degree taught in every 

University. Therefore, it should not be assumed that the subject list is linked to that 

institution.  It is advised that that students research course options ahead of completing the 

form.   

Again students can scroll through or can type a few letters to skip through the list.  

 

 



 
The next section is:  

 

This screen is used to record any interests and achievements with a view to help populate a 

personal statement. Things like being chosen to be a prefect, sitting on school committees 

and being elected to be Head Girls/Boys can be mentioned briefly.  Sporting achievements, 

musical achievements, travel…the list can be endless. It can help the interviewer to get a 

sense of the individual and to guide them in the right direction.   However, as before, if the 

student wishes to leave this section blank then they can do so. 

Each interest or achievement should be added separately and to add a box for each one 

simply hit the “add” button! If they wish to delete something they can just use “delete”. 

The next section is……………… 

 

 

This screen is for students to detail any relevant work experience/voluntary experience they 

may have undertaken that relates to what they want to do at University. This can include S4 

work experience but ONLY IF IT’S RELEVANT! This can also include things like REACH or 

ACES work – it can be more than just be actual “work” place experience.  It helps us to 

show the students how close they may be to attracting an offer or, alternatively, how little 

they have done to support their application.  



 
However if the student feels they have nothing that they would wish to add here then they 

can move past this section without populating it. 

The next section is … 

 

 

 

 

 

These boxes allow the student to give us other information that helps us to properly advise 

them  



 
Any Career or post school plans just gives the interviewer a sense of where the student 

is headed. 

Additional qualifications would be things like sporting or musical achievements where 

such things are certificated. 

If you feel your academic performance has been affected at any time…. can be 

details of anything else they haven’t mentioned elsewhere that they feel may be relevant.  

Do you have any particular queries….Can just be used if the student has anything 

specific they want to remember to ask. However we will make sure we give them the 

chance to ask all their questions so it doesn’t matter if this is blank. 

Please indicate which of these criteria………….. For the first time, we are asking 

students to tell us how they think they are eligible. This has been done at the request of the 

interview team, to allow them to see what conversations they might need to have with 

students.  Eligibility will still be covered at the interview so it’s fine if they miss something 

out here – it’s just a starter for the eligibility conversation.  

If the student has an SIMD 20 postcode, the SIMD 20 box in this section will prepopulate 

from the first section where they put in their postcode. 

If the student is at a LEAPS Group 1 or 1+ school, the box in this section will prepopulate 

from the first section where they put in their school.  

 

The last thing to do is to hit submit…………. 

 

 

If they think they are done they can hit ‘submit your survey’! Alternatively, if they wish to 

scroll back through what they have input they can do so. 

Once they click on ‘submit your survey’ the system will then either advise there is missing 

information or confirm their information has been accepted. 

 

 

 

 



 
After the Interviews are all done 

LEAPS will send off Pre Application Enquiries (PAEs) if required, which will be replied to 

online by University Admissions Tutors.  

When a PAE reply is received by LEAPS from a University, LEAPS will email a copy to the 

pupil and to you for reference. You can print these out or store them electronically as 

PDF’s – whichever you would prefer. 

Once your school has been through the whole process you can still check your schools 

screen and you will see the status will have changed, detailing those who are complete and 

those who aren’t eligible. 

This will allow you to add the LEAPS tagline to the relevant school references and chase up 

any who require a catch up interview. 

If you have any problems or questions, please do not hesitate to contact the LEAPS office 

where Fi, Caroline, Joanna, Alison and Rhona will be able to help you.   

Many thanks 

Alison Train 

July 2021 

 

 

 

 

 

 


