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Required documents



Required documents
To apply for this programme, you will need to provide the following documentation by the 
application deadline (8 December each year):

• Discretionary Entrance form (signed by your Principal)
• Letter of support/reference from your school
• Certified proof of your identity*
Please note that the Discretionary Entrance form becomes available for download during the 
application process (see page 16 and 17).
Once completed, you can upload your documents via the application portal at 
applytostudy.auckland.ac.nz. You can also bring your original ID documents to Student Hubs 
for certification if you're on campus. 
* In order to verify your legal name, date of birth and citizenship status, please send in certified photocopies of your identification documents such 
as your birth certificate or relevant pages of your passport. You can send a certified photocopy of these via post. Alternatively, if you are on our 
campus and able to, you can drop in to Student Hubs with the original documents and they can photocopy and certify these for you. 

* Please note, your identity may also be automatically verified though other means such as the National Student Index (NSI) if the details you 
provided in NSI exactly match the information you declare during the application process.



Required documents
You will need to submit a Discretionary Entrance form and a letter of 
support/reference (from your school) with your application. 
These two documents can be uploaded at the time of submitting the initial application 
OR they can be uploaded later, after you submit your initial application (but please 
upload both documents prior to the application deadline, so that your application can 
be processed). 
The Discretionary Entrance form needs to be signed by your principal, so don’t leave 
this to the last minute! 
The letter of support/reference will need to be written by an adviser, which will be 
either your principal or their nominee (e.g. your HOD). The letter your adviser writes 
should ideally be on your school letterhead and should address your suitability for the 
proposed course of study. It can be brief and just needs to indicate that you are 
academically strong and mature enough to be able to handle taking a university 
course, while still at school.



How to fill in the Discretionary Entrance Form
Identity section 
At the top you will need to fill in your LEGAL names (e.g. as they appear on your birth 
certificate, driver’s license or passport). 
It is very important that when you are applying that you enter your legal name (not 
your preferred name). Once your application is processed you will be able to update 
your name to a preferred name (if desired) on the Student Services Online system. 
Note that you will only be assigned a University of Auckland ID number after you 
submit an initial application. If you are uploading this document before being assigned 
an ID number, you can leave this blank. If you have submitted an initial application 
and are uploading this later, you can enter your ID number. 
1. Secondary education 
Fill in the required details. 
(a) Enter your school 
(b) Enter how many years of secondary school attended thus far (e.g. 4) and where it 
asks “Are you still attending secondary school?” make sure you put a check by Yes. 
(c) Enter a check by No (as you aren’t in your final year) 



How to fill in the Discretionary Entrance Form
2. National Certificate of Education Achievement Level 2 
Here you can enter any Level 3 and Level 2 NCEA subject results you 
have achieved thus far. Only enter NCEA results you have already 
achieved (don’t worry about external results that haven’t come out yet –
the university will be given those later). 
Start out by entering any Level 3 NCEA results you already have (e.g. for 
Mathematics with Calculus) followed by any Level 2 results your have. If 
you have results for more than 6 subjects just list the ones that you have 
earned the highest number of credits in. You don’t need to specify how 
many credits are at excellence or merit level, just the total number of 
credits accumulated (thus far) in each subject. 
3. Young Scholars Programme 
For the title enter the course code and name of your preferred course: 
e.g.: MATHS 199: Advancing in Mathematics



How to fill in the Discretionary Entrance Form
4. Adviser’s recommendation 
You should only enter a single programme (leave the other 3 blank). 
By number 1. Enter the following text: 
COPUA-YSP 
Your adviser (e.g. teacher or principal) will need to check the Yes box and put their 
initial by it. 
5. Adviser’s reasons for this recommendation 
Your adviser (e.g. teacher or principal) will need to sign this section and indicate their 
status (e.g. HOD or principal). The adviser also needs to provide a short letter of 
recommendation. 

IMPORTANT: If the advisor is someone other than the principal, then the principal 
must also sign the form (where it says “Signature of principal”).



How to apply



To start your
application,
click ‘Apply
for admission
to study’ at
the top of the
University of
Auckland
homepage.



Click ‘Apply now’ to 
start a new 
application, or 
‘Continue your 
application’ to 
resume an existing 
application.



If you already have
a University of 
Auckland ID, log in
here. If you have
forgotten your ID or 
password, follow the 
“I’ve forgotten my 
password” link.

If you have never been 
a student or applied 
to the University of 
Auckland before, you 
will need to register 
for an account.



To register for a new 
account with the 
University of
Auckland, please 
follow the prompts. 
You can log in
with your RealMe, 
LinkedIn, etc. or 
manually enter
your details for an 
account.



If you choose to register manually, follow the
prompts to enter your personal details. Make sure
to enter the correct citizenship and residency, as
this will be used to calculate your fee type
(domestic vs. international).



Click ‘Get started’. You will be prompted to enter your 
previous academic history.



Add your high school study. You will need to have your NSN 
number ready.

You can add qualifications you have completed and those you 
are still working towards.



Make sure to select ‘Certificate’ as
‘Programme Type’.



Select ‘Certificate of 
Proficiency’ in the next 
drop down box. Then 
search ‘Young Scholars’ 
and select the ‘Young 
Scholars Programme’ 
from the drop down list.



You will be prompted 
to select a start 
term. Please select 
Semester One of the 
relevant year and 
click OK.



Check all your programme selections.

For a March start-date, you should have the following options 
selected:

• Select a programme type: Certificate
• Programme: Certificate of Proficiency
• Select major/specialisation: Young Scholars Programme
• When do you want to start your studies: Semester One
• Campus Location: City (Default) or Online (for MATHS 199, 

outside of Auckland students only)

Currently the fee for the Young Scholars Programme is $0, so 
please select ‘No’ in the Scholarships section.



In this step, you will be 
prompted to select your 
intended course. If you are 
unsure what course you 
wish to study, please reach 
out to our Faculty Academic 
Coordinators.



You will need to provide a letter of 
support from your school and a 
discretionary entrance form, also 
signed by your school Principal. 

The discretionary entrance form is 
available for download on this page. 
Click ‘Add Document’ under the 
Discretionary Entrance Form heading 
(see next slide).



Download the Discretionary Entrance 
Form here.



If you do not have all documents 
ready but want to submit your 
application, you can still upload 
them later (but before the application 
deadline on 8 December).



Read and agree to the student agreement and terms and 
conditions, then click ‘Submit Application’.



Quote your ID in any
communication with
us so we can easily
locate your application.



You can come back and check on your 
application at any time here:
applytostudy.auckland.ac.nz/

Any outstanding tasks will
appear in the ‘Things you need
to do’ list.

If you have not provided your 
letter of support, discretionary 
entrance form or certified proof of 
identity, you can upload them here. 

Note: Until we are assessing your 
application, the status of your 
documents will not change. Once 
Admissions has picked up your 
application after the application 
deadline, the status will change to 
‘received’.
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