
HOW TO USE PS16

Applying for Post-16 Options



Positive Steps @16

 Leicestershire County 
Council commissioned 
website

 You are able to search 
for courses, jobs and 
apprenticeships

 Your teacher will give 
you your login and 
password. Change 
your password as 
soon as you sign in to 
the website

 You are able to access 
this website in school 
and at home

 Go to website:

https://ps16.co.uk/



Click on ‘Sign in’ then fill in your details



Accept terms



Click on my Profile Template



Start with Personal Details



Everything starred must be completed



Next complete Parental Information



Everything starred must be completed



Qualifications

Most will be prepopulated for you



How to add qualifications



Next complete Work Experience



Work Experience



Next complete Personal Statement



Personal Statement

You do not have to 

write any specific 

about the courses/

apprenticeships you 

want to do or where 

you want to study

This statement is 

about your skills, 

experiences and 

interests



Next complete Equality and Diversity



Everything starred must be completed



Click ‘Back to My Account’



My Intended Destination



Application Process

Before you can apply for any courses you need 

to add them to your favourites. Click on Home



Application Process

Click on Courses



Application Process

Type a course name or subject into the search box 

Click find a course



Application Process

Click on the Course from the provider you want



Add to Favourites – Repeat until you 

have selected all the courses you want



To Start an Application

Once added all favourites, 

Click on My Account

Then Click on 

My Applications

Then Click on 

Start a new 

application



You will see it has already copied your 

profile into the application



Adding Courses to Application

Click 

on 

Course 

Choices

Add the courses you 

want from the 

provider (must do 

one provider at the 

time) and then 

change the course 

order if you wish



Completing Application

For each new application you 

have a box in which to write 

why you want to do those 

particular courses with that 

provider

You will get a 

message saying 

‘Sent Pending 

Reference’. As soon 

as your tutor does 

your reference your 

application will be 

released and sent 

to the provider



Applying for Post-16 Options


