
EMAIL
GUIDELINES



All creatives must comply with all applicable legal 
and regulatory requirements including (but not 
limited to the following): 

	‣ DMA and CAP Codes

	‣ ASA Guidelines

	‣ FCA regulations 

	‣ Consumer Protection from Unfair Trading 
Regulations 2008

	‣ If the Customer is regulated by any other body 
(e.g. Food Standards Agency, Advertising 
Standards Agency, Health and Safety 
Executive) it is the responsibility of the 
Customer to ensure the creative complies 
with any regulations or guidance issued by the 
relevant body.

Where the creatives contain any regulated 
content, it shall be subject to additional checks by 
UCAS which may impact on the proposed send 
date and may require changes to your creative 
including additional footers.

UCAS will not accept advertisements:

	‣ in relation to products which may not be in the 
best interests of students. 

	‣ which could in any way undermine or 
potentially damage UCAS’ name or reputation 
as an official and trustworthy body and as a 
registered charity.

	‣ from companies, businesses or organisations 
which are not able to demonstrate that they 
are established and reputable concerns and 
suitable to be associated with UCAS.

	‣ which in any way could be misleading to 
students, or which make any representations 
which cannot be substantiated to the 
satisfaction of UCAS.

	‣ containing messages or images that are 
(or could be perceived to be) offensive, or 
relating to sex, violence, drugs, gambling, and 
alcohol. UCAS will not distribute content that 
is deemed to be inappropriate for any reason 
(not limited to those listed), or is deemed to 
adversely affect UCAS.

	‣ adverts which for any reason UCAS consider 
are inappropriate or unsuitable for its 
customer audience.

UCAS is an independent charity supported by our 
wholly owned subsidiary UCAS Media Ltd. 100% 
of profits from commercial activities are gift-
aided back to UCAS, to improve services for our 
customers and clients.
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Thank you for choosing to advertise 
with UCAS.

Please take the time to read the following email 
specification guidelines, before submitting 
creatives to us.

These guidelines contain the relevant information 
to help you build a suitable email creative.

All adverts and their content are subject to 
approval by UCAS.



EMAIL SPECIFICATIONS

The use of tracking cookies on UCAS’ websites or products is prohibited.

Supplying your email HTML creative

Things to include:

	‣ 600px wide creative

	‣ Inline styling

	‣ Fully hosted images (we cannot host images 
on behalf of clients)

	‣ All tracking and click tags included as part of 
HTML (we will not accept these separately)

	‣ An email address to send a test to

	‣ A creative less than 75KB (incl. images)

	‣ Ensure href attributes are contained within 
<a> </a> tags

	‣ Subject line and pre-header

	‣ Our header and footer (if your code is 
responsive)

Things to avoid:

	‣ Styling should all be inline (only use CSS for 
general style elements, i.e. fonts/colours)

	‣ Any <div></div> tags

	‣ JavaScript

	‣ EMBED tags

	‣ Attributes in the BODY tag

	‣ Background images 

	‣ Mapping and coordinate style coding

	‣ Hexadecimal links on URLs

	‣ Image only emails

Please be aware that HTML support varies across 
different email providers.

Please send your creative by midday five full 
working days before the scheduled send. Please 
note that deadlines for email sends in the Clearing 
period may differ. 

Do not rely on external (<link rel=”stylesheet”>) or 
embedded style sheets (those contained within 
the <style> tag above the <body> tag). Many email 
services cut everything above the body tag, and 
disable external style sheets. 



BUILDING RESPONSIVE HTML CODE

If you are building a mobile responsive HTML 
email, please build our standard header and footer 
into your HTML (download links below). This is to 
ensure we don’t break any responsive elements 
of your code once it’s added into our standard 
header and footer template.

Both header and footer need to be on a white 
background, and for the text to be left aligned. 
Please do not copy and paste your code into  
the template.

Applicant

Extra

Applicant Accommodation

Historic Accommodation

Parents and advisers

FCA Clients

70% of students surveyed said  
they usually open our emails on  
their mobile.

https://view.email.ucas.com/?qs=309f0759835c1829b9d01b9d61f4c0c9b53f98584ebc764fa27b310725662585c429eff7edc00da56aa44e065dee4c96c1e6ee510cb37a400cbaa31c42bfac2d8f163b7d3479e335
https://view.email.ucas.com/?qs=309f0759835c1829829b0a3c655dc3147311e9eaa12d6ad53e60eb332c51918bf7fd481ce0eae26dacdfd4ba0928b035ae745ba70bb6207d26a299ec3a487e113bd5ad7f79abe10d
https://view.email.ucas.com/?qs=309f0759835c182966402f0b393526d9545e84a6f63b33c90c7acda424e37cca3b1fccebed7dc92c1973d44bc7d512b89a193b5828e0e840c43997dfa9792891c3084af44000fa07
https://view.email.ucas.com/?qs=3f0762055ed3c499d18a0232f331c17f896fec4bdc820281b36ed77c589ff185594fc507050c8c7d181ba5b6c5c780f94f001bcdda3bf0000ebc41803b836c280db0d2d2c4838bfc
https://view.email.ucas.com/?qs=3f0762055ed3c499cadf36130b322f9179e1c90599913b92e7aa4d8ec5381d17633b6c689f0b87e56ed2639d5dda46b909cc5a6b9fa86e5ca10fb402ba9f45cc4afc01db93feaddb
https://view.email.ucas.com/?qs=3f0762055ed3c4996bc34526814cb618facd30f8d5786e438da8f715098bdf3072fee35bb46106449eb3af74ac9790be9ee46e30f8600384d4667b7c55e9349102697bc312982218


LEGAL REQUIREMENTS

Our introduction

We are legally required to state who we are 
sending the email on behalf of. Your company 
name will be added into our introduction – i.e. 
This email comes from UCAS. We’re sending you 
this on behalf of [INSERT CUSTOMER], because 
– based on what you told us about yourself – we 
think you might find it useful.

Opt out script

Your creative will be sent from the relevant UCAS 
sender address (determined by the preferred 
target audience), and will sit above a standard 
opt out message. This opt out is linked to our 
suppression list. You are therefore not required 
to provide an opt out link of your own. We will 
actively remove this to avoid confusion for the 
recipient, and any breach of DMA guidelines.

*(Where the creatives contain any regulated 
content, it shall be subject to additional checks 
by us which may impact on the proposed send 
date and may require changes to your creative 
including additional footers).



CAN’T PROVIDE HTML?

If you’re unable to provide HTML email, we offer 
a choice of five mobile responsive templates 
(examples below). Please note, there is no 
flexibility to amend the layout, and these designs 
are fixed.

Please supply us with all the images, text and links 
(including tracking links) for us to build your email 
into one of the below templates.

All assets need to adhere to the template of your 
choosing – i.e. the images must be provided in the 
sizes specified below.

Header images can be any height but should not 
exceed the width of the image as a maximum. 

One column

Two column

Two column alt

Three column

Large hero

If you are using a UCAS Template build, you now 
have the following colour theme options. Please 
pick one per email.

slate #1f2834 blue #3b92d9 aqua #3bc0c7 
green #5db88d purple #836cd8 coral #fb705b 
yellow #fbc652.

Where a colour is not specified, UCAS will apply 
the default colour of ‘slate’ or a colour that is felt to 
best compliment the campaign content.

https://view.email.ucas.com/?qs=3f0762055ed3c499ce671ba49165a2bd99542fcbe0bb1839e8ab16bd6f25088c270159212b3b50c63b632bb9b5a5becd6f96d3fdc85e4493da1bb1421763c80bb0996ffe866b6e82
https://view.email.ucas.com/?qs=3f0762055ed3c499de770e1438cee22d26189d481145db274e2e6d695b8c0ce365ef5cc3b63a7cfb85b51a1cd5c20ac1769480d1f06061bfcdeb7883c07598cb19a1cefb0a6db517
https://view.email.ucas.com/?qs=3f0762055ed3c4998d30fd29a282cb035370c333ec937e8cd2005a58157cde56c74bbd1e933f71d61205231073cebae3e235440ac04e3bf589d9922404b6be70126710d9fb4dd038
https://view.email.ucas.com/?qs=3f0762055ed3c49985cf9a5479499e0ff000a87edfdd18932503752d9c743edaf6806c6557330ed1b95d26f5c438d496e422d823ce369fcc2f7341bda0a26ddb35be07be65eb09f1
https://view.email.ucas.com/?qs=3f0762055ed3c4993ad6febabddef5a4b23e45c69f3b6a460c385b13cf3c23d2a7b8d10048e5d205a0bfb2ff18417c72a71806334e5479bd02e91fd8ce1d6e3210215ad7f37e0ea0


We would not recommend the use 
of all image creative, as this may be 
flagged as spam. Please be aware 
that spam filters may be triggered 
when specific words and phrases are 
used in the body or subject line.

The word free when used in subject 
lines can reduce open rates by up 
to 4 percentage points and win can 
reduce them by 6 percentage points

EXAMPLES OF WHAT TO AVOID:
	‣ ‘Money back’

	‣ ‘Extra income’

	‣ ‘000’

	‣ ‘£’

	‣ ‘For free’

	‣ Capitalised subject lines

Content must not contain messages or images 
that are (or can be perceived to be) offensive, or 
relating to sex, violence, drugs, gambling, and 
alcohol. We will not distribute content that is 
deemed to be inappropriate for any reason (not 
limited to those listed), or is deemed to adversely 
affect our spam score, with the final decision at 
our discretion.

Translations for creatives in a foreign language 
can take up to a week longer than usual. 

IMPORTANT INFORMATION



Please consider the following questions before submitting your creative:

	‣ If your code is responsive, have you implemented our header and footer?

	‣ Have you included a subject line and a pre-header?

	‣ Is the creative appropriate?

	‣ Are your images hosted and fully referenced in the HTML?

	‣ Have tracking links been implemented?

	‣ If we are building your email, tell us which template you want to use, and make sure you send us all  
the assets (including links). 

Creative consultation is available – please speak to your account manager.

Your email results will be available in Tapclicks 48 hours after send. Please speak to our Customer Success 
Team (services@ucas.ac.uk) about gaining access to these.

If you have any queries, please contact:

UCAS Customer Success Team

services@ucas.ac.uk

CHECKLIST

mailto:services%40ucas.ac.uk?subject=
mailto:services%40ucas.ac.uk?subject=


UCAS  
Rosehill  
New Barn Lane  
Cheltenham  
GL52 3LZ

services@ucas.ac.uk

md-8570

mailto:services%40ucas.ac.uk?subject=
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