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Sponsorship 

Tier 4 of the Points Based Immigration System came into effect in February 2009 and applies to all student visa issues since that date.  The University of Stirling holds Tier 4 Sponsorship licence number 1VDYX5Q62.  The licence is renewable every 4 years and was last reviewed in November 2014. The next review will take place in November 2015.
1. Our duties as a licensed sponsor
As a sponsor of Tier 4 students we have responsibilities from the moment we assign a CAS to a student until: 

· we withdraw sponsorship from the student; 

· the student leaves the UK; 
· or the student is given permission to stay in the UK with a different sponsor 
· the student is given permission to stay in the UK in another immigration category. 

The Home Office (UVKI) requires sponsors to support immigration control and as a result we have certain duties that we must fulfil in order to retain our Tier 4 licence:       
· act honestly in all its dealings with the Home Office. For example, a sponsor must not make false statements, and must disclose all relevant information when it applies for a Tier 4 licence or assigns a CAS; 

· act with integrity as a genuine education provider; 

· take responsibility for all its Tier 4 students while it is sponsoring them, including by doing all it can to ensure that prospective students are genuine students who can comply with the Immigration Rules, and that students enrol, comply with their conditions of leave, and see their course through to completion; 

· comply with all aspects of the Immigration Rules and sponsor guidance, and support immigration control, including by taking steps to ensure that every student has permission to study in the UK throughout the whole period of their study; 

· co-operate with the Home Office by allowing its staff immediate access to any of its sites on request (whether or not visits are prearranged) and complying with requests for information, including in connection with the prevention or detection of crime, the administration of illegal working civil penalties and/or the apprehension or prosecution of immigration offenders; 
· and ensure that our website and any marketing material accurately reflects its status as a Tier 4 sponsor. 
2. Key Personnel

Authorising Officer: Eileen Scholfield 

Key Contact:  Iona Beveridge

Level 1 Users:  carry out the day to date sponsorship activities, these can include:
· Management of CAS allocation

· Managing SMS users (removing/adding access)

· Notifying UKVI of minor changes to University details

· Assigning Confirmation of Acceptance for Studies (CASs)

· Withdrawing CASs

· Reporting student activity to UKVI
· Notifying UKVI of change of circumstances, via the SMS, (last date of arrival, changes to placement details)

	University Staff
	Sponsor Management Responsibilities

	Admissions Team Leader

(Anne Flemming and Irene Stevenson)
	Manage CAS, input sponsor notes and update fees.  Withdraw CAS and report student activity (only delayed starts)

	Admissions Manager

(Moira Laing)
	Manage CAS, input sponsor notes and update fees.  Withdraw CAS and report student activity (only delayed starts)

	Head of Admissions

(Dianne Dixon)
	Manage CAS, input sponsor notes and update fees.  Withdraw CAS and report student activity (only delayed starts)

	Deputy Student Immigration Manager 

(Laura Coutts)

	Raising CAS for students extending their visa
Reporting student activity (support)

	Student Administration Manager 
(Claire Heard)

	Raising CAS for students extending their visa.

Reporting student activity. 

	Student Immigration Manager

(Ross Hunter)


	Annual allocation request, manage SMS users, input sponsor notes, update fees

	Senior Student Administration Assistant

(Benn Jones)
	Raising CAS for students extending their visa (support)



	Amy Pu Head of Student Services INTO Stirling (London)
	Manage CAS, input sponsor notes and update fees for JV and University of Stirling programmes in London. 

	Peter Skillen Immigration Compliance Manager INTO
	Manage CAS, input sponsor notes and update fees for JV programmes only

	Esther Denning Head of Student Services INTO (Stirling)
	Manage CAS, input sponsor notes and update fees for JV programmes only


We currently have no Level 2 Users.  

3. Confirmation of Acceptance for Study (CAS)
A CAS is an electronic document that the University issues to students that we are sponsoring under Tier 4.  Students require a CAS before making a Tier 4 visa application with the cost of the CAS met by the University.  Students can only study at the institution which issued the CAS.  Issuing a CAS does not guarantee that a student will be successful in securing a visa as the decision lies with the Home Office. 
For students looking to extend their visa for their existing programme of study, it is the responsibility of the Deputy Immigration Manager to raise a CAS. Before issuing a CAS the following checks are carried out:

· We check that the student will not exceed the Home Office’s limit on study in the UK
· We check that the student’s visa has not already expired and that the student is not considered an ‘overstayer’ in the UK

· That there is an academic requirement for the student to remain in the UK for the remainder of their studies

· We will only issue a CAS if the student meets the requirements of a Tier 4 visa and that the student is not in breach of any University regulations 
· We check that the student has no outstanding financial liability to the University 

· We check if the student is liable to have their visa application refused due to other factors. 

CAS Withdrawal 
Where a CAS has already been issued and information is subsequently made available to the University that falls into any of the categories where a CAS would not normally be issued, we reserve the right to withdraw the CAS at any time, without prior notice although we will take all reasonable steps to inform the student in advance.

4. Reporting Duties

As a Tier sponsor, we are required to notify UVKI:

· if we become aware that any of our students that we are sponsoring has been granted leave with the incorrect conditions of stay, for instance if they have mistakenly been granted permission to work; 

· if anything that has been reported through the SMS is incorrect, notifying UKVI of why it is incorrect;

· if there are any changes to a Tier 4 student's circumstances 
· if there are any changes that affect our Tier 4 licence 

A sponsor must report on all Tier 4 students that it is sponsoring, including when they are:
· On a course (including a pre-sessional course) at a partner institution or at another institution under an exceptional arrangement; or 

· Doing a work placement that is part of their course. 
We must also provide details of any third party, in the UK or another country, which has helped recruit our students. 
The University must report, within 10 days, students who do not attend, do not comply with the UKVI requirements, change their circumstances and these must be reported via SMS.  Reporting is actioned through the Enrolment and Records Team. 
ERT are required to notify the Home Office in the following cases:

UKVI Requirement:  Student fails to enrol (where the CAS has been used)

Students who fail to enrol by the expected enrolment date will be reported to UKVI along with any reason for their non-enrolment. This includes students who defer their place at the University. 

UKVI Requirement:  Student fails to enrol (where the CAS has not been used)

The CAS will be withdrawn and the VIS record on SITS updated.  Admissions will email the student to advise of the action taken. 

UKVI Requirement:  Student is delayed

For those students who are unable to arrive by the latest date of arrival, as detailed on their CAS, then academic approval will need to be sought to see if they can commence any later.  If they are unable to commence their studies at a later date then they will need to be notified to the Home Office as a ‘non enrolled’ student.  If permitted to start late then a new later date of arrival will be reported on SMS as long as the student can complete within the dates given on their visa. 
UKVI Requirement:  Visa Refusals 
A refused application is a valid application which has been processed and the Home Office have decided that the applicant fails to meet the requirements of the Immigration Rules. For example, if the applicant has not demonstrated the required level of funds in their bank account or has submitted a document which does not meet the policy guidance requirements, or has submitted a photocopy rather than an original document.
The University is required to notify the Home Office of those students whose visa has been refused.  If you discover that a visa had been refused then notification should be submitted to internationaladvisor@stir.ac.uk. If staff are notified of a visa refusal they should also notify the Tier4reporting@stir.ac.uk mailbox as soon as possible. 
The Student Immigration Manager will be able to advise students whose visa has been refused if they should submit an Administrative Review, or submit a new application. The Student Immigration Manager can assist with either process. The University will not issue a new CAS for a student who has been previously refused until we are satisfied that the initial reasons for refusal have been addressed. We may also ask to see documentary evidence before raising a new CAS.  

For students whose visa application has been refused following enrolment then the student is required to seek advice from the Student Immigration Manager as their continued enrolment at the University could be affected. 
UKVI Requirement:  Where a student misses 10 consecutive contact points

Where a student misses 10 consecutive contact points, the Student Administration Manager (Enrolment and Records Team) will meet with the student to explore the reasons for the missed contacts points.  A recommendation will then be submitted to the Academic Registrar regarding the continued sponsorship of the student 
UKVI Requirement:  Leave of absence (taught students)
The University will notify via SMS of those students granted a leave of absence.   

ERT will notify Human Resources of those students who withdraw and who have been employed by the University. 
UKVI Requirement:  Leave of absence (research students)

Where a leave of absence is two months or less (60 days) then the University will continue to sponsor the student with the expectation that the student will complete within the existing period of their current visa.  
ERT will notify Human Resources of those students who withdraw and who have been employed by the University. 
UKVI Requirement:  Changes to course dates (shortens)

The Enrolment Team will receive an automated email when the expected end date of studies changes. If the expected end date of study is shortened the Team will notify the Home Office when the students completes their studies and not when the date changes. CHECK: Not sure about date – we should rely on existing T4 Sponsor Guidance
UKVI Requirement:  Changes to course dates (lengthens)

A student in this situation would need to apply for a new visa so no action is required at the time that the date changes. 
UKVI Requirement:  Changes to course

The Enrolment Team will receive an automated email if a student changes programme following enrolment.  SMS will be updated with the new programme details. 
UKVI Requirement:  Student withdraws from studies post enrolment

Whether a student withdraws voluntary or is required to withdraw by the University this change will need to be reported on SMS.  Such withdrawals count against us in renewal thresholds. 
ERT will notify Human Resources of those students who withdraw and who have been employed by the University. 
UKVI Requirement:  Student changes study location (temporary)
For students embarking on a period of study abroad outside the UK or undertaking fieldwork for more than two months then they will be reported on SMS as a study location change.  

Students who are undertaking a period of fieldwork for more than 14 days will need to seek academic approval from their Programme Director or Lead Supervisor.  On returning from a period of fieldwork students are required to register their return at the Student Administration Office (Stirling students) and INTO Welcome Desk for the Masters students based at Mile End Road
UKVI Requirement:  Student changes study location (permanently)

Students, who with academic approval, are completing their studies from overseas have their sponsorship withdrawn. Such students are notified to the Home Office as an early completer. 
 
ERT email students in May to advise students of the change of study location process should they be seeking approval to complete their dissertation from overseas. 

UKVI Requirement:  Student placement details
Where a student goes on work placement, the time spent on placement must not exceed 50% of the length of their programme of study.  It is the responsibility of both the student and the School to ensure that the time spent on placement does not exceed 50% of the total course.  

The Bachelor of Science in Nursing programme involves integral and assessed professional placements throughout the duration of the programme. The course runs for 3 years (156 weeks) therefore time spent on placements cannot exceed 78 weeks. The School of Health Sciences can normally identify work placement details 4 to 6 weeks in advance of commencement, and from May 2015 will notify tier4reporting@stir.ac.uk with full details for each placement. This information will then be reported through the Sponsor Management System. 

The University is required to notify the Home Office for each student on a work placement and give details of the placement including, placement provider, start and end dates and hours worked per week.  Student Recruitment and Admissions will include placement details, if known, at the point the CAS is raised.  If the placement details are confirmed following enrolment then the Enrolment and Records Team will update SMS. 
The University remains responsible for the student throughout the period of their work placement and must continue to comply with all sponsor duties during this time. The students are subject to attendance and engagement monitoring by the School and any concerns over attendance during the placement period should be notified to tier4reporting@stir.ac.uk.  
UKVI Requirement:  Student has changed immigration category

The University will notify via SMS of those students who move from Tier 4 to another visa category only upon presentation of original documentation. 
UKVI Requirement:  University suspects that a student is breaking the conditions of their visa

A recommendation will be made to the Academic Registrar that the students Tier 4 sponsorship be withdrawn before updating SMS. 
UKVI Requirement:  University suspects that a student is not genuine

A recommendation will be made to the Academic Registrar that the student’s Tier 4 sponsorship be withdrawn before sending an email to the Home Office.  
UKVI Requirement:  Tier 1 (Graduate Entrepreneur) – Missed contact or a material change in circumstances
An email must be sent to tier1gradentadmin@homeoffice.gsi.gov.uk  notifying the Home Office of when a three month contact point has been missed. 
UKVI Requirement:  Doctorate Extension Scheme 
ERT will notify, via SMS, of those students who have been awarded, but who have applied for DES.  The University also needs report:

· if the student has been awarded, if they are awarded a lower qualification or has not completed

· missed a contact point

· left the UK permanently

· switched to another visa category

· if we have withdrawn sponsorship for another reason

Changes that are not notified to the Home Office:

The University will not notify the Home Office of those authorised absences which are less than 60 days duration.  This includes annual leave, periods of fieldwork and leave of absences for research students.  
Students registered for modules are able to self certify absences of 5 days or less via their Portal which creates an absence record on SITS as well as emailing ERT so that they are aware of the period of absence and the reason.  
5. Points of contact 
Paragraph 6.21 section (e) of the Home Office Guidance
 states that as we must report when a student misses 10 consecutive expected contact points. We must either;

(i) report a 10th missed contact whenever it occurs during the year; or 

(ii) set two checkpoints during any rolling 12-month period. You must report any students who have missed 10 consecutive expected contacts, without you reasonably giving them permission leading up to that checkpoint, and you are withdrawing sponsorship of the student. 

Examples of expected contact points include registration, formal academic activities, the submission of coursework, and pastoral care activities. 

Our approach

We currently report a 10th missed consecutive expected contact whenever it occurs during the year. We monitor attendance and engagement through a combination of academic and administrative contact points. T4 students who are at risk are identified by monitoring student engagement across both sets of contact points.  

We have a clearly defined set of administrative contacts for all T4 students, including enrolment and registration events. Administrative contact points are monitored centrally by ERT. 
Academic contact points are monitored by each School. The Attendance and Engagement Code of Practice stipulates that information relating to compulsory or prescribed attendance at classes is articulated clearly and transparently by module coordinators. All students are required to engage with formal academic activities (e.g. submitting coursework, attending seminars) in order to progress with their studies. Should a T4 student ‘miss’ an expected contact then the School is required to report this to ERT. 
ERT monitor patterns of engagement across administrative and academic activity and are tasked with reporting non-compliance to the Home Office. Although this monitoring takes place centrally, Schools are expected to support this activity by providing timely and accurate information on student absences or non-engagement. A student should never reach a 10th missed contact without an intervention from the School and/or ERT.
The Code of Practice for Attendance and Engagement can be found on the University Quality Handbook. Further information on points of contact for all students are set out on the University website:  http://www.stir.ac.uk/registry/studentinformation/visasandimmigration/  

Academic Points of Contact

Engagement Monitoring (Taught students)

The University Attendance Regulations, provide the framework for Schools in monitoring attendance and engagement and identifying and supporting students at risk and who may require support in order for them to complete their studies. Academic contact points are monitored by each School. All students are required to engage with formal academic activities and submit coursework in order to progress with their studies. Should a T4 student ‘miss’ an expected academic contact point then the School is required to report this to tier4reporting@stir.ac.uk.  
In Spring 2014/15 an online Portal attendance pilot was introduced with selected modules able to record attendance for their engagement points online.  The Enrolment and Records Team would then run reports to identify any student with a pattern of non-attendance.  Identified students would then be invited to a meeting with the Student Administration Manager to explore the reasons for non-attendance.  This information is then stored centrally on SITS.

Research Students

For research students the Enrolment and Records Team monitor patterns of engagement across administrative and academic activity. Research students are required to meet with their Supervisory Team and to record their meetings via Compass.  

Although monitoring of Tier 4 research students takes place centrally, Schools are expected to support this activity by providing timely and accurate information on academic engagement.  

Non-engaged students

Where the Enrolment and Records Team identify patterns of non engagement then the Student Administration Manager will then ask the student to attend a meeting to discuss engagement.  If it is found that the situation is irretrievable and the student has breached the terms of their visa then a recommendation will be put forward to the Academic Registrar for Tier 4 sponsorship to be withdrawn.

Administrative Points of Contact - Enrolment 

All students must formally enrol with the University on the commencement of their programme and at other periods required by the University. Though enrolment is an online process Tier 4 students are not confirmed as being enrolled until they have presented their original passport and visa, in person, to Student Administration. 
Non Tier 4 students

Since July 2014 the University has been retaining scanned copies of the passport and immigration details of all overseas students, irrespective of immigration status, studying in the UK in order to ensure that:

· There is evidence the student can study at the University on their current immigration permission

· We know when to remind students to extend existing visas or switch to a Tier 4 visa

A report is ran every two weeks which identifies any overseas students whose visa expires before the expected end date of the students programme of study.  
New full time EU students are required to present a passport or other official documentation before their enrolment status can be confirmed. No copies of these documents presented are kept. 
Once online enrolment is completed – the next stage

When a student completes the passport check and collects their ID card (new students only), they are sent an automatic email which details their Tier 4 responsibilities.  See Appendix A and Appendix B.  
Administrative Points of Contact - Re-Registration Events 

In July 2012, the University introduced face to face re-registration events. These events are a census point for Tier 4 students and an opportunity to check the contact details that we have and student confirmation that they are complying with the terms of their visa.  These events take place in November, January and March for all taught students. There is an additional point in the Summer (July) for those students taking modules in the Summer semester.

For those students who do not attend, their Succeed access is removed and their School is contacted to ascertain if the student is still engaged with their studies.  Where a student is not engaging with the School and hasn’t completed the re-registration process, the Student Administration Manager (ERT) will meet with the student to discuss levels of engagement and a recommendation will then be put forward to the Academic Registrar regarding continued sponsorship. 
Administrative Points of Contact - Exam Attendance

The Enrolment and Records Team will identify any Tier 4 students who fail to attend an exam during the University exam diet or those students who are marked as not attending an exam. The Enrolment Team will check whether the student had any special arrangements or whether a deferred exam request has been submitted. Where there is no known explanation for exam non-attendance then the student will be emailed and asked to attend a meeting with the Student Administration Manger (Enrolment and Records Team) to explore the reasons for non-attendance.   

From Spring 2014/5 a record will be created on SITS on the SPD table to record the missed exam and associated communication and outcome. 
6. Record Keeping Processes

	Record Keeping UKVI Requirement
	Responsibility

	All documents submitted as part of the University application to become a licensed sponsor. 

These documents must be kept for the duration of the period covered by your licence. 

	Student Immigration Manager

	Copies of relevant passport pages, visas, BRP/BID cards


	Enrolment and Records Team 

Students are encouraged to upload a copy of their passport and visa via the Student Portal with the documents then stored on the student’s central record on SITS.  The Enrolment and Record team will then check the original passport and visa as part of the final stage in the enrolment process. 

	Keep a history of students’ contact details 

UKVI may also ask a sponsor to complete a spreadsheet showing the details of each of its Tier 4 students and their current addresses, including information on the proximity of their residential address to the sponsor’s teaching site. If requested, this must be sent electronically to UKVI within 21 days of the date of the request, providing all the information requested.
	Enrolment and Records Team.

Contact details captured at annual enrolment and checked at re-registration events.


	Keep a copy of the ATAS certificate (if applicable) and any changes to the research proposal.

From April 2015 the University is required to obtain an ATAS certificate for all its non-EEA students.
	Enrolment and Records Team

Collected at Admissions and then checked annually with the Supervisor. 

	A record of student absence/attendance 

UKVI may ask a sponsor to complete a spreadsheet showing the details of each of its Tier 4 students and their attendance. If requested, this must be sent electronically to UKVI within 21 days of the date of the request, providing all the information requested. 

	School (taught students)

Enrolment and Records Team and School (research students)

	Keep a record of any documents used to assess the students suitability for their CAS to be issued

	Student Recruitment and Admissions
SIT for extending students. 

	Tier 4 (Child) 
Sponsors of a child under the age of 18 must keep a copy of the letter from the child’s parents or legal guardian, or just one parent if that parent has sole legal responsibility for the child. This should consent to the arrangements for the child’s application, travel, reception and care arrangements in the UK. Children aged 16 and 17 have the legal right to live independently in the UK, and may make their own arrangements for accommodation, but they need the consent of their parent(s)/legal guardian to do this and to travel to the UK (if applying from overseas).


	We do not sponsor child under Tier 4 Child route.



	Tier 1 (Graduate Entrepreneur) 
Copies (or originals where possible) of evidence assessed as part of the process of selecting the migrant you have endorsed. 

	Student Enterprise Programme Manager 
The University is  not currently endorsing new students under this scheme.


Though the Home Office require the University to retain copies of the above documents they do not prescribe how we should store them.  Therefore we can either keep as paper copies or in an electronic format. 

7. Queries from the Home Office 

The Home Office should direct queries regarding curtailment or verification of degree certificates to tier4reporting@stir.ac.uk where the ERT will respond.  Any contact from the Home Office regarding our current students or previous students should be directed to ERT at tier4reporting@stir.ac.uk. 
Appendix A:  TAUGHT STUDENTS POINTS OF CONTACT  EMAIL
Student Number: 1234567/2 (please quote on all correspondence)

Dear Joe Bloggs 

You are now enrolled for this enrolment period.

Points of Contact for Tier 4 Taught Students and their Immigration Responsibilities (Revised January 2015) 

All students should refer to the University of Stirling Code of Practice on Attendance and Engagement (http://www.stir.ac.uk/academicpolicy/handbook/attendanceandengagement/)

This document sets out expectations with regards to participation and engagement with your studies and also sets out the procedures to be followed when reporting absences.
For students who hold a Tier 4 student visa, the University is obliged to monitor and report on engagement. We need to be confident that all Tier 4 students remain engaged in the programme of study for which we have sponsored them.

For students following taught programmes (undergraduate or postgraduate) the University has the formal points of contact described below. In addition to these, your School will report any concerns about your attendance and participation for example if you have failed to submit coursework or if you have missed required classes.

If you miss an expected contact or concerns are reported by your School, the University will investigate. If we find that you are not sufficiently engaged with your programme of study, you will be required to withdraw from the University, and we will withdraw sponsorship and report to the Home Office (UK Visas and Immigration) that you are no longer sponsored by the University. You would then have to leave the UK. Clearly this is an outcome we all wish to avoid, and it can be avoided by full participation in your academic programme and attendance at the required points of contact. 

When you are required to attend a re-registration event, you will receive an email to your University email account inviting you to attend. 

Points of Contact for Taught Programme Students 
	Point of Contact 
	When 
	What does it Involve? 

	Enrolment 

http://www.stir.ac.uk/registry/studentinformation/enrolment/
	September
	Attend in person with passport and visa - new students receive ID card

	Re-Registration 

http://www.stir.ac.uk/registry/studentinformation/visasandimmigration/re-registration/
	November
	Attend in person with your ID card - address check 

	Module Engagement 

 
	Throughout Autumn semester 
	As outlined in your Module Descriptor/Module Handbook 

	Exams/Coursework 
	December
	Attend examinations or complete module coursework if no exam 

	Spring Module Engagement 
	Throughout Spring semester
	As outlined in your Module Descriptor/Module Handbook

	Re-Registration 

http://www.stir.ac.uk/registry/studentinformation/visasandimmigration/re-registration/
	January
	Attend in person with your ID card 

	Re-Registration 

http://www.stir.ac.uk/registry/studentinformation/visasandimmigration/re-registration/
	March
	Attend in person with your ID card 

	Exams /Coursework 
	May
	Attend examinations (or complete module coursework if no exam)

	Re-Registration 

 http://www.stir.ac.uk/registry/studentinformation/visasandimmigration/re-registration/
	July
	Attend in person with your ID card

(Taught postgraduate, undergraduate students registered for summer modules and pre-registration Nursing students only)

	Dissertation Engagement 
	Throughout Summer semester

(Taught postgraduate students)
	Dissertation engagement as detailed in your Module Descriptor/Module Handbook.




There are additional points of contact for those postgraduate students returning from fieldwork of more than fourteen days duration as they are required to re-register at Student Administration. 
Your Immigration Responsibilities Concerning Your Academic Studies: 
· Ensure you complete online enrolment and module registration on time when requested by the University.

· Present/upload your passport and current visa or Biometric Residence Permit when requested by the University. 

· Attend University Re-registration Events when requested by the University.

· Attend all mandatory and prescribed classes and submit course work as required (ensuring that you meet the progression and attendance requirements of your programme with no significant gaps or absences).

· Attend all exams as required. If you are unable to attend an exam you must notify the Enrolment and Records Team at tier4visastudents@stir.ac.uk within 24 hours.

· If you miss a compulsory or prescribed class for any reason you should submit an electronic self-certification form, which can be found via the Student Portal. If your absence is due to illness for seven days or longer then you are required to submit a medical certificate. This should be submitted to Student Administration. 

· Notify tier4visastudents@stir.ac.uk should you wish to embark on an assessed work placement. You must always comply with the working restrictions as stated on your T4 visa.

· Gain approval from your Programme Director/Dissertation Supervisor should you wish to embark on fieldwork during the semester. 

· Gain approval from your Programme Director/Dissertation Supervisor should you wish to complete your dissertation from your home country.

· Maintain your UK contact address details via the University Portal.

· Respond promptly to correspondence from Student Administration

· Inform Student Administration if you intend to suspend your studies or withdraw from your studies. If you defer or leave your studies you will be required to leave the UK. On returning to your home country you will be required to provide the University with a copy of your flight details as evidence of your departure from the UK.

Your Immigration Responsibilities Concerning your Visa 
· To ensure that you continue to retain a valid visa by extending or applying for a new visa before your current visa expires and that you provide the University with a copy of any new visa. If your visa expires before your programme ends you should contact the International Advisor.

· Submit your new visa to Student Administration should you move into a new immigration category.

· Ensure you do not breach the conditions of your visa: - for example, do not break the rules on working or claiming public funds and make sure you register with the Police, if required, and update your Police Registration Certificate within 7 days of any change to your circumstances. 

· Ensure you do not breach the conditions of your visa by working more than the specified hours as recorded on your visa. Working more hours could have significant negative consequences for future visa applications.

· You will notify the Home Office should your duration of your studies shorten.



Our Responsibilities as Your Tier 4 Sponsor 
The University has responsibilities and duties under the Points Based System which we are required to comply with in order to retain our Tier 4 Sponsor License and continue to invite international students to study at Stirling. 

Should you break any of your responsibilities then the University is required to report you to the Home Office (UK Visas and Immigration). If you have any significant changes in circumstance, for example, if the length of your programme of study becomes shorter then we are required to notify the Home Office.

Please do not hesitate to contact tier4visastudents@stir.ac.uk should you have any questions regarding the content of this email. 

Yours sincerely

Enrolment and Records Team

Appendix B:  Research Students Point of Contact Email    
The University is currently in the process of approving new Research Regulations which are expected to come into effect May 2015.  Therefore from October 2014 the University is transitioning to the new regulations which will have different points of contact than below.
Subject: Enrolment Confirmation and the University of Stirling RESEARCH Reporting Requirements 

Student Number: 2219012/1 (please quote on all correspondence)

Dear Mr Joe Bloggs

You are now enrolled for this enrolment period.

Points of Contact for Tier 4 Research Students and their Immigration Responsibilities 

For students who hold a Tier 4 student visa, the University is obliged to monitor and report on engagement. We need to be confident that all Tier 4 students remain engaged in the programme of study for which we have sponsored them. 

For students following a research programme the University expects that the student actively engages with their studies and has regular meetings with their Supervisor. 

Where it appears that a research postgraduate student is not having regular supervisory meetings, your supervisor will be contacted to determine if there are issues that need to be addressed. If we find that you are not sufficiently engaged with your research, you will be required to withdraw from the University, and we will withdraw sponsorship and report to the Home Office (UK Visas and Immigration) that you are no longer sponsored by the University. You would then have to leave the UK. Clearly this is an outcome we all wish to avoid, and it can be avoided by full participation in your studies. 

In addition to the regular supervisory meetings, your School/Supervisor will report any concerns about your engagement and participation to the Enrolment and Records Team. 



YOUR POINTS OF CONTACT

	Contact  
	When 
	What does it involve? 

	Enrolment 
	On your matriculation and on the anniversary of your matriculation  
	Attend in person with passport and visa - new students receive ID card  

	Research Induction (those in their first year)  
	Held in October and March  
	Compulsory attendance at one of the Stirling Graduate School Induction Sessions 

	Meeting (1) with Supervisor  
	A meeting to be held and recorded every two months.  
	Following your meeting with your Supervisor you should record a summary of this meeting via your Portal. 

	Meeting (2) with Supervisor  
	A meeting to be held and recorded every two months. 
	Following your meeting with your Supervisor you should record a summary of this meeting via your Portal. 

	Initial period review (those in their first year) 
	10 months after matriculation date 
	Review within the Division to confirm PhD registration. Face to face interaction with Supervisor.  

	Meeting (3) with Supervisor  
	A meeting to be held and recorded every two months. 
	Following your meeting with your Supervisor you should record a summary of this meeting via your Portal. 

	Annual Progress Report(years 2 to 4) 
	Issue end of March for completion by student end of April.  
	Online form for students to complete to record their progress to date. Once completed by the student the form is then completed by the Supervisor who confirms student’s progress. This is then signed off by the Student Administration Research Team.  

	Meeting (4) with Supervisor  
	A meeting to be held and recorded every two months.  
	Following your meeting with your Supervisor you should record a summary of this meeting via your Portal.  

	Meeting (5)with Supervisor ) 
	A meeting to be held and recorded every two months  
	Following your meeting with your Supervisor you should record a summary of this meeting via your Portal.  

	Meeting (6) with Supervisor  
	A meeting to be held and recorded every two months.  
	Following your meeting with your Supervisor you should record a summary of this meeting via your Portal.  

	Notification of thesis title (final year)  
	At least 2 months before intended submission 
	Form submitted in person to Student Administration or via email.  

	Submission of thesis (final year)  
	Thesis submitted  
	Submitting copies of the soft-bound thesis for examination by the maximum end date for the programme. The thesis can either be submitted in person to Student Administration or by mail.  

	Viva (final year)  
	Date to be determined by the School once thesis submitted and Examiners appointed.  
	  




There are additional points of contact for those students returning from fieldwork of more than fourteen days duration as they are required to re-register at Student Administration. 

Your Immigration Responsibilities are to: 

· Ensure you complete administrative enrolment on time when requested by the University.

· Present/upload your passport and current visa or Biometric Residence Permit when requested by the University.

· Attend a Research Induction Session following your first enrolment at the University (new Stirling PhD students only).

· Maintain regular contact with your Supervisor and to record your meetings with your Supervisor via the University Portal.

· Maintain your UK contact address details via the University Portal. Gain approval from your Supervisor should you wish to embark on fieldwork or take annual leave of more than 14 days duration. 

· Gain approval from your Supervisor should you wish to complete your studies from your home country. 

· Inform Student Administration if you intend to suspend your studies or withdraw from your research programme. 

· To ensure that you continue to retain a valid visa by extending or applying for a new visa before your current visa expires and that you provide the University with a copy of any new visa.

· Provide your new visa to Student Administration should you move into a new immigration category.

· Ensure you do not breach the conditions of your visa: - for example, do not break the rules on working or claiming public funds and make sure you register with the Police, if required, and update your Police Registration Certificate within 7 days of any change to your circumstances 

 

The University’s Tier 4 Responsibilities 

Should you break any of your responsibilities then the University is required to report you to the Home Office (UK Visas and Immigration). 

You are advised to keep a copy of this email for your reference. Should you have any questions regarding the content of this email please do not hesitate to contact the Enrolment and Records Team as tier4visastudents@stir.ac.uk
Yours sincerely

Enrolment and Records Team

Appendix C:  Tier 4 Students Compliance Calendar 

	When
	Task
	Detail Audited

	Weekly
	Attendance monitoring for those Schools participating in the Attendance Pilot
	Attendance 

	Weekly
	Identifying non enrolled students
	Enrolment 

	Weekly
	Address report
	Contact details check

	
	
	

	Fortnightly 
	Visa expires in 3 month report
	Immigration status compliance

	
	
	

	Monthly
	ATAS report
	Check that the focus of the research has not changed

	Monthly
	Passport and visa checking as part of online enrolment
	Immigration status compliance

	
	
	

	October
	Address email check
	Contact details

	November
	Re-registration event 
	Contact address details

Compliance with terms of visa

	November
	Identifying early completers
	To identify those students who have completed before their programme end date on their CAS

	December
	Exam Attendance
	Academic point of contact

	January
	RE-registration event 
	Contact address details

Compliance with terms of visa

	From January 2016
	Address email check sent to Research students at same time as invite to re-registration is sent to taught students
	Contact details check

	March
	Re-registration event
	Administrative point of contact following University shut down at Christmas

Contact address details

Compliance with terms of visa



	From March 2016
	Address email check sent to Research students at same time as invite to re-registration is sent to taught students
	Contact details check

	March 
	Identifying early completers
	To identify those students who have completed before their programme end date on their CAS

	April/May
	Exam attendance
	Academic point of contact

	May/June After Spring exam diet
	Fieldwork/Return Home Early Process communication to students embarking on their dissertation. 
	Identify students who are completing studies away from the University 

	June
	Identifying early completers
	To identify those students who have completed before their programme end date on their CAS

	From July 2015
	Address email check sent to Research students at same time as invite to re-registration is sent to taught students
	Contact Details

	July
	Re-registration event
	Contact address details

Compliance with terms of visa

Reminder of working restrictions and vacation periods


Appendix D:  Re-registration Events 
	Date Held
	Students required to attend

	2011/12
	

	11th – 13th July 2012 

	Taught and research students 

	2012/13
	

	13th – 15th November 2012
	Taught and research students

	12th – 14th February 2013
	Taught and research students

	29th April – 1st May 2013
	Taught and research students

	10th – 11th July 2013
	Taught and research students

	2013/14


	

	7th and 8th November 2013
	Taught students 

	19th and 20th February 2014
	Taught students

	29th and 30th April 2014
	Taught students

	16th and 17th July 2014
	Taught students

	2014/15

	

	5th and 6th November 2014
	Taught students at Stirling and Masters students based at Mile End Road 

	21st and 22nd January 2015
	Taught students at Stirling and Masters students based at Mile End Road

	25th and 26th March 2015

	Taught students at Stirling and Masters students based at Mile End Road

	2nd and 3rd July 2015
	Taught students at Stirling and Masters students based at Mile End Road



Appendix D:  Graduate School Induction Events 
	Date Held

	2011/12

	12th October 2011

	25th April 2012

	

	2012/13

	24th October 2012

	6th March 2013

	2013/14

	16th October 2013

	2nd April 2014

	2014/15

	15th October 2014

	15th April 2015


SECTION 2:  Process Guides
ATAS Clearance Certificate  

Background 

ATAS (the Academic Technology Approval Scheme) is a scheme by which the UK government screens potential students from outside Europe who may, through studies in engineering, science or technology, have access to information and technology which could be used to develop weapons of mass destruction. 

An ATAS certificate is not required for undergraduate study and where the period of study or research is less than six months.   The disciplines that require an ATAS clearance certificate are identified according to the beginning of their Joint Academic Coding of Subjects (JACS) codes.  At Stirling the programmes that require an ATAS certificate are as follows:

· Research in Computing Science (JACS codes beginning G0, G1, G2, G4, G7, G9, I1, I4, and I9)

· Research in Biology or Research in Ecology  (JACS codes beginning C1, C2, C4, C5, C7 and C9) 

· Master of Research (for JACS codes beginning as above, for Computing, Biology or Ecology).  Currently no programmes offered. 

As there is a UKVI requirement for institutions to hold a copy of the ATAS Clearance Certificate this has been held centrally and checked with the Supervisor annually since May 2013.  From April 2015 an ATAS Clearance Certificate will also be held by the University for non-EEA students. 

School Role
The Supervisor to advise tier4reporting@stir.ac.uk if the focus of the student’s research has changed.  
ATAS and assigning a CAS

The sponsor of a tier 4 (General) student has to indicate on the CAS if a student needs an ATAS Clearance Certificate.  Failure to have this recorded on the CAS will lead to the visa application being refused if it becomes evident to UK Visas and Immigration that ATAS clearance is required. A CAS should not be assigned to a student until the student has applied for and been granted an ATAS clearance certificate.

Extensions to study 

Where a student has to extend their Tier 4 visa to complete a programme of study subject to ATAS clearance the student will have to obtain a new ATAS certificate.   
Recording ATAS Data

For those students in receipt of an ATAS clearance certificate the ATAS Reference Number will be recorded on SUK:  ATAS Certificate Number (SUK_ACRN.SUK). 

Changes to programme or research since ATAS certificate issued

An ATAS certificate is issued for a specific programme and remains valid as long as the sponsor/and or programme details do not change, including the length of the programme. 

If a student already in receipt of an ATAS certificate changes the focus of their research then they will be required to apply for a new ATAS certificate.  Similarly if a student transfers onto a new route or programme which would now require an ATAS certificate the student will not be permitted to transfer until they are in receipt of an ATAS certificate. 

The Student Administration Research Team will consult with the Enrolment and Records Team before permitting a student to transfer onto a new route which would require an ATAS certificate.  The student must be in receipt of an ATAS certificate for the new programme before being permitted to transfer.  

A change of research topic or programme of study cannot be approved until valid ATAS clearance has been obtained. For this reason, students are advised to apply for an ATAS certificate as soon as possible.

ATAS Report 

From May 2013 the Enrolment and Records Team have been running a monthly Impromptu Report ‘ATAS Check’ which lists those students for whom we should have an ATAS certificate on file.  ERT staff will check that a copy of the certificate is held on SITS.  For continuing students the report is used to flag the next date that the project proposal, as detailed on the ATAS certificate, needs to be checked with the Supervisor. 

Annual check that research area has not changed 

On the anniversary of their matriculation ERT will contact the Supervisor with a copy of the students ATAS certificate to seek confirmation that the focus of the research is still the same.   Where there is no change in the research then ERT will update the SUK record UDF field ‘Next ATAS Check’ with the date that the next check needs to be conducted. A note will be added to the SUK notes field confirming that the annual check has been completed. 

Where the focus of the research has changed ERT will alert the Immigration Manager who will take forward with the student and the Supervisor as there may be visa implications.  

Flowchart of the process

A flowchart of the process can be found at:  http://www.stir.ac.uk/registry/studentinformation/visasandimmigration/staffcomplianceguidance/
. 

Enrolment  Process  

Background 

All students must formally enrol with the University on the commencement and anniversary of first matriculation and at other periods required by the University. Overseas students do not have their enrolment confirmed until they have presented their passport and visa (if appropriate), in person, to Student Administration.  

Failure to complete enrolment will result in a student being unable to access the University's facilities, and will lead to their withdrawal.  
School Role

To advise tier4reporting@stir.ac.uk of any student who has notified that they are seeking to arrive late, withdraw or take a leave of absence from their studies. 
Identifying students who need to enrol

All overseas students, including those issued with a CAS, will be flagged by the enrolment hurdle process as requiring to present immigration documentation as the final stage of the enrolment process.  Admissions will email new students with details of how to discover their University account and also with enrolment details.  
The Enrolment and Records Team will also email students with details of enrolment setting the enrolment open date (SCE_RSTD.SCE’ )  on the enrolment record (SCE) so that this is pulled into the email.  Once the first email has been sent (ERT_ENROL_1) the enrolment status update field  (SCE_UDF3) will be updated to record that the first enrolment email has been sent.  This field is used in the management of enrolment communication that is sent to students during their enrolment process.

Identifying students who are returning to studies following a leave of absence

Students due to return from leave of absence are sent the SRL letter ERT_EN_PSPR  (in December and in July) asking them to confirm their intentions with regards to returning to their studies. Should a Tier 4 student not return from a period of leave absence then their University record will be updated and ERT will take forward any Home Office reporting action. 

Student who have not enrolled after the first communication from ERT

On the start date of course ERT will retrieve all non enrolled records on SITS for those that have been sent the first enrolment communication in order to resend the communication.

5 days after the start date of the course those that have not enrolled since being sent ERT_ENROL_1 will be sent ‘ERT_ENROL_2’.  This will automatically update SCE UDF3 to ‘ENROL2_SENT’ and advises the student that they must enrol by a given date (calculated as four days after the letter is sent) or they risk being withdrawn. 
If the student has still not completed online enrolment (i.e., their SCE is still sitting as P* but the SCE UDF9 has not updated to Y) check the State of Play screen on the Portal.  This will indicate if the student has ‘discovered’ their account and when they last accessed the Portal.  For new students who have not ‘discovered’ their account, ERT will check with the School/Supervisor to see if the student has commenced their studies.   If they have not commenced their studies ERT will notify the Home Office. 

If the student has discovered their account or is a returning student, send SRL ‘ERT_DEENWITHDRAW_L’ from the SCE and check with the School/Supervisor if the student is engaged.  If they are engaged, instruct the School/Supervisor not to teach the student and to refer them to Student Administration.  If the student is living ‘on campus’ and still not enrolled, staff members are to make a visit to the students accommodation to collect the student to complete enrolment.

If the School confirms that the student has not arrived then ERT will notify the Home Office and their University record will be closed. 
ERT run a weekly Impromptu report (Nonenrol_with_FDU)  which details key data for those who have not completed enrolment and is used in the management of non enrolled students. 

Arriving Late

For students who have academic approval to commence their studies at a later date then SCE UDF3 will be updated to ‘ARRIVING_LATE’.   ERT will report via SMS of the change to the last date of enrolment. 

Other reasons for non enrolment

The SCE UDF3 status indicates any known reason for the non enrolment.  Staff will send a personal email regarding an update on the progress with enrolment or ERT_ENROL2 can be sent from SCE provided it is clear that the situation has been resolved.  

Students who complete online enrolment but who do not present their passport and visa

Upon completion of the online enrolment process the SCE UDF9 will update to Y which records that the student only has to present their passport and visa for checking in order that the enrolment can be confirmed.  An automatic email is sent to the student to advise that they are now required to present their passport and visa to the University (collect their ID card if they are a new student) in order for their enrolment to be confirmed.

If a student completes the online enrolment process, but does not present their passport/visa for checking then SRL ‘ERT_ENROL_2 is sent which advises that they have 4 days to complete the process.  If after 4 days the student has not presented the required document then the School/Supervisor is contacted to see if the student has been engaged with the course.  The following communication is then sent ‘ERT_DEENWITHDRAW_L and then ERT will report via SMS if the sponsorship is to be withdrawn.  
Once online enrolment is completed – the next stage

When a student completes the passport check and collects their ID card (if applicable), their SCE will update to C* (current, enrolled student) and the process is complete.  At this point the students are sent an automatic email which details their Tier 4 responsibilities.  
Flowchart of the process

A flowchart of the process can be found at:   http://www.aro.stir.ac.uk/reg-enrol/Tier4StaffComplianceGuidance.php 

Checking Immigration Status Documents
Background
The Home Office require us to retain a copy of a student’s passport and visa.  In order to support immigration control we are required to have processes in place to check the immigration status of the students that we enrol.  

School Role

To respond promptly to any communication from ERT regarding students who have not provided the required immigration status documents as part of enrolment. 
Process
In June 2014 the University introduced Portal functionality to allow overseas students to advise us on the immigration permission that they have to study at the University.  For those that have been issued a CAS for the University they are able to advise on the status of their visa application via the Portal.  Once they have received their visa the student can then provide us with their visa data before uploading a copy of their visa 
 prior to their arrival at the University.

A student can access this functionality once they have discovered their University online account and should provide immigration status details and upload documents (where applicable) before they arrival on campus. ERT run a report (‘No PPT or Visa’)  on a weekly basis to identify new students who have no PPT or VIS record created.  Staff then sends an email ‘ERT_T4_UPLOAD1’ to advise students of the upload functionality. Any uploaded documents are then verified against the originals when the student arrives on campus as the last stage in the enrolment process.  
Students entering the country on 6 month leave to enter will not have a visa document to upload, but are able to confirm their immigration status as part of the visa upload process.  Their passport is stamped upon entry to the UK and the passport page with the stamp is uploaded against the VIS once the student has presented their original documents to the University. 
When the student presents their passport and visa/immigration status documents as the last stage in enrolment the staff member processes the student through the ’ID check student’ screens on the Portal.  If the passport and/or visa have already been uploaded then the member of staff will be able to click on the uploaded copies to check against the original.  

If the passport and/or visa/immigration status documents have not been uploaded, the member of staff will be prompted to input visa data (start date, expiry date, visa number) and take copies of the documents in order that they can be scanned. 

Where a student does not present their passport/immigration documents ERT will check with the School as to whether the student has arrived/commenced studies.   For those students who have arrived the School will direct the student to Student Administration to complete the process. For those students who the School have confirmed  have not arrived then ERT will  need to seek confirmation as to whether it is too late for the student to commence studies (may need to report on SMS as late arrival or withdraw the CAS) or report as a non-enroller on SMS. 
Fieldwork requests, annual leave and change of study 

Background

It is essential for the University to have a record of those who are away from the University on authorised fieldwork, authorised annual leave or who have changed study location. 
School Role

Fieldwork/Annual leave should not be authorised for the following situations:
· Where the student has indicated that they need to be absent from the University as they are in employment. 
· Where the student has indicated that they are attending a language or another programme of study at another institution. 

Situations like those above should be referred to tier4reporting@stir.ac.uk where staff within ERT will look at each case on an individual basis to check that the student is not breaching their visa and to assess whether we are still able to sponsor the student.  We will then advise the Supervisor/Programme Director and student of the outcome.

Fieldwork (Research students)

Applications for fieldwork of 14 days or more should be submitted via Compass following a discussion with the Supervisor as to the nature of the fieldwork and the contact points that will be in place during the period.   This period away counts towards the minimum and maximum periods of registration as students are considered to be still under the active supervision of their Supervisor, and it is expected that supervision meetings continue, albeit electronically.

There is currently no maximum length of time a student can be away.  However, where the period of absence is greater than 2 months, ERT will consider the implications for the student’s visa and whether it is appropriate for the University to continue sponsorship.  

Fieldwork (Taught students)

Taught students seeking a period of fieldwork are required to complete the ‘Application for fieldwork’ form following discussions with their Programme Director/ Dissertation supervisor.  Students must discuss the support and contact arrangements that will be in place during the period of fieldwork.  This information must be agreed upon and points of contact provided on the form.  The form can be emailed to tier4visastudents@stir.ac.uk or a hard copy sent to Student Administration.  Students who are granted permission to embark on fieldwork are required to engage with and to pursue their studies as if they were resident in Stirling or London (Masters students only based at Mile End Road). For taught students the period of fieldwork/annual leave does not alter the end date of the programme.

Students not meeting the agreed contact points during the fieldwork period

The School should notify tier4visastudents@stir.ac.uk when a student has failed to adhere, without good reason, to the agreed contact points during the fieldwork period.  ERT will pursue the lack of engagement with the student and will take a decision as whether to recommend sponsorship withdrawal 
Annual leave – research students
Annual leave requests should be submitted via Compass.  The period of annual leave counts towards the minimum and maximum periods of registration.

Annual leave – taught students 

Outside of semester students are not required to seek approval for periods away from the University. The summer period when students will be working on their dissertation is not a holiday period, but the University recognises that some students may be away for a short period during the summer semester. Students should complete the ‘Application to undertake fieldwork or other leave’ where they will be away from campus for more than 14 days.  

Change of study location 

The normal expectation is that students remain at the University for the duration of their studies, including the dissertation/project/thesis period.  If a student wishes to permanently change their study location (i.e. to complete from home) from Stirling or London (JV students), they must have discussed this with their supervisor and have their permission. For taught students, the ‘Change Study Location’ form should be submitted and for Research students an email request should be submitted to tier4students@stir.ac.uk. 

Students must keep their Student Portal updated with their correct contact address.

Where a student’s study location is outside of the UK for the remainder of their studies, then the University will not continue to sponsor their visa.  ERT will notify UKVI and the student’s visa will be curtailed.  If the student needs to return to the UK i.e. for Viva or Graduation, they will need to apply for an appropriate visa.  

Recording annual leave and fieldwork periods

Once authorised by the supervisor and the Enrolment and Records team, the student’s absence record (SAB) will be updated with the start date and expected return of the student.  Fieldwork details are recorded on the notes field.  A brief summary is added to the notes field and the student is sent email SRL ERT_T4_FWSUB as confirmation of the update to the student record.

Return process for annual leave or fieldwork (14 days or more)

ERT will email students (ERT_T4_FWRET) in advance of their return as they are required to attend Student Administration (Stirling students) or the INTO Welcome Desk (London Masters students) in order to confirm their return.   Staff will then update the ‘end date’ field on SAB and the date student seen on the UDF.  
If the student has not reported to Student Administration 7 days after the return date, ERT send email SRL ERT_T4_FWNOR advising the student that they need to report in. An IMA is added to the STU record.  ERT also contact the School/supervisor to check the student has been seen since the return date and no concerns regarding engagement/academic progress. If the student still does not make contact and there are issues over engagement then the University will seek to withdraw our sponsorship.
Where a student wishes to extend their current fieldwork period then ERT will contact their Supervisor/Programme Director.

Flowchart of the process 

A flow chart of the fieldwork, returning home early or other leave request process can be found at:

\\esk\rreg\Student Information and Systems\registry and governance services\academic\transcripts\documents\fieldwork_return_home_process_flowchart.pdf 
Identifying Students with an Expiring Visa 

Background 

The University has to ensure that the students it recruits have the right to study in the UK and have the appropriate visa to study at the University. Not all overseas students enrol with a Tier 4 visa; some may have a Post Study Work visa, a Tier 2 visa or a dependents visa.  UKVI expect institutions to identify those students whose visas expire before their expected end date of their programme whether they are Tier 4 or in receipt of another visa. ERT identify those students whose visa expires before the expected end date of their studies. 
School Role

To respond promptly to any communication from ERT regarding students who need to be referred to Student Administration to discuss their immigration status. 
Identifying the Students 

Impromptu report, Immigration/tier4/visaexpiringwithin3months, is ran which identifies those students whose visa expires before their expected end date. This report, produced fortnightly, is saved in a central location (tier4complaince/visaexpiry) for ERT to then work through.

The Report

The report provides the student code, forename, surname, visa type, visa expiry date, expected end date of programme and visa communication sent code.   Using the data returned in the report ERT will then consider whether the student needs to apply for a CAS.  

When we won’t issue a CAS

Not all students whose visa expires before their expected end date will be issued with a CAS:

· student’s whose programme expected end date is less than 2 weeks after the visa expiry date 
· students who have not met their points of contact during their studies

· students with an outstanding financial liability to the University 
Where the University is not issuing a CAS ERT will set VIS UDFA to ‘NOT DOING CAS’ with a note added to the notes field. The student should be advised in writing that the University will not be issuing a CAS and that they should either submit their work (dissertation/thesis) before they leave the UK or submit their dissertation/thesis from home.

The ‘NOT DOING CAS’ value will already be detailed on the report if the above process was actioned previously.  
When we would look at individual cases

We would look on a case by case basis for those research students who have to re-submit and may need a visa to cover for their resubmission period or viva.  Though there is not a requirement for a student to be in the UK for a re-submission, as they could work from their home country, the University will need to consider any academic disadvantage to the student should they return home.

When we would issue a CAS – taught element still to complete 

If the student still has a taught element of their programme to complete then they will either need to provide documentary evidence that they have applied for an extension to their current visa or are applying for an extension to their Tier 4 visa which they will need require.  ERT will email the student (VIS/SRL – ERT_T4_VISAE) advising them of the date that their current visa expires and the need for them to apply for a CAS in order to continue studying at the University.  Once the email has been sent the VIS UDFA filed is automatically populated with the SRL value.

Once the CAS request has been submitted to Student Administration, either in person or via the  tier4visastudents@stir.ac.uk mailbox ERT staff would then issue the CAS in accordance with the ‘Guidance for Producing a CAS’ notes. 

First communication sent (3 months – week 1)

ERT will send the first communication (ERT_T4_VISE1) to advise students that their visa expires before the expected end date of their programme.  The student will then need to advise if they are looking to extend their existing visa or if they are seeking to move to a Tier 4 visa. 
Student does not acknowledge communication regarding the requirement for a new visa 

(3 month – week 4)

If after three weeks ERT have still not received a CAS form or a new visa/proof of other visa type application then ERT will send  ERT_T4_VISE2. Once the email has been sent VIS UDFA will be automatically updated with the letter code (ERT_T4_VISE2).  

Student still does not acknowledge communication regarding the requirement for a new visa (2 month – week 6)

It is essential that the student engages with the visa process as they will not be permitted to continue with their studies if they have not requested a CAS or provided evidence that they have applied for or are in receipt of another visa.   ERT send ERT_T4_VISE3 to student. 

ERT will update the IMA message on STU so that an alert is flagged to users that the student has outstanding visa issues to be resolved before any documentation can be issued to the student.  ERT will also check attendance with the School and request that the School direct the student to ERT to resolve the matter.  

No response from student (2 month – week 8)

If the student is studying on campus then they will be advised that they will not be permitted to study beyond their visa expiry date if they have not applied for an appropriate visa or have approval, if appropriate, to complete their studies from overseas. If still no response then the students University record will be terminated. 

For information on CAS production please refer to:  S:\Tier 4 Compliance\Advice to staff\Student Immigration Team\producing a CAS.docx 

Flowchart

A flowchart of the process can be found on the Portal:  http://www.aro.stir.ac.uk/reg-enrol/Tier4StaffComplianceGuidance.php 

Identifying Students with an Expiring Passport 

Impromptu report, Immigration/tier4/passportexpiringwithin3months, is ran which identifies those students whose passport expires before their expected end date. This report, produced fortnightly, is saved in a central location (S:\Tier 4 Compliance\Passport Checking\Expiring Passport Report) for ERT to then work through.
School Role

To respond promptly to any queries from ERT. 
The Report

The report provides the student code, forename, surname, course, expected end date of programme and passport expiry date.   Using the data returned in the report, ERT will consider whether the student needs to provide their new passport based on study location or end date of course.  Where the student requires a Visa to study in the UK and the passport expiry date is before the end date of the course, ERT would look to obtain the new passport information and scanned copy of the original document.
When we won’t chase for a new passport

There are a few instances when we will not chase for a new passport:
· When the student has dual nationality

· Where the student is Norwegian

· When the end date of passport matches the expected end date of the course.

· Where the student does not have an ‘in use’ VIS record as they are studying from overseas.

First communication sent (3 months – week 1)

Where a student needs to provide a new passport, ERT will send the first communication (ERT_T4_PPEX1) to advise that their passport expires before the expected end date of their programme. 
Communication reminder (1 month – week 9)

If, after 2 months, the student has not provided copy of new passport or communicated their intentions, ERT will send the first email to the student again as a reminder (ERT_T4_PPEX1).

No response from student (week 13)

If the passport end date has passed and the student has not provided an updated passport, ERT will send a second communication to the student (ERT_T4_PPEX2).

No response from student (week 14)

If there has been no response from the student, ERT will contact the student by telephone.  ERT will update the IMA message on STU so that an alert is flagged to users that the student has outstanding passport issues to be resolved before any documentation can be issued to the student.  ERT will also flag to the School so that they can then direct the student to ERT to resolve the matter.  

No response from student (week 15)

If there has still been no response from the student, pass to Tier4reporting@stir.ac.uk to take forward.
Student Contact Details

Background

For those in receipt of a Tier 4 visa it is essential that they comply with the UK immigration regulations during their stay in the UK. One of their responsibilities is to maintain their contact address details with the University.  Though the onus is on the student to maintain their address we have a role in managing and checking address data as part of Tier 4 compliance.
The University does not currently operate a distance policy, but it is expected that students will reside locally to the University. Living away from campus is not only expensive, time-consuming, limits the student experience, but could impact on a student’s attendance. 
School Role

To alert ERT if the contact details on the Portal are different to what they may have been advised by a student.  

How we gather student address data 
· During the enrolment process students are asked to provide/check their contact address.  
· When a student’s moves address during their studies, except for those in University accommodation, they should update their new address details via the Portal.  Students in University accommodation are not able to update their contact address via the Portal as they need to be released from their accommodation contract first.  

University Accommodation

In September Residential Services don’t start to check in students onto the accommodation system (PAMS) until around the end of the first week of semester. Once checked in there is a short delay (4 hours) in the information showing on SITS and the Portal.  
Once in their University accommodation students are not permitted to change rooms without authorisation from Residential Services as a new contract will need to be signed. 

When a student withdraws, completes early or takes a leave of absence from their studies an email is sent to Residential Services so that staff are aware that the student will be required to vacate their property as they have been reported to UKVI.  Residential Services will speak to the student as under their Terms and Conditions a non student is not entitled to stay in the accommodation.  

If a student notifies Residential Services that they are withdrawing they are advised to contact Student Administration. The student will not be released from their accommodation contract until official notification has been received by Residential Services.

Address checks 

· In October, prior to the Council Tax submission, all students are emailed to ask that they check their address data.  
· As part of the Re-registration process students are asked to confirm their address data.  
· An impromptu report (no_local_address in the Immigration folder) is run weekly which identifies those Tier 4 students who do not have a local contact address.  The report details student name, enrolment status, contact address, ADD UDF1 which details if the address has been approved. Those that don’t have an address in the Stirling postal code area, but have an address in areas within a fifty mile radius of the University are not included in the report data output. 
No local address/or UK address

Where there is no UK address for an enrolled student an email is sent to them to request that they update their address data via the Portal.  Where a student does not update their address then this is followed up with the School to check if the student has alerted them to a change of address. 
If a student provides an address which is not local to the University then they are contacted for an explanation as to their location.   Where a student does not provide an explanation this is followed up with the School to see if they can advise.  

Students will not be issued any verification documents from Student Administration whilst there is an issue with their address data.  An IMA block is added to their central record until the address matter has been resolved. 

1. Send srl ERT_T4_ADDC from SCE.

2. If not updated after 1 week, contact student by telephone.  If unable to reach student, contact School for alternative contact address.

3. If after another week address has not been updated, remove succeed access and contact student explaining that they are not complying with rules of tier 4 visa and are risking withdrawal.

4. If not updated after a further 10 days then pass to Tier4reporting@stir.ac.uk to action and report to Home Office that sponsorship terminated.

No response from the student/address not updated

Those that do not update/maintain their address via the Portal are in breach of their University of Stirling immigration responsibilities and are placing their visa at risk.  Students will be formally advised of this in writing and given seven days to respond otherwise they risk being withdrawn.  
ADD table

UDF1 on the ADD table on SITS is used to record the stage of the investigation.  This is pulled into the address report:
	IDEN

	Identified

	where address identified as failing criteria

	QUERY
	Queried
	where address queried with student

	APP

	Approved
	where an address >50 miles has been approved

	COMP
	Studies Complete
	when studies complete but not yet awarded

	RH
	Returned Home
	student returned home but visa still in use


Address History Report
A Portal Oracle report is available for staff to check the address history of a student.

University Staff Role

If a member of University staff has reason to believe that a student is not residing at the address recorded on their central record, as detailed on the Portal, then they should alert ERT who will follow this up with the student. An email alert should be sent to tier4reporting@stir.ac.uk     
Flowchart of the process
A flowchart of the process can be found at:  S:\Tier 4 Compliance\Address Data\Address monitoring process flowchart.vsd 
Re-registration 

Re-registration events are organised by ERT with support from the Schools.  The events are held over two days and takes place in a computer lab as Portal access is required.  Students at the London campus attend the INTO Welcome Desk.

Two weeks prior to the event ERT will email ERT_T4_CEN1 to the identified students via their University email account and ask them to attend the event.  They only need to attend once over the two day period.  Information regarding the event is detailed on the Student Administration website, on the plasma screens situated around the campus and included as a Portal announcement. 

School Role

To respond promptly to any non attendance queries from ERT. 

Non attendees

ERT identify non-attendees by querying the ENL table for students whose current status (ENL_PAIL.ENL) is Non-engaged.  These students can also be identified from running the ‘students not seen’ oracle report and dropping any students that have been exempted.

At the end of day one ERT send ERT_T4_CEN2 to advise students that they still need to complete the re-registration process. On day two those that have not attended are sent ERT_T4_CEN3 which advises that the process is now closed and they will need to attend Student Administration to complete the process.  Students at the London campus will need to attend the INTO Welcome Desk.  For those that don’t complete the process within 48 hours of the last email withdrawal communication, ERT_T4_CENWL, is printed.  These students will have their Succeed access removed. 

For those students who do not respond within four days then ERT will contact the School to ascertain student engagement.  Where a student is not engaging with the School and hasn’t completed the re-registration process, ERT will look to report the student to the Home Office.

Students who have advised that they will register late

Where a student has provided a valid reason for needing to register outside of the re-registration period then ERT will update the ‘Late field’ on the Portal and the intended date the student will attend 2z to complete the re-registration event.  If the student does not register then they will be sent email ERT_T4_CENRE the day after the intended date. For those that don’t attend within 48 hours of the last email withdrawal communication, ERT_T4_CENWL, is printed.  These students will have their Succeed access removed. 

For those students who do not respond within four days then ERT will contact the School to ascertain student engagement.  Where a student is not engaging with the School and hasn’t completed the re-registration process, ERT will look to report the student to the Home Office.

Re-Registration Process - how to re-register a student 
1 The student will present their ID card to a member of administrative staff

2 The user checks the E-vision re-registration link (https://portal.stir.ac.uk/security/evision-login/evision-login.jsp?page_name=REG_1) to see if there are any visa messages displayed which would require the student to be referred to a member of ERT.
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3 Where there are no messages then the staff member clicks the Portal link to access the ‘’Re-Registration functionality. 
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4 Enter the student number and hit ‘search’:

5 Check the student is the same person on screen 
6 Tick the box to show you have seen the student

7 Ask the student for their semester address and mobile number and check that it is the same as on the screen:

If the address is different to that on screen and the student advises they no longer stay in halls or do now stay in halls:

Please call Accommodation Services who will confirm if the student is no longer under contract/is under contract.  The re-registration staff member should then update the address on SITS on the basis of accommodation staff advice.  You should not update on the basis of a student’s response. Complete the process on the Portal as per the instructions above. 
If the address is not in the Dundee/Stirling/Perth/Glasgow/Edinburgh area or London area for INTO London:

Please refer to a member of ERT who will check if the address is within acceptable distance.  

8 If the mobile number is incorrect or missing, click the ‘update mobile’ button and enter correct mobile number which will write back to the current student address record on SITS.

9 If the address/mobile number match, tick the box to show the address is correct 

10 The user then asks the student to confirm that they are complying with the terms of their visa

11 The user then asks the student how many hours a week they work.  This data is then entered into the field on the Portal

12 The re-registration process is complete. Please thank the student for attending.

If you enter a student number and a message is displayed that the student is exempt from the process or not invited to re-register then please refer to a member of ERT. 

Exams 
Examinations are a point of contact for Tier 4 students and we need to record attendance/non-attendance.  
Production of the exam List

The Examinations Office produces and encloses a Tier 4 class list with the attendance slips which are produced for each exam.  During the exam the invigilator will tick the list to record that a Tier 4 student has attended the exam. In the unlikely event that a student who is not listed attends the exam, their name will be added to the list. At the end of the exam the attendance list is returned to the Exams Office along with the attendance slips and feedback/incident forms, within 24 hours of the end of the exam.

School Role

To respond promptly to any queries from ERT regarding non attendance at exams. To alert ERT to any student who has contacted the School regarding exam attendance.

Return of the exam list

The list is returned to Student Administration within 24 hours – if any lists not returned within this time, ERT contact the appropriate invigilator to ask them to send them through ASAP.

The master copy of the exam timetable spreadsheet is updated with the date the attendance list returned.  The hard copy of list is date checked and stored in file in date and alpha order by module code.

Students who have not attended the exam 

Before communicating with the student regarding non attendance at an exam ERT will check:  
· with Exams Team as to whether any special arrangements have not been made for the student, such as a different method for exam or different location (NB: for students with an AURA, there may be a delay in the class lists being returned)

· with Student Programmes Office to determine whether a request for a deferred exam has been received

· with the Module Tutor emailed to ensure no contact has been made 
· From Spring 2014/5 an SPD record is created on SITS to log a central record of missed exams.  
ERT will then email the student (ERT_T4_EXNA1) regarding non-attendance requesting that they attend a meeting with the Student Administration Manager.  The Student Administration Manager (ERT) will then decide on whether a recommendation needs to be made to the Academic Registrar regarding withdrawal of sponsorship if the student has missed 10 consecutive contact points or if there are other reasons as to why sponsorship should not continue. 
Study Abroad

Background

Students at the University have the option to spend part of their study at a number of exchange partners around the world.  Students can take part in either a semester long or a year-long exchange (September to approx. July) and the credits they receive are counted towards their overall degree. Though holding a Tier 4 visa does not exclude students from participating in an exchange any visa implications will need to be considered before embarking on a period abroad. 

The University will continue to sponsor students on a Tier 4 visa during a period of exchange or study abroad providing they meet all the immigration requirements of the country in which they will study.

Requirements - Passport

In addition to the academic requirements required for the period abroad students should ensure that they hold a valid passport.  All EU countries require students to hold a valid 10 year passport in order to study and some require that this passport is valid for between 3 and 6 months after the end of your visit.  The International Affairs Team will check that the student has a valid visa before the student is permitted to embark on a period abroad and should consult with the International Student Manager in the case of queries.  

Data Protection Authorisation

Prior to embarking on the period abroad students must sign a declaration which authorises their host institution to disclose information to the University of Stirling concerning academic progress, engagement and conduct during the period abroad. 

Visa implications for periods abroad 

Students will not be able to extend their visa if this will result in them having exceeded the maximum time limit (or 'cap') set by the Home Office (UK Visas an Immigration).. This usually means that students must not have spent more than five years with immigration permission as a Tier 4 (General) student, or as a pre-Tier 4 student. 

Before the student is permitted to embark on a period abroad the International Affairs Team must check with the Enrolment and Records Team as to whether the time spent abroad might take them over their 5-year limit.

Tier 4 Responsibilities 
Tier 4 students on a period of study abroad remain a registered student at the University of Stirling.   As a result, under Home Office regulations, the students and the University need to ensure that their responsibilities are met.  For students they must attend their classes and keep in regular contact with their host School as well as the University of Stirling. Students are also required to provide the University of Stirling with their semester address during the study abroad period by maintaining their address via the University Portal.  Students are also required to notify the Home Office of the change of address.  

Flag study abroad students 

Once the International Affairs Team has approved the student’s study abroad period the student management system (SITS) is updated to record the period abroad and the host institution(s). The VIS record (on SITS) will also be updated during the period abroad to detail any correspondence during this period. 

The Enrolment and Records Team will send the students an email (SITS SRL) which details their responsibilities during the period abroad and what they are required to do in order to comply.  

Managing the student whilst abroad

Proof of enrolment

As the University needs to report to the Home Office those students who do not complete enrolment the Enrolment and Records Team needs to receive confirmation from the host institution that the student has completed enrolment and has commenced studies.  The student will provide the International Affairs Team with a stamped SA2 Registration Confirmation Form or Arrival Certificate (for Erasmus students) from their host institution within two weeks of arrival.  This document will then be forwarded to ERT.  

What do we do if they have not provided the SA2/Arrival Form 

If a student does not provide a stamped SA2/Arrival Form the International Affairs Team will contact the host institution to confirm that the student has arrived and has embarked on their studies.  If the host institution is unable to confirm the arrival of the student then ERT will contact the School and the student with regards to obtaining  information as to whether they are no longer on the study abroad period.  If no response is received from the student and the School has received no communication then the University will withdraw its Tier 4 sponsorship and the Home Office will be notified accordingly. 

Points of contact during time abroad

The host institution will provide the International Affairs Team with details of academic progress at the end of each semester.  Any concerns over progress, non-attendance at exams etc. will then be taken forward by ERT so that the Team can then liaise with the School and the students regarding their Tier 4 responsibilities and the implications for our sponsorship. Where there are issues with Tier 4 compliance during the period abroad then the University will consider whether they can continue sponsoring the student. This may lead, where appropriate, to the student having to return to the University to continue studying, or having their Tier 4 sponsorship withdrawn. 

At the end of the exchange period the International Affairs Team will flag to the ERT any issues over the transcripts.

Notification to the Home Office 

The Enrolment and Records Team will notify the Home Office of those students who have changed study location due to their study abroad period.  The Team will notify the Home Office of the duration of the period abroad and the institution that the student is attending. 

Flowchart of the process

A flowchart of the process can be found at:   http://www.aro.stir.ac.uk/reg-enrol/Tier4StaffComplianceGuidance.php 

Early Completers  

Background

The University is required to notify the Home Office of those students who completes their studies early.  

School Role

The School to advise ERT should they receive notification from a student that they are planning on completing their studies early. 
Reports

Following the academic awards rounds ERT run an Impromptu report to identify those students whose studies have completed before the expected end date of their programme as detailed on their CAS.  The identified students will be reported via SMS as having completed their studies early.  ERT will advise the students that the University is no longer sponsoring their visa as their studies are now complete.  The students that fall into this category are:

· Research students who submit early and are recommended for award following a successful viva

· Taught students who decide to leave their studies with a qualification other than what they were originally sponsored for.

Glossary of Abbreviations Appendix D. 

	ATAS
	Academic Technology Approval Scheme

	BRP 


	Biometric Residence Permit

	CAS 


	Certificate of Acceptance for Studies

	ERT
	Enrolment and Records Team 

	IMA
	Information Message Alert on SITS

	SAB


	Student absence table on SITS

	SIT
	Student Immigration Team 

	SITS 


	Student Records System used by the University

	SMS 
	The on-line Student Management System of the UKVI

	STU
	Student data table on SITS.  Holds personal data. 

	UDF
	User Defined field on SITS

	UKVI
	UK Visas and Immigration 

	VIS
	Visa table on SITS


Feedback
Please email any comments on the Compliance Handbook to tier4reporting@stir.ac.uk .

� Advised by the Home Office March 2014 that we could report as ‘completer early’. 


� Version 04/2015 (guidance to be used from 6th April 2015. 


� The Home Office confirmed via email in December 2013 that it is the student’s responsibility to notify the Home Office of a change of address. 


� Due to the changes in visa issuing overseas the Portal functionality is currently being reviewed in order for students to be able to provide Entry Clearance Data prior to their arrival in the UK. 
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