
[image: image1.png]northumbria
UNIVERSITY




University Guide on Visa and Immigration Issues

Version 1 
September 2010

University Guide on Immigration and Visa Issues

Introduction and purpose

The purpose of this guide is to provide staff with up to date guidance on Government Policies relating to Immigration and visa issue, and consequent University policies and procedures affecting international students and their studies at Northumbria University. 

It also aims to outline where relevant sources of information for both staff and students are stored or published. The information is presented in chronological order, in terms of the information which is relevant to applicants and students from enquirer stage through to registered student and beyond.
HEALTH WARNING

The team of International Advisors in Student Support and Wellbeing are trained and qualified to give immigration advice, and so any attempts by members of staff outside this section to advise students on visa issues should be exercised with extreme caution, and where there is any doubt, students should be referred to SSW for advice.

Student Support and Wellbeing can provide
· Visa renewal workshops

· Support with Visa renewal applications

· Advice on Visa implications regarding course change and withdrawal
· Advice on Appeals for those students whose visas have been rejected

· Advice on Post Study Work Visas
International Office can provide

· General advice on what information is needed for a CAS to be issued

· General advice on whether a CAS is needed (although will often refer to SSW)
· Confirmations of Acceptance for Studies for both new and continuing students
· Statistics on numbers of CAS issued
The guide is intended for use by the following stakeholders:
 
Schools (including London School of Design)


ELC


Student Support & Wellbeing

International Office


Graduate School


Academic Registry


Finance


Accommodation


Applicants


Students


Library 


Student Union

Navigation

By Pressing CTRL on your keyboard whilst clicking on a heading in the Contents pages you can navigate your way directly to the section of the document you are interested in.
 CONTENTS

3CONTENTS


7Section 1 Pre-application Enquiry


71.1 Sources of information on applying for a visa to study at Northumbria


8Section 2 Application to Northumbria


82.1 Overview


82.2 Sources of information on how to apply to study at Northumbria


9Section 3 SPONSORING Students


93.1 Confirmation of Acceptance for Studies (CAS) - Overview


93.2 CAS for continuing Students


93.3 Guidelines on Sponsoring Students Applying for a Visa


93.3.1. Course Eligibility


103.3.2 Course Duration – which type of visa?


103.3.3 Student Eligibility


103.4 Sponsoring Students on Dual Award Courses


103.4.1 MBA European Award with IDRAC


113.5 Sources of Information


13Section 4 SITS Application Transfer Process


14Section 5 STUDENT Arrival


145.1 Enrolment


145.1.1 Eligible Visa Types for Enrolment (IO)


165.1.2 Enrolment for continuing International Students


165.1.3 VIS procedure


165.1.4 Final date for Enrolments


165.1.5 Enrolment for new International Students


175.2 Induction (Generic and International)


18Section 6 STUDENT Engagement


186.1 Reporting Non-attendance


186.1.1 Schools Monitoring student attendance


186.1.2 Academic Registry reporting non-attendance to UKBA


186.2 Policy for Students repeating and resitting


186.2.1 resits


196.2.2 REPEATS


196.3 Pre-enrolment transfers between institutions (“switching”)


196.4 Pre-enrolment transfers between courses


196.5 Policy for Mid year transfer between courses


20Section 7 STUDENT Non-engagement


207.1 Absence due to sickness Policy


207.2 Students Interrupting/Taking a Break from their Studies


207.3 Excluded and non-attending students


207.4 Exclusion as a result of non-payment of fees


227.5 Withdrawal (TBC)


227.6 Academic Failure (TBC)


227.7 Suspension (TBC)


227.8 Distance Learning Students Based in the UK


24Section 8 Visa queries from UKBA


25Section 9 Students on Placements


259.1 Students on Fulltime 3 year programmes opting to take a placement year


259.2 Students on 4 year sandwich programmes switching to a 3 year degree


26Section 10 Post Study Work Visas


2610.1 Process


2610.2 Admission of Part-Time International Students


27Section 11 Visa Renewals and Entry Correction Scheme


2711.1 Sources of advice


2711.2 Reapplication to a course following a visa renewal refusal in the UK (PBS Compliance)


28Section 12 Finance Credit Control and Debt Management Policy


2812.1 Student Fee Regulations


2812.2 Student Tuition Fee Invoicing


2812.3 Student Tuition Fee Payment


2812.3.1 Full Time Overseas Students


2912.3.2 Payment by an authorised Sponsor


29Withdrawal or taking a break in a programme of study


2912.4.1 Full Time Overseas Students (Undergraduate and Postgraduate)


29Fee Reductions


2912.5.1 Overseas Students (Undergraduate and Postgraduate)


2912.6 Deposits Regulations for Overseas Students


3012.7 Deposit Refund Regulations for Overseas Students


3012.7.1 Transfer to another recognised UK University


3012.7.2 Withdrawal to Return Home


3012.8 Exclusion as a result of non payment of fees


3312.9 Methods of Payment


3412.10 Tuition Fees 2010/11


35Appendix 1 TERMS and Conditions of Offer


41Appendix 2 INTERNATIONAL Student journey through the admissions process


42Appendix 3 CEFR and NQF


43Appendix 4 Offer Acceptance form


46Appendix 5 Confirmation of Acceptance for Studies letter


48Appendix 6 INFORMATION FOR SCHOOLS ON VISA EXTENSION LETTERS


52Appendix 7 Post Study Work letter template


53Appendix 8 TABLE of Acronyms




Section 1 Pre-application Enquiry


1.1 Sources of information on applying for a visa to study at Northumbria
· Applying for Entry Clearance  - International Office webpage

http://www.northumbria.ac.uk/brochure/international/pbs/?view=Standard 

· Visa Renewals and PSW Visas - Student Support & Wellbeing webpage http://www.northumbria.ac.uk/sd/central/stud_serv/sws/int_adviser/visa_info/?view=Standard 
· Coming to Study Brochure – published by Student Support & Wellbeing http://www.northumbria.ac.uk/static/5007/1626447/c2s10.pdf 

Section 2 Application to Northumbria 
2.1 Overview
Once a student has applied, been given an offer and fulfilled the conditions of their offer, they need to pay a deposit in order for them to accept their place and for the International Office to issue a Confirmation of Acceptance for Studies. (See Appendix 1 for Terms and Conditions of Offer, and Appendix 2 for an overview of the applications process for international students)

2.2 Sources of information on how to apply to study at Northumbria
· International Office WebPages
http://www.northumbria.ac.uk/brochure/international/howtoapplyint/?view=Standard 
Section 3 SPONSORING Students 

3.1 Confirmation of Acceptance for Studies (CAS) - Overview
International students seeking to study a fulltime course in the UK need to be sponsored by their institution for Entry Clearance (i.e. their visa) to be granted. Sponsorship is confirmed by the issue of a Confirmation of Acceptance for Studies (CAS) which is a unique reference number that the student uses as part of their visa application. 
The CAS confirms that the student has been accepted onto a programme of study, and also that the institution is prepared to accept its duties as a sponsor for the student for the duration of the course. The CAS is issued by International Office staff that are trained and authorised to use the UKBA Sponsorship Management System (SMS). This involves entering students’ personal details, passport number, course details, start and end dates, tuition fees, payments made etc into the system, to generate the CAS Number. 
CAS’s are issued on request, both individually and in batches which are uploaded from SITS once an applicant’s status is “UF”.  Each CAS costs the University £10.00 to issue and is valid for six months. If a student does not use the CAS within this period it will expire, and a new CAS would need to be issued for further visa applications. Once a CAS has been issued and used for a visa application, the information which is used to generate the CAS in the SMS cannot be edited. Once the CAS number has been generated it is issued to the student in the form of a CAS statement which is sent as an email attachment. (See Appendix 5 for an example). 

3.2 CAS for continuing Students
Students renewing their visas in the UK for “leave to remain” also need to be issued with a CAS (See Section 11 for further detail on renewals).
3.3 Guidelines on Sponsoring Students Applying for a Visa 
These guidelines explain the criteria which applicants and their programmes must meet in order to be sponsored by the University for a Tier 4 General (Adult) Student Visa. The guidelines relate to new and continuing students applying for their visa outside the UK and new students applying from within the UK.

3.3.1. Course Eligibility

Programmes must meet the following criteria:

· Full time or Sandwich
· Attendance at  Northumbria University premises – City Campus / Coach Lane / NSD London

· If it includes any work placement(s), the placement must constitute no more than 50% of the total duration of the student’s programme, unless the placement is a ‘statutory’ requirement as defined by UKBA. 
· Students applying to courses which are below NQF 6 have to have a UKBA approved English test (e.g. IELTS/TOEFL) if they are not from a majority English Speaking country. 
· All programmes  - except presessional and bridging courses - must lead to one of the following: 

· a Bachelor or postgraduate level qualification; or 

· credits which are recognised as part of a Bachelors/Postgraduate qualification at an overseas HE Institution;  or
· is a qualification which is below Bachelors degree level  but is defined as being  National Qualifications Framework (NQF) level 3 or above.    N.B In addition courses below Bachelors level must involve at least 15 hours of organised daytime study per week (defined as between 0800 and 1800 hours).  The number of hours must be specified. 

Northumbria Presessional and Bridging Programmes

· Presessional courses and bridging courses have the same minimum requirements of 15 hours organised daytime study per week, as defined above.

· In terms of level; bridging courses must be at least NQF level 3 or above; and presessional courses must be at B2 or above in the Common European Framework of Reference (CEFR), which is approximately equivalent to IELTS 4.5. (See Appendix 3 for details of CEFR and NQF levels)
3.3.2 Course Duration – which type of visa?
· Students must apply for a General (Adult) Student Visa if they are coming to the UK for a course 6 months or longer.  

· Although there is no minimum course duration under Tier 4, Northumbria will not normally sponsor students for a General (Adult) student visa  on a course less than 6 months – they should apply for a Student Visitor Visa – unless there is a particular reason, e.g. if the course involves a work placement (which is not eligible under the Student Visitor route).

3.3.3 Student Eligibility
To be sponsored for a General (Adult) Student Visa– students applying for a visa outside the UK must meet the following criteria:

· Be a national of any country except the following: EU / EEA member states / Switzerland/British or EU Territories.

· Be already holding an unconditional offer for an eligible course (as defined above) – i.e. have met the academic and English entry requirements for their programme. (Supplied a copy of the photo and data page of their current passport. 

· Paid the standard international student deposit. Students who are funded by an external funding body are not required to pay a deposit.  A deposit is payable by new students regardless of whether they are applying for a visa overseas or within the UK – this also applies to continuing students who have returned home and are applying for a new visa outside the UK for a new course at study with Northumbria.

· Completed and returned a signed copy of their Offer Acceptance Form. (Appendix 4)
· In addition, UK based applicants must provide a copy of any existing valid student visa. 
3.4 Sponsoring Students on Dual Award Courses
3.4.1 MBA European Award with IDRAC
This is a joint programme whereby students study for a semester at Northumbria and a semester at IDRAC, France, and may return to the UK for their graduation if they opt to study in France for Semester 2. They need both Tier 4 and French visas and should be advised as follows: 

Semester 1 study in the UK followed by Semester 2 study in France
Students studying in the UK for Semester 1 followed by Semester 2 study in France need to apply for their Tier 4 visa in their own country. Northumbria will sponsor them for the full duration of the course, which will allow them to return to the UK during or after their studies in France enabling them to attend any further classes, access resources, and graduation where necessary.
As these students need to be in the UK for at least 3 months before they can apply for their French visa from the French Consulate in London, they would need to make their application for their French visa late December. Students should be warned that we cannot be held responsible if there is any reason why their visa for study in France is refused or delayed. 

Students studying in France for Semester 1 followed by study in the UK for Semester 2.
Northumbria will sponsor these students for full 12 month course and these students should apply for their French Visa from their home country. They could also apply for their UK visa from their home country before they leave for France.  Since the student will be issued with a Tier 4 visa which is valid from September onwards, and is likely to enter the UK after Christmas, it will be necessary for the school to issue the student with a letter which explains the nature of the dual award and also that whilst Northumbria is acting as sponsor for the full duration of the programme (i.e. September onwards), it may not be necessary for the student to enter the UK until January.

Sponsored students are at liberty to enter the UK at any time during the sponsored period, - however as a precaution it would be useful for the students to this letter to hand in case they encounter any queries at immigration when they enter the UK.
Alternatively students could apply from their home country for their Tier 4 visa during the Christmas break if they choose to return home, however they should be warned that this poses a risk in terms of timescales and possible delays.

As the best course of action is for Northumbria to sponsor students in either of the above scenarios for the whole 12 months of the course, even though they are not actually on campus for the full duration, it is therefore necessary for written assurances to be sought from IDRAC that they will monitor the student’s attendance and report any problems.

3.5 Sources of Information
SITS Visa CAS Request Manual 

The SITS Visa CAS Request manual is intended for International Admissions staff involved with processing applications and applying for CAS numbers to sponsor international applicants.

It covers the processing steps leading to requesting a CAS, from validating the record in SITS through to zipping a batch ready for a bulk CAS request and payment via the UKBA SMS Sponsor Management database, and then the downloading of  unique CAS numbers (if granted) back into SITS so that applicants can be notified.  

SMS User Guide

Nominated UKBA SMS system users in the International Office and Academic Registry – Level 1 and 2 users can access the UKBA step by step user guide online.
Section 4 SITS Application Transfer Process 

The International Admissions Team transfer the SITS records of applicants who meet the correct criteria out of the Admissions area to create a provisional enrolment record ready for the applicant to enrol and become a current student on their target course, with the correct block and occurrence. 

The SITS records of overseas applicants to taught programmes will only be transferred using the ATR process when they:

· Are holding an Unconditional Offer which they have Firmly accepted (‘UF’ status) 

· Have paid the required deposit 

· Have passport details in SITS 

· Have had their Qualifications for entry recorded on SITS 

· Have a CAS number 

Section 5 STUDENT Arrival
5.1 Enrolment 
5.1.1 Eligible Visa Types for Enrolment (IO)
Who can enroll?

Students who are new to the University will arrive to enrol on their course at Northumbria with either a visa in their passport or with a UKBA residence permit, and their passport.  Both of these documents will contain the University Sponsor number (see below); 
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SPONSOR NUMBER :  4NPV8B1G7

Should any student arrive at enrolment without the relevant sponsor number detailed in their passport or on the UKBA residence permit, they should be referred to Student Support and these will probably be students who are moving onto a course at Northumbria from another institution.  Once Student Support and Wellbeing have confirmed the student’s status, they will provide the student with a note to confirm that the student has received the relevant immigration advice, and they can then be enrolled.

Contact Student Support and Wellbeing on 227 4127 for further advice.
Visa Types

· Student Visa (i.e. old type issued before 31 March 2009)

· General Student Tier 4 Visa with Northumbria Sponsor Licence number 4NPV8B1G7 (only for full-time courses)
· Current students with Tier 4 visa renewal pending are able to re enroll if they present proof – i.e. renewal receipt from Student Support & Wellbeing or letter from UKBA. This proof should be noted on the Client:Server VIS screen, and scanned and stored in E-Vision.
Students holding a visa from another sponsor 

From 23 July 2010, existing Tier 4 students who want to change to a sponsor with a Highly Trusted Sponsor (HTS) licence will be able to begin their new course of study, at their own risk, while they are waiting for the UK Border Agency to make a decision on their application to change sponsor. 

Students Who Applied for their Current Tier 4 Visa Before 5 October 2009

· Students who applied for their current visa before 5 October 2009 who wish to switch institutions, are required to inform the UKBA before they enrol at Northumbria by sending an email to UKBA at Migrantreporting@ukba.gsi.gov.uk  to request permission to switch institutions. Students need to bring  a copy of this email with them to the enrolment session.

· This email needs to incorporate the following information

· I hold a Tier 4 visa sponsored by (name of institution) and I wish to request a letter of permission to switch my visa to Northumbria University

· The reference number on your visa

· Full name;    Date of birth;    Nationality

· Northumbria University’s address and an email contact
· The start date of the new course

· The end date of the new course

· The title of the new course

· The student’s UK address and contact details.

Students who applied for their Current Tier 4 Visa on or after 5 October 2009

· If the student’s visa was applied for and granted after 5th October 2009 and they are coming to study at Northumbria after study at another UK institution, then they must apply for new leave to remain and provide evidence that you have done this at enrolment. Those students who do not have this proof should not be enrolled.

· Students with a PSW (Post Study Work) visa who have an application pending to switch to a Tier 4 Visa – can be enrolled if the student can present proof of their application – i.e. a receipt from UKBA containing the reference number of their visa application. Post Study Work Visa (PSW) This visa is only suitable for students studying on a part-time course and students presenting with a PSW who wish to study full-time should be advised to switch to a Tier 4 General Student Visa.
· Students on a Dependents Visa can enroll on FT, PT or Distance Learning programmes. If however, the Dependents Visa does not cover the full duration of the programme, they cannot switch to a Tier 4 General Student visa from within the UK and would have to either return home to apply for a Tier 4 visa or extend their dependents visa. If the student is in the process of renewing their student dependent visa they can be enrolled if they can show evidence that the visa renewal is pending.
· Student Visitor Visa – suitable for full time only – for courses less than 6 months.

If the course is longer than 6 months the student can be enrolled but it must be explained to the student that they will not be able to extend their visa within the UK to complete their course. They will have to return home at some point before it expires and apply for a new visa if they wish to return and complete their course. Enrolling on the student visitor visa is at the student’s own risk.

· Other types of Visitor Visa 
All visit categories other than student visitors and child visitors, have as a requirement that the applicant does not intend to undertake study. 
For queries regarding provisions for visiting professors, academic visitors, those taking the PLAB test and undertaking clinical attachments. please contact Student Welfare and Wellbeing.
5.1.2 Enrolment for continuing International Students
Census Sessions 
Continuing students who were already studying at Northumbria before the introduction of the Tier 4 visa scheme still need to supply their passport and visa details. These are initially captured at generic sessions and later, maintained via School offices who scan new passports and visas and input the information via an E:Vision task. The data will be used to prompt those with visas due to expire to seek advice on renewal.

Students, both new and continuing, with missing visa data are contacted directly by Academic Services and invited to attend a session with their passport, visa and Northumbria smartcard so that the data can be captured.

In October 2010, the sessions are scheduled for Wednesday 6th October 2pm-4pm and Friday 15th October 10am-12pm in the basement of Pandon Building, City Campus East.

5.1.3 VIS procedure 
New students with a Tier 4 Visa should have their visa number, visa start and expiry dates recorded in SITS at enrolment. Student with separate Residence Permit visa cards will have an issue date rather than a start date.
A SITS user guide to International Student enrolment can be found at  http://www.northumbria.ac.uk/static/5007/arpdf/sitspdf/docscansitsupfeb10.pdf
and covers scanning visa’s, recording of passport details and adding visa details in SITS E:Vision.
5.1.4 Final date for Enrolments
Students/UKBA have been informed that for 2010 entry the final date for enrolments is 3 weeks following the advertised start date (For Semester 1 2010 the final enrolment date is 10am on Monday 11th October), however It was agreed that responsibility for managing the late enrolment of overseas students be delegated to Schools with the expectation that there is no impact on academic attainment, or student visas and the CAS requirements, and that late enrolment should be regarded as exceptional and should not be permitted beyond four weeks after the start of the programme. (Prof Paul Croney VCEG update 30th July)
5.1.5 Enrolment for new International Students
Students need to bring their passport, visa, original documents, and a copy of their offer letter.
Enrolment for 2011

· 4 January 2011 St George’s University enrolments

· 10 January Sem 2 January enrolments

· 25 January International enrolments

· 4 February – last date for enrolment

· New Overseas students not enrolled by their given date will be reported to UKBA and can no longer enrol.

5.2 Induction (Generic and International) 
Student Support and Wellbeing run an induction programme which involves general information, including information on opening a Bank Account, Visa renewals, Students Union and includes appointments for Police Registration. Schools also provide a week of intensive induction activities in order to support international students.
Section 6 STUDENT Engagement
6.1 Reporting Non-attendance 
6.1.1 Schools Monitoring student attendance 
6.1.2 Academic Registry reporting non-attendance to UKBA
6.2 Policy for Students repeating and resitting
Students are allowed to re-sit examinations or repeat any part of their course up to  two times per individual examination or module (paragraph 258 of 04/10 Tier 4 Sponsor Guidance).  There are exceptions to this which relate to those institutions that have a Highly trusted Sponsor license.

It is appropriate for a Tier 4 Sponsor to continue its sponsorship of a student throughout the re-sit or repeat period, where the Tier 4 sponsor requires continued participation, and where the Tier 4 Sponsor is confident that it will be able to meet its Sponsors duties during that re-sit or repeat period.  Where the Sponsor does not require continued participation within 60 days of the start of the next academic period (excluding recognised institutional holidays), the Tier 4 Sponsor should not continue to sponsor the student.  (Paragraph 260 of 04/10 Tier 4 Sponsor Guidance)

How do we deal with this at Northumbria? 

6.2.1 resits
· Where a student is required to re-sit/resubmit with attendance then the University will continue to sponsor the student.  Attendance should be monitored as for all students. Normally a fee will be charged.  For example an undergraduate student who needs to repeat 2 exams in January

· Where a Masters student has to re-sit/re-submit and has not been allowed to progress onto the final dissertation element of the programme AND that period of study would normally have taken place during holiday periods, then the University can continue to sponsor the student. For example an Masters student who has to complete 1or more  module (s) before moving into the dissertation period of their course
· Where a student is required to re-sit/resubmit without attendance then the University will be unable to continue sponsoring the student.  The student should be advised to return to their home country and given the option of either:

a) Sitting the examination overseas or submitting the work from their home country; or 
b) Returning to the UK to take the examinations at the appropriate time. 

If returning to the UK they should be advised to apply for a student visitor visa and the implications of this should be spelt out including the fact that they would have to return home again to apply for a Tier 4 visa if continuing their studies after the re-sit
For example a law student who has to sit a professional exam which is available only once each year
6.2.2 REPEATS
· Where a student has to repeat a module in Semester 1 the University can continue to sponsor the student as long as the student is enrolled on a full-time programme albeit on a reduced diet. The student’s attendance on the module should be monitored.  This is because they attend within 60 days, for example a student picking up a dropped module from Semester 1 in Semester 2
Where a student has to repeat a module in Semester 2 the University cannot continue to sponsor the student as no participation is required in Semester 1.  The student cannot be sponsored if the University does not require their participation within 60 days or the start of the academic period.  In these cases the student will have to be advised to return to the home country and to apply for a visa to return in Semester 2.  

6.3 Pre-enrolment transfers between institutions (“switching”)
If a student has successfully applied for a Tier 4 visa (to study at a different institution) but has yet to enter the United Kingdom, he/she can make a new visa application from outside of the United Kingdom. If however, a student has entered the United Kingdom using his/her Tier 4 visa and wants to study at a new Tier 4 sponsor before that permission has either expired or been curtailed, he/she must always make his/her new application from inside the United Kingdom. If the student makes a new application from outside the United Kingdom it will be refused. 
6.4 Pre-enrolment transfers between courses
If the International Office issues a CAS for a student who then decides to change to a different course, - if the CAS has not been used, then an amendment can be made, as long as the only change is the name of the course, and all other details remain the same (i.e. Duration, fees etc). 
If the student wishes to change courses after the CAS has been used, they must inform UKBA when they arrive in the UK.
6.5 Policy for Mid year transfer between courses
Students do not need to get permission from UKBA if they have enough time left in their permission to stay and want to transfer to a different course of study with their Tier 4 sponsor. It is the Sponsor’s responsibility to report a change in circumstances for that student to UKBA. If a student’s course is shorter than the course he/she got permission to stay for, he/she must inform UKBA. If the student’s new course is longer than the course he/she got permission to stay for, they must make a new application for extra permission to stay to finish their new course. A student can make this application at any time during their permission to stay although UKBA recommend that a student make his/her application as soon as possible.

(UKBA Policy Guidance Version 07/10, 23/7/2010)
Section 7 STUDENT Non-engagement

7.1 Absence due to sickness Policy
This policy will apply to all students.  If absent for reasons of ill health we must have regular medical certificates.  Where the absence exceeds 60 days then we must interrupt the studies and advise international students to return home unless they are too ill to travel, in which case they should be advised to obtain a medical certificate to this effect.  They can then resume at the appropriate time when they have medical clearance. 

7.2 Students Interrupting/Taking a Break from their Studies
Students who wish to take a break from their studies are expected by the UKBA to leave the UK and apply for a new visa to re-enter when they are ready to start their studies again. Students who advise the University that they wish to take a break will be withdrawn and must return home immediately. 
7.3 Excluded and non-attending students
After Semester 2 (January 2010), students who, despite the follow up process, have been finally excluded due to continued non-attendance or for continued non-payment of fees, will be reported to UKBA if they have been issued with a CAS (i.e. sponsored via a Confirmation of Acceptance for Studies). (Registry 2010)
7.4 Exclusion as a result of non-payment of fees
In the event of non-payment of tuition or other fees associated with the programme of study, students will be subject to the exclusion process. This means the student will be removed from the University Administration System. The student will no longer have a student record, will not be timetabled for tuition, will not be entered onto examination lists, nor will there be any marks recorded. In addition, the student will no longer be able to use the University’s computer or library facilities or attend any award Congregations. It is therefore essential that any student who is late paying their fees contacts the Finance Department (0191 2274050) promptly to discuss their financial position.

Important note: once excluded a student will not be allowed to re-enrol, even if they have subsequently been able to make full payment. Furthermore, overseas students will be reported as a transgression to the UKBA. The only exception to this will be students with extenuating circumstances, which will be considered on an individual basis.” 

I. The Exclusion Procedure

The University’s process for exclusion as a result of non-payment of fees consists of 3 stages:

Stage 1: Possible Exclusion: 

Finance and Planning will review the actual fees paid by students and where payments are not in accordance with the University’s published payment terms, they will be subject to the following reminder process: 

1) 7 days from the date of the last reminder letter, Finance and Planning will issue an Exclusion letter to the student detailing the amount of the payment that must be made or to agree a payment plan which settles the debt in a timely manner agreeable to the University.

2) The letter will be sent to the student’s home and term addresses. Note: different letters are sent to home/overseas students (overseas includes a section on visa and UKBA information).

3) At the same time, Finance and Planning produce a schedule of the students affected and this is e-mailed to the School Registrar and the School Senior Administrators.

a) on receipt of the email, Schools are required to:

i) contact each student and ascertain the status of the student i.e. if they still attend the University or if there are any changes in circumstances i.e. withdrawn or interrupted studies.

ii) advise Finance and Planning of any discrepancies, such as incorrect details or fees. 

4) This initial stage should be undertaken in a period of 10 days, with a further 5 days provided to allow for processing time i.e. raising appropriate authorisation, checking accounts  etc.

5) At no time during this stage should the student’s studies be affected, no blocks are put on SCE record within SITS.

6) Finance and Planning will however place a dunning block of ‘X’ on the student’s SAP account and the notes will be updated to indicate that the exclusion process has commenced as a result of non- payment of fees.

Stage 2: Pre- Exclusion: 

At the end of Stage 1, for all students who have paid the outstanding fees due or arranged an appropriate payment plan, no further action will be taken and the dunning block will be removed. Students who have not responded to either the letter or the contact by Schools will be subject to pre-exclusion. At this stage, the student’s access to IT and Library facilities are withdrawn. 

1)  A new list is prepared by Finance and Planning and sent to Registrars, Senior Administrators, IT, Library, Student Services and the Director of International Development.

2) Upon receipt of the list, the School Administrator will update the student’s SCE with the enrolment status ‘XP’ (Pre-Exclusion). IT and Library will disable the student’s access once the status is changed.                                                                                                       

3) The School is given a further 10 days to contact the student.

4) If the student responds, they should be immediately directed to Finance and Planning to arrange payment or set up an appropriate payment plan.

5) Finance and Planning will change the dunning block to ‘Y’ on the student’s SAP account and the notes will be updated to indicate the account is at Stage 2 of the exclusion process.

Stage 3: Final Exclusion: 

At the end of Stage 2, for all students who have paid the outstanding fees due or arranged an appropriate payment plan no further action will be taken and the dunning block will be removed. Students who have not responded to either the letter or contact by Schools will be subject to the exclusion stage. At this stage, the student’s access to IT and Library facilities remain blocked. 

1) The School will update the student’s SCE record on SITS with enrolment status of ‘X3’ (Excluded).

2) Finance and Planning will issue a Final Exclusion letter. The letter will be sent to the student’s home and term addresses. Note: different letters are sent to home/overseas students (overseas includes a section on visa and UKBA information).

3) Finance and Planning will change the dunning block to ‘K’ on the student’s SAP account and the notes will be updated to indicate the student has been excluded from studies for non-payment of tuition fees.

4) Academic Registry will notify the UKBA of any excluded overseas students.

5) Schools will ensure students excluded for non payment of tuition fees will be removed from the University Administration System. The student will no longer have a student record, will not be timetabled for tuition, will not be entered onto examination lists, nor will there be any marks recorded 

Revoking an exclusion

Once a student reaches Stage 3, the exclusion will not be revoked, unless the student can clearly demonstrate and evidence that they had extenuating circumstances that prevented them from paying their tuition fees and/or contacting the University under Stages 1 and 2. The payment in full of outstanding fees at Stage 3 is not a sufficient reason on its own for the exclusion to be revoked.

Post Exclusion

Once a student is excluded, the SAP account debt will be withdrawn and the outstanding value and will be referred to MR Debt Collections for recovery.

Miscellaneous

Prior to the exclusion process, the student should have received 2 reminder letters under the University’s debt management process. 

Possible exclusion letters for students in the School of Law are sent via email. However Stage 3, the Final Exclusion, remains the same.

The above process is identical for overseas distance learning/part-time students, however reporting to UKBA may not apply.

If you require any further information please contact Carol Bonner on Ext 7594 or e-mail carol.bonner@northumbria.ac.uk
7.5 Withdrawal (TBC)
7.6 Academic Failure (TBC)
7.7 Suspension (TBC)
7.8 Distance Learning Students Based in the UK
Applicants who are nationals of any country outside the European Economic Area, Switzerland, EU or British Territories, and are based in the UK at present and have been, or are currently studying a distance learning programme of Northumbria University or any other institution, cannot be enrolled on a full-time course or issued with a CAS (Confirmation of Acceptance for Studies) for a Tier 4 visa application / renewal application within the UK.  However, if they decide to leave the UK and apply outside the UK for a Tier 4 visa and have met our acceptance conditions for a non-distance learning course we will issue a CAS at that stage.  

Section 8 Visa queries from UKBA
Staff receiving queries directly from UKBA relating to student visa applications should pass them on immediately to an International Advisor in Student Support & Wellbeing,  Tel: 0191 227 4127
Due to the increasing number of very urgent requests from UKBA for information, a list of School contacts has been agreed with Schools who will ensure Student Support & Wellbeing are given a response as quickly as possible. See Schools contacts list on PBS Blackboard folder.

Where UKBA call about a non batch student requesting personal (as opposed to University related) information Student Support & Wellbeing will advise the individual student to contact UKBA.

Queries regarding visa applications from outside the UK are received by the International Office 
International Admissions Manager

Allyson Hewitt – allyson.hewitt@ncl.ac.uk
Tel: 0191 227 4131

Head of International Recruitment

Neil Slater – neil.slater@northumbria.ac.uk
Tel: 0191 222 3820
Section 9 Students on Placements 

9.1 Students on Fulltime 3 year programmes opting to take a placement year
Students, who decide to take an optional placement year, need to be aware that their visa may not cover the full length of their course if they originally enrolled on a 3 year programme, and should be directed to Student Support and Welfare for advice on when to extend their leave to remain.
9.2 Students on 4 year sandwich programmes switching to a 3 year degree

Students who are enrolled on a 4 year sandwich degree will be issued with a CAS which covers the full 4 years. If they decide they do not wish to take the option of the placement year, they will need to inform UKBA  of this, and also the University has a duty to report a change in circumstances for students such as these who will graduate one year earlier than the end date of their visa.
Section 10 Post Study Work Visas

10.1 Process
Students need to obtain a letter from their school office confirming their eligibility for PSW application (See template Appendix 7), and can obtain advice from Student Support & Wellbeing on the PSW application process. Note: Student Support & Wellbeing does not check or handle PSW applications, however does offer workshops which seek to give advice to students who are completing PSW applications.
10.2 Admission of Part-Time International Students 
All international applicants to part-time courses should be able to show that have an appropriate visa, (either PSW or dependant’s) which covers the full length of the course at the time of application. Offers will not be made without this evidence, nor will offers be made for students who have applications for visas pending. This is current practice for dependent visas and all visas are currently checked for UK based students at the time of application.

Section 11 Visa Renewals and Entry Correction Scheme
11.1 Sources of advice 
Student Support & Wellbeing run workshops to help students prepare their application for further leave to remain (visa extensions). Once students have attended the workshop they should request a visa renewal letter from their school office. Further information for Schools regarding providing this information can be found in Appendix 6 and at http://www.northumbria.ac.uk/sd/central/stud_serv/sws/int_adviser/visa_info/?view=Standard 
11.2 Reapplication to a course following a visa renewal refusal in the UK (PBS Compliance)
If a student has been refused a visa renewal whilst in the UK, we will accept a re-application from them to continue their studies once they have left the UK, and are in a position to apply for a new visa.

Section 12 Finance Credit Control and Debt Management Policy
12.1 Student Fee Regulations

These regulations concern the invoicing, payment or remission of tuition fees which apply to students taking a programme of study at Northumbria University. 

12.2 Student Tuition Fee Invoicing 

After a student has enrolled onto a programme of study at Northumbria, an invoice (and, when necessary, credit notes) will be e-mailed to the individual student’s Northumbria University e-mail address. 

12.3 Student Tuition Fee Payment

12.3.1 Full Time Overseas Students

In all cases the University’s default position on payment of tuition fees is payment in full on or before enrolment. Alternatively, tuition fees can be paid through a University-approved payment instalment plan. When tuition fees are paid in full on or before enrolment and provided that total tuition fees exceed £6,000, the following prompt payment discounts are available:


New Students (dates are indicative for September 2010 enrolment)

· Full payment six months in advance £1,000 (before 15th March 2010)

· Full payment three months in advance £500 (16th March – 15th June 2010)

· Full payment on enrolment £300 (From 16th June )
New Students (dates are indicative for January 2011 enrolment)

· Full payment six months in advance £1,000 (before 15th July 2010)

· Full payment three months in advance £500 (received between 16th July and 15th October 2010)

· Full payment on enrolment £300 (received between 15th October and start of the course )
The above discounts do not apply to presessional programmes. Students who are taking a presessional programme must pay the full fee for both programmes in advance of enrolment as a condition of qualifying for discount on the academic programme fees.
Continuing Students – (dates indicative for September 2010 enrolment)
· Full payment six months in advance £500 (before 15th March 2010)

· Full payment three months in advance £350 (16th March – 15th June 2010)

· Full payment on enrolment £200 (From 16th June – start of course)

When paying in advance, the total tuition fee applicable to the programme of study less the applicable prompt payment discount must be remitted. (Please refer to “Methods of Payment” section for details of how to pay, but please note that Direct Debit is not an option)

Alternatively, tuition fees can be paid through a University approved payment instalment plan.

· Payment by two instalments during each period of academic study, as below:

September enrolments – The first 50% paid on or before enrolment, with the balance paid by the 1st December 2010.

January enrolments - The first 50% paid on or before enrolment, with the balance paid by the 1st April 2011.

No prompt payment discount is applicable under the approved payment plan option, and therefore the full tuition fee is payable.

12.3.2 Payment by an authorised Sponsor

If the student has arranged for the tuition fee liability to be paid in whole or in part by a sponsor, the University requires confirmation of such an arrangement directly from the sponsor. It is important this is provided to the Finance Department at the time of enrolment in order the sponsor can be invoiced accordingly.

In the event of a financial sponsor defaulting on payment, the outstanding tuition fee liability will pass to the student and it is the student’s responsibility to pay the fees. Finance will notify the student in writing that the liability has been transferred and the standard payment terms will apply from the date of the letter. 

Any overpayment by the student will only be refunded once the student has provided the University with written notification from the sponsor that they accept fully liability for the tuition fee outstanding.

Important: A new sponsor letter is required for each academic year of study. It is the student’s responsibility to provide proof of sponsorship otherwise they will become liable for the full fee and will be required to pay by one of the methods above.

Withdrawal or taking a break in a programme of study

12.4.1 Full Time Overseas Students (Undergraduate and Postgraduate)

In the event of an overseas student withdrawing or taking a break from a programme of study, they must seek advice from a Welfare/International adviser in Student Support & Wellbeing who can give them a receipt showing they have sought and understood the advice given.
Fee Reductions

12.5.1 Overseas Students (Undergraduate and Postgraduate) 

In the event of a student withdrawing or taking a break from a programme of study between the 4 week period and the end of the first semester, the first semester fee will be due or after the end of the first semester, the full fee for the academic year will be due. In both cases the University will retain in full any deposit and it will be used to offset the level of fee due. Any outstanding fee due; over and above the non refundable deposit paid; will need to be remitted by the student.

12.6 Deposits Regulations for Overseas Students

In 2010/11 all international students are required to pay a non-refundable deposit in advance of enrolment and before any Certificate of Acceptance for Studies (CAS) can be issued for visa purposes. 

12.7 Deposit Refund Regulations for Overseas Students

In the event of a student accepting an unconditional offer any deposit becomes non-refundable and non-transferable except in the following circumstances:-

· In the unlikely event that the programme was cancelled; or 

· The student is refused a UK student visa. 
· If the student does not meet the conditions of their offer

In either of these three situations students are entitled to receive a full refund. Please remember to keep a copy of any documents you send. 
· If the student has serious personal extenuating circumstances which prevent them studying overseas. In this situation refunds are given at the University’s discretion and will only be given where the University is satisfied that there is evidence of serious personal extenuating circumstances.

In the event of a student not enrolling at the University in the semester for which the offer is valid or enrolling at the University and subsequently withdrawing  from the programme at any time, the deposit and any voluntary additional pre-payment of fees made are also non refundable and non-transferable. The only partial exceptions to this regulation are the two following situations, in which the deposit amount is still non-refundable and non-transferable, but any voluntary additional pre-payment they have made, less any additional fees which are due at the time of withdrawal, will be refunded / transferred as indicated below: 

12.7.1 Transfer to another recognised UK University

In the event of a student transferring to another recognised UK university for the start of the same semester, the deposit is non-refundable but any additional prepayment they have made will be transferred to the university concerned, once Northumbria has received evidence from that university that it is acting as their Tier 4 sponsor. A “recognised” UK university is defined as any university in the UK which is a registered Tier 4 Sponsor. No transfer of funds will be made if the student transfers to any other type of institution. 

12.7.2 Withdrawal to Return Home

If unforeseen personal extenuating circumstances force a student to return to their home country and withdraw from the University: any refund due would be paid once the student provides satisfactory evidence as requested by the University of the circumstances as well as satisfactory evidence that they have returned to their home country and intend to remain there for at least the duration of the UK student visa. 

12.8 Exclusion as a result of non payment of fees

Exclusion Process as a result of non-payment of fees

Academic Year 2010-11

Introduction

The exclusion process is one which could have a significant impact on the student experience if the policy is ambiguous or the process is inconsistent in its application. 

This note reflects the discussions to date between Finance and Planning and Registrars in reviewing this important process and its aim is to pull together the extract from the revised Student Handbook 2010 and the currently accepted process for handling exclusions as a result of non-payment of fees into one document to ensure both coherency and consistency when following the exclusion process.

Equality and Diversity has been taken into consideration when preparing this document.

II. Extract from Section 13 of the Student Handbook  

“Exclusion as a result of non-payment of fees.

In the event of non-payment of tuition or other fees associated with the programme of study, students will be subject to the exclusion process. This means the student will be removed from the University Administration System. The student will no longer have a student record, will not be timetabled for tuition, will not be entered onto examination lists, nor will there be any marks recorded. In addition, the student will no longer be able to use the University’s computer or library facilities or attend any award Congregations. It is therefore essential that any student who is late paying their fees contacts the Finance Department (0191 2274050) promptly to discuss their financial position.

Important note: once excluded a student will not be allowed to re-enrol, even if they have subsequently been able to make full payment. Furthermore, overseas students will be reported as a transgression to the UKBA. The only exception to this will be students with extenuating circumstances, which will be considered on an individual basis.” 

III. The Exclusion Procedure

The University’s process for exclusion as a result of non-payment of fees consists of 3 stages:

Stage 1: Possible Exclusion: 

Finance and Planning will review the actual fees paid by students and where payments are not in accordance with the University’s published payment terms, they will be subject to the following reminder process: 

7) 7 days from the date of the last reminder letter, Finance and Planning will issue an Exclusion letter to the student detailing the amount of the payment that must be made or to agree a payment plan which settles the debt in a timely manner agreeable to the University.

8) The letter will be sent to the student’s home and term addresses. Note: different letters are sent to home/overseas students (overseas includes a section on visa and UKBA information).

9) At the same time, Finance and Planning produce a schedule of the students affected and this is e-mailed to the School Registrar and the School Senior Administrators.

a) on receipt of the email, Schools are required to:

i) contact each student and ascertain the status of the student i.e. if they still attend the University or if there are any changes in circumstances i.e. withdrawn or interrupted studies.

ii) advise Finance and Planning of any discrepancies, such as incorrect details or fees. 

10) This initial stage should be undertaken in a period of 10 days, with a further 5 days provided to allow for processing time i.e. raising appropriate authorisation, checking accounts  etc.

11) At no time during this stage should the student’s studies be affected, no blocks are put on SCE record within SITS.

12) Finance and Planning will however place a dunning block of ‘X’ on the student’s SAP account and the notes will be updated to indicate that the exclusion process has commenced as a result of non- payment of fees.

Stage 2: Pre- Exclusion: 

At the end of Stage 1, for all students who have paid the outstanding fees due or arranged an appropriate payment plan, no further action will be taken and the dunning block will be removed. Students who have not responded to either the letter or the contact by Schools will be subject to pre-exclusion. At this stage, the student’s access to IT and Library facilities are withdrawn. 

6)  A new list is prepared by Finance and Planning and sent to Registrars, Senior Administrators, IT, Library, Student Services and the Director of International Development.

7) Upon receipt of the list, the School Administrator will update the student’s SCE with the enrolment status ‘XP’ (Pre-Exclusion). IT and Library will disable the student’s access once the status is changed.                                                                                                       

8) The School is given a further 10 days to contact the student.

9) If the student responds, they should be immediately directed to Finance and Planning to arrange payment or set up an appropriate payment plan.

10) Finance and Planning will change the dunning block to ‘Y’ on the student’s SAP account and the notes will be updated to indicate the account is at Stage 2 of the exclusion process.

Stage 3: Final Exclusion: 

At the end of Stage 2, for all students who have paid the outstanding fees due or arranged an appropriate payment plan no further action will be taken and the dunning block will be removed. Students who have not responded to either the letter or contact by Schools will be subject to the exclusion stage. At this stage, the student’s access to IT and Library facilities remain blocked. 

6) The School will update the student’s SCE record on SITS with enrolment status of ‘X3’ (Excluded).

7) Finance and Planning will issue a Final Exclusion letter. The letter will be sent to the student’s home and term addresses. Note: different letters are sent to home/overseas students (overseas includes a section on visa and UKBA information).

8) Finance and Planning will change the dunning block to ‘K’ on the student’s SAP account and the notes will be updated to indicate the student has been excluded from studies for non-payment of tuition fees.

9) Academic Registry will notify the UKBA of any excluded overseas students.

10) Schools will ensure students excluded for non payment of tuition fees will be removed from the University Administration System. The student will no longer have a student record, will not be timetabled for tuition, will not be entered onto examination lists, nor will there be any marks recorded 

Revoking an exclusion

Once a student reaches Stage 3, the exclusion will not be revoked, unless the student can clearly demonstrate and evidence that they had extenuating circumstances that prevented them from paying their tuition fees and/or contacting the University under Stages 1 and 2. The payment in full of outstanding fees at Stage 3 is not a sufficient reason on its own for the exclusion to be revoked.

Post Exclusion

Once a student is excluded, the SAP account debt will be withdrawn and the outstanding value and will be referred to MR Debt Collections for recovery.

Miscellaneous

Prior to the exclusion process, the student should have received 2 reminder letters under the University’s debt management process. 

Possible exclusion letters for students in the School of Law are sent via email. However Stage 3, the Final Exclusion, remains the same.

The above process is identical for overseas distance learning/part-time students, however reporting to UKBA may not apply.

If you require any further information please contact Carol Bonner on Ext 7594 or e-mail carol.bonner@northumbria.ac.uk
In the event of nonpayment of tuition or other fees associated with the programme of study, students will be subject to the exclusion process. This means the student will be removed from SITS. The student will no longer have a current enrolled student record, will not be timetabled for tuition, will not be entered onto examination lists, nor will there be any marks recorded. In addition, the student will no longer be able to use the University’s computer or library facilities or attend any award Congregations. It is therefore essential that any student who is late paying their fees contacts the Finance Department (0191 227 4050) promptly to discuss their financial position.

Important note: Once excluded a student will not be allowed to re-enroll, even if they have subsequently been able to make full payment. Further, overseas students will be reported as a transgression to the UKBA. The only exception to this will be students with extenuating circumstances which will be considered on an individual basis. 

12.9 Methods of Payment

The following methods of payment are available as follows:

· Telephone Automated Payments System: + 44 (0)191 215 6555

· Direct Debit – complete a Direct Debit mandate online by clicking onto: -

http://www.northumbria.ac.uk/sd/central/finance/epayments
· Online by Debit/Credit card - by clicking onto: -

http://www.northumbria.ac.uk/sd/central/finance/epayments
· Cash and Credit/Debit Card - in person at the Cash Office, Sutherland Building, City Campus West.

· Cheque/Bank Draft made payable to University of Northumbria, with student name, student number and date of birth on the back of the cheque.

· Bank Transfer – using the following details:

Bank:


Barclays Bank Plc

Branch:


City Office






Percy Street






Newcastle upon Tyne






NE1 QL

Account Name:

University of Northumbria at Newcastle






No. 1 A/C

Sort Code:


20:59:42

Account Number:

00909297

IBAN Code:


GB63 BARC 2059 4200 909297

SWIFT Code:


BARC
GB22

BIC Code:


8030

Note: Please state any Student reference/invoice number when making a transaction.

Note: Northumbria University Cash Office welcomes payment by credit/debit card using chip and pin technology but please note that we do not accept American Express.

12.10 Tuition Fees 2010/11
Details of the tuition fees for a particular course and the applicable scholarships, bursaries and discounts may be obtained by locating the course in the ‘Advanced Course Search’ at http://www.northumbria.ac.uk/?view=CourseSearch and then clicking on the Fees tab. 

Alternatively contact the Finance Department (http://www.northumbria.ac.uk/sd/central/finance/ or 0191 227 4050). 

Appendix 1 TERMS and Conditions of Offer

Terms and Conditions of Offer:

Entry in the 2010/11 Academic Year

In addition to any conditions stated in your offer, the following terms and conditions including Appendix 1 apply to all offers of admission to full-time programmes based at Northumbria University in the UK.

1.  Your Offer

Your offer specifies information relating to the programme on which you have been offered a place, including the term dates, duration and the tuition fees. It is only valid for the intake stated.

 2.  Progression

If your programme comprises more than one level or year, progression from one level of your programme to the next is subject to your completing and passing the programme assessments for each level. If you follow a presessional English programme and hold a conditional offer for an academic programme, you will need to obtain the required grades in our English language test at the end of the presessional programme before you can start the academic programme. If you need to study additional semester(s) of presessional English this will be at your own expense.

 3.  UK Student Visa

It is your responsibility to apply in your country of residence for UK entry clearance as a student or for leave to remain as a student if you are already in the UK and you must ensure that you have the correct type of valid student visa throughout your studies. It is essential that you comply with the terms of your visa and you are responsible for your own living and study costs whilst in the UK. It is also your responsibility to cover the costs (including the cost of biometrics) associated with your visa application and with your visa renewal, if you need to renew your visa during your studies. If your course is six months or longer you must obtain a General Student (Adult Student) Visa bearing Northumbria University’s Sponsor Licence Number prior to your enrolment. If and when you need to renew your student visa it is essential that you do so as early as possible in advance of the expiry date of your current visa. If your course is shorter than six months and if you apply for a Student Visitor Visa please note that whilst you are in the UK you will not be able to renew your visa or switch to a General Student Visa. Please refer to www.ukba.gov.uk for details.

4.  Enrolment and Attendance 

At enrolment you must present a General Student Visa bearing Northumbria University’s Sponsor Licence Number or another type of visa which is recognised by the UKBA as valid for study in the UK.  You must also present your valid passport and your original qualification documents. As a Sponsor of General Student Visas the University has a duty to fulfil certain record keeping and reporting duties. These duties include keeping copies of your current passport and visa and your contact details and passing information on the admissions and enrolment status and on the attendance of its students to the UK Border Agency (UKBA) and other UK governmental bodies. If you do not comply with the conditions of your visa, for example if you do not enrol at the University by the course start date or if you withdraw, interrupt your studies, are excluded or do not attend your programme, the University will inform these bodies. 

5.  Role of Agents

If you applied to the University via an intermediary such as an agent, representative or educational institution the University will normally communicate with you about your admission via the intermediary. The University also reserves the right to pass information about your admissions and enrolment status and about your programme attendance and to send a copy of your Confirmation of Acceptance for Studies to the intermediary which referred your application.

6.  Accepting Your Offer

If you have received an unconditional offer you must accept our offer by completing, signing and returning our Offer Acceptance Form. You must also pay your deposit and send us your completed Deposit Payment Form. If you wish to  request a Confirmation of Acceptance for Studies in order to apply for a General Student Visa to study at Northumbria University you must indicate this on the Offer Acceptance Form.
7.  Deposit and Tuition Fees

Tuition fees for your programme(s) are stated in your offer letter for the 2010/11 Academic Year. All international students are required to pay a non-refundable deposit in advance of enrolment and before any Confirmation of Acceptance for Studies can be issued for visa purposes. For further information about our deposit and fees payment conditions please read Appendix 1.

8.   Paying Fees on Time

If you are unable to pay your fees by the due date, unfortunately you will be excluded from the University and the University will obliged to report your non-attendance to the UKBA.  However, the University’s aim is to allow students to undertake their studies without any unnecessary disruption. If you are concerned that you may have problems paying by the due date, please do not leave it until this date but contact our Finance Department for advice as early as possible.

9.  Latest Arrival

You must arrive at the University no later than the course start date stated in your offer letter. If you arrive later than this date you will not be allowed to enrol and you will be in breach of the terms of your visa. If for any reason you think you may not be able to arrive by the start date, eg if you are waiting for your visa, please contact the International Office urgently for advice. 

10.  Important Personal Details 

It is essential that you provide your live personal email address and your home address and telephone number on your application form and a copy of your current passport. You must tell the University if there is any change to any of these details. Important information regarding enrolment and admission and the Confirmation of Acceptance for Studies, for the visa application, is sent to student’s personal email address.

11.  Withdrawal, Suspension and Interruption

If you wish to withdraw, suspend or otherwise discontinue your studies you must follow the University’s relevant procedures. For details of the fees payable in these circumstances please see Appendix 1. The University does not allow students to defer their place once they have arrived in the UK.

12. Handbook of Student Regulations
In addition to these terms and conditions, all applicants and students are required to abide by the Handbook of Student Regulations which explains students’ rights and obligations. It covers areas such as enrolment, disciplinary rules, credit control and complaints procedures.  Please note in particular the Student Enrolment Conditions which form the basis of your contract for tuition with the University. The Handbook can be found on our website at this URL  (http://northumbria.ac.uk/sd/central/uso/stud_reg_handbk/). If you cannot access the Handbook on our website please request a copy from the International Office or the relevant Northumbria University Regional Office. In the event of any conflict between the Handbook and these Terms and Conditions, the Terms and Conditions take precedence. 

13. Disclaimer

The University cannot guarantee to provide the programmes and services described in offers and in its publicity material.  In the very unlikely event that your course is cancelled the University will make all reasonable efforts to inform you in good time. 

Terms and Conditions of Offer:

Entry in the 2010/11 Academic Year

Appendix 1

i. Payment Terms

i.i .  Your tuition fees are payable as follows:

Deposit Payment - All Students:

·  On accepting your offer      

      Minimum payment: Deposit of £4000 

Presessional English Programmes

Tuition fees for the programme are payable in full for each semester before or on enrolment.  This payment constitutes part of the £4000 deposit, and the remainder of the deposit will be used as part payment of your tuition fees for your masters or bachelors programme.

All programmes except Presessional English: 

· On Enrolment


      50% of the annual tuition fee minus the amount of fees you 

      have already paid for the programme in advance.


Final Instalment- all programmes except Presessional English:

· by 1 Dec 2010 (for entry in Semester 1)       The remaining fees for your programme*
 


· by 1 April 2011 (for entry in Semester 2)       The remaining fees for your programme.*
    


* If you have been awarded a scholarship the scholarship amount will be deducted from this final payment.

i.ii.  If you withdraw between four weeks after the start date of your programme and the end of your first semester a minimum of 50% of your tuition fees for the academic year are payable by you. In addition please note the section “Deposit Conditions” below.  If you withdraw after the end of your first semester, the full fees for the academic year are due. .
ii. Paying Your Deposit

Unless otherwise indicated in your offer, you are required to pay a non-refundable tuition fees deposit. The deposit allows students holding an unconditional offer and meeting all other requirements to secure their place and receive a Confirmation of Acceptance for Studies for visa purposes. Please note:

· The deposit amount is payable in advance of enrolment and visa application;

· You may wish to make an additional voluntary pre-payment to further support your visa application.  

· Please pay as early as possible to allow enough time for your Confirmation of Acceptance for Studies to be issued prior to your visa application.

iii. Possible deductions if you are paying your full fees in advance

If you are paying your full tuition fees for the year as your deposit please deduct the following amount(s) from your payment if you qualify for them:

· Early Payment Discount if you qualify – see Section vii;

· Scholarship – only for students who have already received a letter confirming a scholarship award for the same  academic year.

iv. Refund of Overpayments

If you overpay your tuition or accommodation fees for the year any refund due will be processed. However, due to financial regulations refunds cannot be paid to the student directly if the overpayment is more than £500.  Any refund due of more than £500 would be paid to the original account from which it was received.  Please also note that the University cannot disburse other payments such as living expenses to students. 

v. How to Pay

You may pay your deposit by bank draft, or by credit/debit card via the Northumbria on-line payment facility.

If you received your offer from one of the University’s Regional Offices (in New Delhi, Kuala Lumpur, Bangkok or Beijing) 

you should contact that office for advice on payment and you will be issued with a receipt through that office. 

If paying by bank draft the draft must be in Pounds Sterling, drawn on a UK bank and made payable to “Northumbria University”.  If you have applied via the University’s Regional Office or via an authorised Northumbria representative they will accept your draft on the University’s behalf and forward it to the University.  A list of our Regional Offices and authorised representatives can be found on the Northumbria website: (www.northumbria.ac.uk/international).
If you wish to pay by credit/debit card please go to the Pay Online link on the University’s home page http://northumbria.ac.uk/sd/central/finance/epayments/). You will receive an e-mail acknowledgement containing an Order Number. When you send your Deposit Payment Form (see below) please include the order number on the form and your applicant reference number.

vi. Deposit Payment Form and Receipt

When you pay your deposit you must also send your completed and signed Deposit Payment Form to the University at the time of payment.  The form should be sent to the University office address on your offer letter. This will ensure that your payment is credited to your student fees account and you will receive an official receipt.  If paying by bank draft please attach the draft to the form.

vii. Early Payment Discount

You will qualify for an early payment discount if you pay your full tuition fees for the academic year in advance and meet all of the following conditions: 

i. you have already received a conditional or unconditional offer for your programme before paying your deposit; and

ii. the tuition fee stated in your offer letter is more than £6000; and

iii. you are a self-funding student starting an academic degree or diploma programme in 2010/11 which lasts at least one full academic year. 

If you meet these conditions please remember to deduct the relevant discount when you pay your fees. The amount of discount, for students taking the full diet of credits*, varies from £300 to £1000 depending on when your full fees are received by the University, as shown below: 

 Students starting their academic programme in September 2010: 

· £1000 reduction in fees for students starting in September 2010 whose full fees are received on or before 15 March 2010; 

· £500 reduction in fees for students starting in September 2010 whose full fees are received between 16 March and 15 June 2010; 

· £300 reduction in fees for students starting in September 2010 whose full fees are received between 16 June 2010 and the date of their enrolment. 

Students starting their programme in January 2011: 

· £1000 reduction in fees for students starting in January 2011 whose full fees are received on or before 15 July 2010; 

· £500 reduction in fees for students starting in January 2011 whose full fees are received between 16 July 2010 and 15 October 2010; 

· £300 reduction in fees for students starting in January 2011 whose full fees are received between 16 October 2010 and the date of their enrolment.

The above discounts do not apply to presessional programmes.  If you are undertaking a presessional programme before your academic programme you must pay the full fee for both programmes in advance of enrolment as a condition of qualifying for a discount on the academic programme fees.

If your course comprises a reduced diet of credits and you are paying a reduced tuition fee, you will receive a pro-rata early payment discount if you pay your full fees in advance, according to the number of credits you are taking.

viii. Late Payment

If you are unable to pay your fees by the due date, unfortunately you will be excluded from the University permanently and will not be allowed to rejoin the programme even if your fees are paid in full. The University will be obliged to report you to the UKBA for non-attendance.  However, the University’s aim is to allow students to undertake their studies without any unnecessary disruption. If you are concerned that you may have problems paying by the due date, please contact our Finance Department for advice as soon as possible before the deadline.

ix. Scholarships

If you have been awarded a scholarship you will have received notification with your offer and are required to present your scholarship letter at enrolment. The amount of the scholarship is deducted from your final instalment unless you are settling your full course fees before or on enrolment. If you withdraw part-way through the academic year your scholarship discount will be applied pro-rata to the amount of fees you owe.

x. Deposit Conditions 

x.i.  Once you have paid your £4000 deposit it is non-refundable and non-transferable except if you are unable to join your course due to any of the following circumstances: 

x.i.i  
in the unlikely event that your programme is cancelled; or

x.i.ii
if you apply for a UK visa with your Northumbria CAS and your visa application is refused; or

x.i.iii
if you do not meet the conditions of your offer (for example if you pay your deposit when you have a conditional offer but you do not obtain the required examination results); or

x.i.iv
if you have serious personal extenuating circumstances which prevent you from studying overseas, e.g. in a serious case of illness.  Refunds are at the University’s discretion and will only be given where the University is satisfied that there is evidence of serious personal extenuating circumstances.

x.ii.   In any of the above circumstances, subject to the University’s agreement, you would receive a full refund of the deposit amount and of any additional tuition fees you had paid in advance for the academic year. To request a refund you would need to complete our Refund Form, attach the required documents and send it to the University Office from which you received your offer. 

x.iii.   In all other circumstances, including in the following situations, no refund of the £4000 deposit will be made:

· If you do not apply for a visa to study at Northumbria University;

· If you decide to study at another institution in the UK or in another country;

· If you decide not to study overseas.

However, in the three situations outlined above, you would receive a refund of any tuition fees you had paid in advance for the academic year, which were in addition to the £4000 deposit .

x.iv.  If you are unable to join the University in the expected intake but are accepted for a subsequent intake your deposit and any additional payment of tuition fees you have made for the academic year will be carried over to the relevant intake and credited against your tuition fees.

x.v.   In addition, if you have obtained a UK General Student Visa using a Northumbria University Confirmation of Acceptance for Studies (CAS) but you do not enrol at the University in the semester for which your offer is valid or if you enrol at the University and subsequently withdraw from your programme at any time, the deposit and any additional fees you have paid in advance are both non-refundable and non-transferable.  The only partial exceptions to this regulation are the two following situations, in which the deposit amount is still non-refundable and non-transferable, but any additional pre-payment you have made, less any additional fees which are due at the time of withdrawal, would be refunded / transferred as indicated below:

x.v.i.  Transfer to another Tier 4 registered University  

If you transfer to another UK university which is a registered Tier 4 Educational Sponsor for the start of the same semester, any partial refund due will be transferred to the university concerned, once Northumbria has received evidence from that university that it is acting as your Tier 4 sponsor. No transfer of funds will be made if you transfer to any other type of institution.

x.v.ii   Withdrawal to return home

If unforeseen personal extenuating circumstances force you to return to your home country and you withdraw from the University, any partial refund due will be paid once you have provided satisfactory evidence as requested by the University of your circumstances as well as satisfactory evidence that you have returned to your home country and intend to remain there for at least the duration of your UK student visa.       

xi.  Refund Policy 
 If you withdraw between four weeks after the start date of your programme and the end of your first semester a minimum of 50% of your tuition fees for the academic year are payable by you. If you withdraw after the end of your first semester, the full fees for the academic year are due. 

xii. Insurance for Loss of Deposit / Fee Payments

Please note that you should consider taking out insurance in advance of making any payment if you wish to insure yourself against unforeseen circumstances which may result in the loss of your deposit and any additional fee payments. Endsleigh Insurance (www.endsleigh.co.uk) is one company which provides student insurance or you may wish to use an alternative company.  

xiii.  Payment by Sponsor

If you have arranged for your fees to be paid in whole or in part by a recognised governmental or commercial sponsor you must provide proof of the sponsorship on or before enrolment to the University’s Finance Department. In the event of a sponsor defaulting on payment it is your responsibility to pay the fees. In such a case you would be advised in writing that the liability had passed to you. If your financial sponsor is not recognised by the University, they will be required to pay your deposit before the University will issue any Confirmation of Acceptance for Studies.

xiv. Handbook of Student Regulations

In addition to this Appendix please also refer to the Credit Control and Debt Management Policy in Northumbria University’s Handbook of Student Regulations. 

Appendix 2 INTERNATIONAL Student journey through the admissions process
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Appendix 3 CEFR and NQF
	National Qualifications Framework
	Examples

	8 
	Doctorates

	7  
	Masters degrees, postgraduate certificates and diplomas

	6
	Bachelors degrees, graduate certificates and diplomas

	5
	Diplomas of higher education and further education, foundation degrees and higher national diplomas

	4
	Certificates of higher education

	3
	International Foundation Programme, A Levels, NVQ level 3

	2
	GCSEs grades A-C, NVQ Level2

	1
	GCSE grades D-G NVQ Level 1


	CEFR level
	Approximate IELTS Equivalent

	C2
	7.5 – 9.5

	C1
	6.5 – 7

	B2
	5.0 – 6.0

	B1
	3.5 – 4.5

	A2
	3.0

	A1
	1.0 – 2.5


Appendix 4 Offer Acceptance form
OFFER ACCEPTANCE FORM

(Complete & return only once you have received an unconditional offer)

To the Applicant:

Once you have met your course entry requirements and received an Unconditional Offer please do the following in order to accept your offer, reserve your place and, if appropriate, to request a CAS for a General (Adult) Student Visa Application. 

· Complete all sections of this form CLEARLY

· Read the Applicant’s Declaration 

· Sign and date the form below

· Enclose:

· Copy of your current passport

· Copy of your current visa (only if you already hold a UK visa).

Please return this form to the University office address shown on your offer letter or via your Northumbria agent if you applied through an agent.  Once satisfactory documentation and payment have been received we will send you a Confirmation of Acceptance for Studies (CAS), if you have requested one on this form, to your personal email address. 

	INTAKE
	Month    ( Sep  
(  Jan

Year  _________________



	1. Course offered 

(as stated in your Unconditional Offer) 
	

	2.  Student Reference Number (8 digits - on your Unconditional Offer)
	

	3.  Date of Birth
	

	4.  Family Name


	

	5.  Other Name(s)


	

	6.  Your personal email address (Important – CAS and other vital information will be sent to this address)
	

	7.  Your home address (required for visa purposes and in case of emergency)
	


	8. CAS Request / Visa Details

Please complete section 8.1 OR 8.2 and tick Y (Yes), as appropriate.

	8.1.   I request a Confirmation of Acceptance for Studies (CAS) for study at Northumbria University                                      ( Y     


	I intend to apply for a General (Adult) Student Visa outside the UK
	( Y

	I intend to apply within the UK for a General (Adult) Student Visa and I currently hold a valid UK visa which is eligible for this purpose; and I enclose a copy of my current visa.
	( Y     

	8.2. I do not currently require a CAS for the above programme. 



	I already hold a General Student Visa for Northumbria University
	( Y     

	I hold another type of visa which is valid for study in the UK; and I enclose a copy of my current visa
	( Y     


Applicant’s Declaration 

1. I have received my offer and Terms and Conditions of Offer from the University for entry in the 2010/11 academic year. 

2. I hereby accept my offer and I accept the University’s Terms and Conditions of Offer.

3. My up-to-date details are shown on this form.

4. I confirm that I have the financial resources necessary to cover my tuition fees, accommodation, other living expenses and the cost of any visa renewal whilst studying at Northumbria University in the UK.

5. I enclose a copy of my current passport which is valid for at least 6 months

6. I have provided my personal email address and home address above and I understand that my Confirmation of Acceptance for Studies (CAS) for my visa and important correspondence from the University and my academic School, eg regarding admission and enrolment, will be sent to this email address.

7. If any of the above details change I will send revised details to the University immediately.

8. If I sent my application through an agent, representative, educational institution or any other intermediary, I authorise the University to send information regarding my admission, enrolment and a copy of my Confirmation of Acceptance for Studies (CAS) via that intermediary. 

Signed ………………………………….  Date …………….….…….

Appendix 5 Confirmation of Acceptance for Studies letter
Date

Dear 

Your Confirmation of Acceptance for Studies (CAS)

Thank you for accepting your Unconditional Offer and requesting your Confirmation of Acceptance for Studies (CAS) to study at Northumbria University. I am delighted to confirm that your CAS has been issued as follows: 

	Surname:
	

	Other Names:
	

	Your CAS number is: 
	


You will need to use your CAS number and the Northumbria Sponsor Licence Number in your Tier 4 General Student (Adult Student) Visa application. Your CAS is only valid for studying the programme below at Northumbria University.

Your CAS is based on the information and documents you have provided, including the following key information.  You will need to refer to this information when preparing your visa application.

	Northumbria Sponsor Licence Number
	4NPV8B1G7

	Passport number
	

	Nationality
	

	Northumbria Student Reference
	

	Date of Birth
	

	Course Start Date
	

	Course End Date
	

	Course Title
	

	Net Tuition Fees Charged 2010/11*
	

	Tuition Fees Received To Date
	

	Evidence of Qualifications

You must include these original documents in your visa application 
	


*NB : The Net Tuition Fee Charged is the tuition fee minus any fee reduction (early payment discount or scholarship) if you have qualified for a fee reduction, or the full tuition fee if you have not qualified for any reduction.  The full tuition fee is stated in your Unconditional Offer.  

Please immediately contact the University Office which issued your offer i) if any of the information above is incorrect; or ii) if you decide not to use your Northumbria University CAS for a Tier 4 Visa Application.

It is recommended that you make your travel arrangement to arrive in the UK on the 15 September so that you are able to attend the enrolment session and the International Student Induction. 

If you have any queries please contact the University office which issued your Unconditional Offer; or if you applied through a Northumbria University agent please contact your agent. 

Yours sincerely

International Admissions Team

Appendix 6 INFORMATION FOR SCHOOLS ON VISA EXTENSION LETTERS
INFORMATION FOR SCHOOLS ON VISA EXTENSION LETTERS 

October 2010 

The letters which existing international students need when applying to extend their Student visa have changed in line with the new Tier 4 visa regulations In order to apply for a student visa, students need a Confirmation of Acceptance of Studies or CAS issued by the International Office. This is a code unique to the individual which gives the Home Office details about the student including his or her studies to date plus intentions of future study. The visa letter is an important part of the process as it contains the information which the International Office needs to issue the CAS. 

All CASs are paid for at the point of issue and normally cannot be altered; It is therefore vitally important that the information given in the visa letter is 100% accurate.

In order for students to renew their visas in time, Student Support & Wellbeing Service advise that, ideally, the letter is requested from the School office at least two weeks prior to the visa expiry date. In some cases however, this may not be possible and we therefore ask that letters can be completed and ready for collection within 48 hours. When the student collects the letter, office staff should ask the student to check that all details are correct. Once both parties mare happy with the letter, the student will take it to the International Office to be stamped. 

The Process

Student attends visa workshop given by the (?)Student Support & Wellbeing Service. These run weekly, normally on  Wednesday afternoons
· The student goes to the School Office to request a visa letter. They should bring their passport with them

· The School Office advises the student when to collect the letter. 

· The School completes all of the details except the International Office Stamp and CAS boxes

· The student collects the letter and checks that all details are correct before taking it to the International Office

· The International Office stamps and signs the completed letter, a CAS is issued and both are given to the student

· The student takes the documents to Student Support & Wellbeing Service and makes a visa renewal appointment

Details Required

The key information needed for each student on the form is: 

· Programme Title including the qualification awarded on completion. If the award is not undergraduate or postgraduate level, the programme must be at NQF level 3 or higher. If the academic award is not clear from the course title (i.e. anything other than Bachelors, Masters, Pg Dip/Cert or research degree) please state the level and the award – e.g. undergraduate level 5 Diploma.  Where the student is studying English language, the level of the programme must be equivalent to at least A2 on the Common European Framework of Reference for Languages (NB this is lower than IELTS 4.5). Where the course is pre-sessional this must be stated

· Start Date – this is the date on which the student began the current programme of study. 

· End Date – DD/MM/YY- if you do not know the exact expected end date, please give the nearest estimate or put the last day of the month. Please do not just put a month e.g.; January as this will be taken as 1st January. End date should take into account viva, if applicable.

· Expected Graduation Date – DD/MM/YY 

· Tuition Fee - fees payable for the current academic year before and after any discount 

· Tuition Fees paid to date – fees paid so far for the current academic year. 
· Evidence of qualifications: When sponsoring a student for visa renewal it must be clear whether the student needs to provide evidence of qualifications or not as this must be included in the visa letter. There are three main scenarios possible and it might be necessary to question the student to find out which fits his or her circumstances

1 The student entered UK to study the current course. For whatever reason - initial visa too short, course extended, repeating part/all with attendance - the student needs to extend his visa. 

He does not need to show evidence of previous qualifications; these will have been shown for his entry clearance (visa to enter UK)

We can state that he has been “assessed on the progress of current studies to date”

The student  intends to or is already studying a different course from the one he entered the UK to study. For example

· He came to study English summer school and is now studying BA Marketing

· He came in to study a pre-sessional programme and is now on main course

· He came to study BA Marketing and is now studying MA Marketing

· He came in to study BA Marketing and is now studying BA Design

· He came in to study BA Marketing at York University and is now studying BA Marketing here

In all of these cases above (and many others) the visa letter will need to list all qualifications used to assess the student’s eligibility for current course. This information is held on the student’s file located with the school.

  3.
If the student has progressed from one course to another at Northumbria University only, then it can be noted that the assessment was made internally – i.e. we did not require actual certificates to be produced. This should state words to the following effect 

“the student was assessed as suitable to study the current course based on the results of his BA Marketing (or whatever appropriate) which he studied at Northumbria University. Results were confirmed and accessed via our internal system without the need to produce certificates”

Important Notes

Don’t  list certificates if they are not needed – students may not be able to provide them in time for the application to be made and could as a result be refused a visa for not providing them 

· Students must be studying full-time to apply for a visa extension 

· Under the immigration rules students are allowed to re-sit examinations or repeat any part of their course up to two times per individual examination or module.  If their visa expires before they have finished the resit or repeated the appropriate studies they can make an application to extend their visa before it expires. NB - the University must not authorise a visa extension if a student has already twice failed a re-sit or twice repeated a period of study. 

· Where a student has to re sit or repeat exams or modules and the University cannot continue to sponsor the student, if for example  no participation is required within 60 days of the start of the next academic period,  the student should be advised to return home and to apply for new entry clearance.

· It is essential the correct information is given not only to allow students to continue their studies; as a sponsor of students under the Points Based System the University will be subject to regular inspections by the UKBA. Providing incorrect information or sponsoring ineligible students could cause the University to have its sponsor licence withdrawn completely. 

If there is any doubt about any aspect of the information needed or the wording of the letter, please contact a Welfare and International Adviser in Student Services on 4127


 Visa template 2 Oct 2010

Date

To Whom It May Concern:

CONFIRMATION OF ENROLMENT

(STUDENT NAME)

I can confirm that the above named student is currently enrolled on a full time taught  OR  full time research programme (delete as appropriate) at Northumbria University. 

(NB If the student is enrolled for exam resits or repeats of modules this should be noted after full time taught programme in the above paragraph. Please state which case is appropriate i.e. … to repeat two modules with full participation, or …to resit exams/an exam with full participation) - delete this para before completing

Details of the student’s enrolment are as follows:

	 Programme Title (and level)
	

	Student Reference Number
	

	Student Passport Number
	

	Date of Birth
	

	Nationality
	

	Programme start date - (--/--/----)
	

	Programme end date - (--/--/----)
	

	Expected graduation date
	

	Programme Tuition fee 
	

	Fee due after  any discount or scholarship
	

	Tuition fees paid to date
	

	Route of Application
	General  (Adult) Student

	ATAS Certificate Required
	Yes or No

	International Office Stamp


	

	CAS 
	


This student has been assessed as suitable to continue studying on the above programme based on the progress of their current studies to date.  Or as appropriate – REMOVE THIS SENTENCE IF NOT APPROPRIATE see notes above
Appendix 7 Post Study Work letter template
Date
Post Study Work letter

Student name



Date of birth



Course level & title


Start & finish date


Date of award



Date of graduation

The above course was taught in English at a UK Recognised Body. Northumbria University is the awarding body. All successful candidates will be issued with a certificate after graduation.

Yours faithfully,

Signature



Name


Position


‘Phone
№


 E-mail address



	University stamp











Appendix 8 TABLE of Acronyms

	CAS
	Confirmation of Acceptance for Studies



	CEFR
	Common European Framework of Reference

	HTS
	Highly Trusted Sponsor status

	IELTS
	International English Language Testing System

	IO
	International Office

	NQF
	National Qualification Framework

	PBS
	Points Based System

	PSW
	Post Study Work

	SMS
	UKBA Sponsorship Management System

	UKBA 
	United Kingdom Borders Agency

	VIS
	SITS Visa screen

	ATAS
	ATAS Academic Technology Approval Scheme
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