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1. 
Background 

As Learning and Teaching Committee (LTC) will be aware, from March 2009, a new Points Based System for Immigration has been phased in.  The UK Border Agency’s website states: “The concept of sponsorship is at the heart of the points-based system. If you want to employ a migrant or enrol a migrant as a student, you must be their sponsor during their stay in the United Kingdom (unless they are coming here for six months or less in certain circumstances).“  As previously reported to LTC, being a “sponsor” of international students carries with it a number of responsibilities.   The student stream of the new arrangements are known as Tier 4.  This paper explores the progress made in the University’s response to the new responsibilities for taught students and asks LTC to approve a number of recommendations.  Please note that this paper has been discussed in detail by PQ Team and the Departmental Administrators Liaison Group (DALG).
Specifically, it covers:

· Issuing certificates of acceptance (CAS) to continuing students

· Scanning Students’ Visas

· Reporting Duties (focussing on Attendance Monitoring)

· Highly Trusted Sponsor Status

· Information for Academic and Administrative Staff in Departments

2. 
Certificates of Acceptance (CAS)

From 22 February 2010, only students with a valid CAS can apply for a visa or visa extension.  The CAS is an indication to the UKBA that the institution is willing to “sponsor” the student.  For this reason, CASs are linked specifically to individual institutions.  The resultant visa will quote the institution license number and we are no longer allowed to register students who have a visa linked to another institution. 

The remainder of this section is concerned only with visa extensions for continuing students (although new students do require a CAS).  If a student’s visa expires before the end of their programme, the University must consider whether or not to continue “sponsoring” the student.  We can only continue to sponsor students who are required to continue attending the University.  Examples of students that we cannot currently sponsor are:

· Students on Leave of Absence.
· Students who are re-sitting modules without attendance.
· Students who are re-sitting modules for the third or more time (unusual but possible).
· Students who have had their studies suspended due to debt or other reasons.

Where the University is able to sponsor a student, we have to complete an online application via a system hosted by the UKBA.  This generates a CAS number which we communicate to the student.  The student must then quote this number in their visa extension application which is processed in the usual way. (i.e. a CAS is not a guarantee of a visa extension).  Each CAS issued costs the University £10.  The Academic Registry are working closely with the Student Support Centre to monitor which students’ visas are near to expiry and encouraging them to come and request a CAS.   The two offices are finding ways to share information to provide a better service to students.  A website to help students with this process is available at: http://www.lboro.ac.uk/admin/ar/international/visa/index.htm
3. 
Scanning Student Visas
Another requirement under the Tier 4 arrangements is that the University must keep a copy of all non EEA students’ visas.  We endeavour to capture this at registration but it is in fact an ongoing process as visas expire/are extended.  Whilst not a stated reporting responsibility, the University’s Immigration Working Group feels that we ought to be reporting students to the UKBA who do not come to have their visa scanned.  For new students, the Academic Registry will refuse to register students until they have had their visas scanned (this will eventually result in them being reported to the UKBA as no-shows).  This will slow down the registration process and could result in some international students not receiving their ID cards at the start of term.  This will obviously impact on the student experience as they will not be able to easily access university facilities*.  This will be a particular problem for students whose documents are with the UKBA at the start of term – these will need to be assessed on a case by case basis.    On the recommendation of PQ Team, LTC is asked to approve this approach, despite its potentially adverse effect.  
* The issue has been referred to the Student Experience Team for information.  

4.
Reporting Duties 
Any student with a CAS (i.e. those with visa extensions processed since 22 February 2010 and all new students from 2010/11) are subject to the Tier 4 reporting requirements.  There has been much debate about the interpretation of these requirements in the university context but failure to satisfy the UKBA could result in the removal of the sponsor license.  Full details of the reporting duties as stated in the UKBA’s Guidance to Sponsors were presented to PQ Team in January 2010.
The Academic Registry, working with IT Services, will implement procedures for reporting under most of the categories without the necessity for Academic Departments to be any more involved than usual.  For instance, students that do not register are already chased individually, and via departments.  Once it is established that the student has not turned up, their records are cancelled and at this point, we would report them to UKBA.   Similarly, where a student shortens their programme or withdraws, we will build into the existing processes, a mechanism for reporting that fact to the UKBA.  
By far the most difficult reporting duty to comply with is the requirement to report students who have failed to attend 10 expected contacts.  PQ Team has discussed this issue on a number of occasions and has agreed that, rather than identifying 10 expected contacts, the University will seek to establish whether or not students are engaging with their programme in a timely manner and where they are not we will begin the termination of studies procedure.  A nominated individual in each academic department will be responsible for liaising with the Academic Registry.  This approach is being recommended due to the inherent difficulty in defining “an expected contact”.   LTC is asked to approve this approach.
Attendance Monitoring/Missed Contacts
As previously discussed, in addition to the usual departmental attendance monitoring (practice varies across departments), the University will introduce a number of attendance checks against which to assess whether students (international and UK/EU) are engaging with their programme as follows:

Semester 1 – Week 1-4: Academic Registry to monitor students who have not registered by working with departments to establish which students are on campus and ensuring that they register properly.  Students who fail to register will have their record cancelled (new students) or registration terminated (continuing students).

Semester 1 – Week 2-3: All students expected to check their modules via Learn.  Students who fail to do this after 2 reminders will be considered not to be engaging with their programme.

Semester 1 – Week 6-8: Department check. 

Semester 1 – Week 12-15: Academic Registry & Departments to monitor students who have not attended exams.  Students failing to attend any exams without explanation will be considered not to be engaging with their programme.  Students who do not have examinations will be identified via departmental monitoring processes.
Semester 2 – Week 2-3: All students expected to check their modules via Learn.  Students who fail to do this after 2 reminders will be considered not to be engaging with their programme.

Semester 2 – Week 6-8: Department check. 

Semester 2 – Week 12-15: Academic Registry & Departments to monitor students who have not attended exams.  Students failing to attend any exams without explanation will be considered not to be engaging with their programme.  Students who do not have examinations will be identified via departmental monitoring processes.
LTC is asked to note that all departments have been asked to identify suitable attendance checks for Weeks 6-8 of both semesters, and to approve this approach in principle.  In a small number of cases, discussions are ongoing between the Academic Registry and departments to clarify and finalise the checks proposed.
Students who are not engaging with their programme

The Academic Registry has drafted a “Protocol for investigating students who are failing to participate in their programme”.  This is provided as Annex 1 and has been endorsed by both PQ Team and DALG.  All efforts will be made to establish contact with the student and, where appropriate, provide them with academic and/or welfare support to allow them to continue with their studies.  Where the student cannot be contacted or does not meet the department’s requirements to engage with their programme, the department will be expected to initiate the Failure to Participate procedures outlined in Regulation IX:

http://www.lboro.ac.uk/admin/ar/calendar/regulations/current/9/index.htm
This could ultimately result in the student’s studies being terminated.  All students with a CAS who have their studies terminated will be reported to the UKBA.

LTC is asked to approve the adoption of the protocol.

Departmental Audits

Due to the potentially serious consequences of not complying with the UKBA requirements, we believe it will be necessary to carry out occasional audits on departmental records/practice on attendance monitoring.  This is relatively straight forward where departments are using Co-Tutor to maintain attendance records but elsewhere will require a physical audit (ie a member of Academic Registry visiting the department and asking to see their attendance records).  In relation to the use of Co-Tutor for audit purposes, a useful discussion has taken place with Melanie King (engCETL) who has agreed to add a member of the Academic Registry as an attendance monitor to all departments.  HoDs will be emailed to alert them that this has taken place and the reasons why explained.  All queries from HoDs would be directed to Jennifer Nutkins or myself.  The email will reassure HoDs that Academic Registry staff would only have access to Attendance data for auditing purposes and will only be checking periodically.  There would be no other access to students’ comments or department activity.
Discussions at PQ Team led to the suggestion that departmental audits of attendance data should be incorporated into an annual process.  It was suggested that the Annual Programme Review (APR) would be the most appropriate mechanism for this.  Where departments were fully utilising Co-Tutor, the APR attendance reports would be produced by the Co-Tutor team.  However, where departments were not fully utilising Co-Tutor, they would need to produce the APR attendance reports from their own records.  Further ad hoc checks by Academic Registry might be triggered if there is cause for concern that no cases of non-engagement emerge, or if cases emerge that have not been picked up by the departmental systems.  
LTC is asked to:

· approve the proposals for conducting departmental audits

· approve the suggestion that a member of Academic Registry be added as an “attendance monitor” to all departments

· recommend that Co-Tutor is fully implemented in all departments to record interactions with students and, in particular, to assist with attendance monitoring.
Highly Trusted Sponsor Status
The UKBA have recently introduced a “Highly Trusted Sponsor” status”.  UKBA have stated that this status will bring certain advantages to sponsors although the real value of these are not yet fully understood.  All universities are automatically assigned to this category and are then required to adopt certain recruitment practices to retain it.  Additionally the University must demonstrate that it meets certain criteria in relation to no-show and withdrawal figures and pay £400 per annum.  Along with the rest of the sector, the University has concerns both about the recruitment practices suggested and whether or not the no-show/withdrawal criteria can be met.  Strong representations have been made by UUK on the sector’s behalf and further guidance from UKBA is expected shortly.  The Immigration Working Group will be looking at this issue closely over the coming weeks.

Information for Academic and Administrative Staff in Departments

Given the complexity of the issues covered by the new arrangements and the ever changing nature of information from the UKBA, the Academic Registry will be documenting guidance to staff in academic departments.  This will be available via a website so that it can continually be updated.  HoDs will be alerted to the existence and content of the website.  In operational terms, departmental administrators will be expected to familiarise themselves with the information contained on the webpage so that they a) can give students accurate information and b) direct other members of staff advising students to the information.  The new immigration requirements may affect the type of advice departments give to students, particularly in relation to taking a leave of absence, withdrawing or changing programme.  It could also affect reassessment guidance as students taking reassessment without attendance will be expected to return home rather than remain in the UK.  

LTC Actions/Discussion
Although referred to throughout the paper, LTC actions are summarised here for clarity.  LTC is asked to:

· Approve the decision to a) report continuing students who do not get their visas scanned to UKBA and b) refuse to register new students until their visa has been scanned.  

· Approve the general approach to attendance monitoring.
· Approve the reliance on department checks in Weeks 6-8 of each semester.

· Approve the adoption of “Protocol for investigating students who are failing to participate in their programme”.

· Consider audit processes and 
· Approve the proposals for conducting departmental audits as part of the APR process (and additional ad-hoc checks)
· Approve the suggestion that a member of Academic Registry be added as an “attendance monitor” to all departments on Co-tutor.
· Recommend that Co-Tutor is fully implemented in all departments to record interactions with students and, in particular, to assist with attendance monitoring.
Annex 1
Protocol for investigating students who are failing to participate in their programme.

Where a student has failed to engage with two consecutive attendance checks and/or where attendance/participation has become a concern for another reason, departments should begin investigating whether or the not the student is still participating in their programme of study.  The following list is a guide of what steps departments might wish to take in order to make contact with the student:

1. Email student giving two working days to make contact and arrange to see someone in the department or give reasonable explanation of absence.

2. If 2 not complied with, phone them to try and establish what is happening.

3. If 1 not complied with, send letters to term time and home addresses giving two working days to make contact and arrange to see someone in the department or give reasonable explanation of absence.  This letter should also be emailed to the student’s University email address.

4. If via points 1-3, an adequate solution is reached (i.e. student resumes study, takes leave of absence or withdraws), no further action is required.  

5. If no contact made under points 1-3, the department may report them to Academic Registry who will begin a series of enquiries with other support services to try and make contact with the student.  Concurrently, the department should also initiate first phase of failure to participate procedures in accordance with Reg IX:

http://www.lboro.ac.uk/admin/ar/calendar/regulations/current/9/index.htm
Letter 1 is provided as a template.  Letter 2 is the template to escalate the procedures to the next level in accordance with Reg IX.

6. If student subsequently contacts the department, then Academic Registry must be notified so that other checks/procedures can be halted.

Whatever steps are taken, the process covered by points 1-6 above should take no longer than 5 working days.  If no contact has been made within this timescale, the department should refer the case to the Academic Registry. 

Where a student has been reported to Academic Registry as potentially failing to participate in their programme, the following checks will be made:

1. If student is living in hall, warden will be contacted to establish whether they have been seen recently.  Warden will be expected to encourage student to report to department immediately.  If there are reasons which the warden is aware of which prevent the student from doing so, either the department or Academic Registry must be alerted.

2. If student is not living in hall, a Community Warden will be contacted to establish whether they have been seen recently.  Community Warden will be expected to encourage student to report to department immediately.  If there are reasons which the Community Warden is aware of which prevent the student from doing so, either the department or Academic Registry must be alerted.

3. DANS, Counselling & Student Support Centre will be contacted to see if they are aware of the student in question*.  Details of individual circumstances will not be expected to be disclosed but colleagues will be expected to make a judgement on whether the student is in a position to continue with their studies at present time.  If so, DANS/Counselling/SSC will be expected to encourage student to report to department immediately.  If not, discussions will need to ensue regarding leave of absence between DANS/Counselling/SSC and the department.

4. Where student cannot be contacted via any of the above processes, department will be asked to initiate failure to participate procedures in accordance with Reg IX:

http://www.lboro.ac.uk/admin/ar/calendar/regulations/current/9/index.htm
* Student Services will seek the student’s permission to disclose information to other parts of the University.  If the student refuses, then Student Services will make it clear to the student that their individual circumstances will not be taken into account when decisions about their student status are taken. 
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