HOME OFFICE UK VISAS AND IMMIGRATION COMPLIANCE

Tier 4 of the Points-Based System for Immigration
General Student Visa

ATTENDANCE MONITORING POLICY

In compliance with the Home Office - UK Visas and Immigration (UKVI), as a Sponsor the
University of Cumbria is under a legal obligation to keep a record of the registration and
attendance of all students under the University’s sponsorship of their Tier 4 visa. The
University will withdraw sponsorship and notify the Home Office UKVI following either a
student’s failure to register, or their continued non-engagement with their programme of
study.

Following registration students are required to inform their University Course Information
Point:
a) of all contact details and all changes to contact details
b) if they will be absent for any reason, either from University or work placement; or
unable to meet any assessment deadline or any appointment

Failure to comply with the attendance monitoring policy will result in deregistration from
the University, withdrawal of Tier 4 sponsorship and curtailment of the student’s right to
remain in the UK.

The University recognises that the welfare of its students is paramount and follows this
policy in the interests of student personal and academic well-being, as well as Home Office
UKVI compliance. This policy should therefore also be read in conjunction with the
University’s Student Progress Review:

The policy covers:
1. Record Keeping
2. Registration and Enrolment

3. Attendance Monitoring and Reporting to UK Home Office UKVI of Undergraduate
and Postgraduate Taught Students

4. The role of the Student Progress Review
5. The Student Code of Conduct and Adjudication Procedure

6. Engagement Monitoring and Reporting of Postgraduate Research Students

HOME OFFICE UKVI Tier 4 Attendance Monitoring Policy
updated 2015


http://www.cumbria.ac.uk/Public/LISS/Documents/Procedures/StudentProgressReview.pdf

1. Record Keeping

In accordance with the Home Office UKVI Sponsor Guidance (Appendix D) the University will
maintain up-to-date records (electronic and/or paper) for all Tier 4 students:

* acopy of the all the data pages in the passport, including immigration stamps/visas
showing entry to UK....

e ..including a copy of current UK Tier 4 visa showing UoC sponsorship

e acopy of the Biometric Residence Permit, if applicable

* all contact details in the UK

e afull admissions record, including entry and English Language qualifications

* arecord of attendance

2. Registration and enrolment

Online “pre”-Registration
e the student is asked to confirm passport details already held
e the student is asked to enter their Tier 4 visa details if known at this stage

Registration in person/ID check

e the student’s passport & entry visa are verified against SITS entries, and copies
retained in student file (paper and electronic)

e the student signs a declaration of understanding of their responsibilities under Tier 4
and sharing of personal data with the Home Office UKVI (see Appendix A:
Attendance Declaration)

*  Registration is automatically logged in SITS as the first engagement/attendance

e Failure to register is reported to the Home Office UKVI by Admissions after ten
working days (Tier 4 Policy Guidance)

3. Attendance Monitoring and Reporting for Undergraduate and Postgraduate Taught
Students

Under the University’s Academic Regulations and Student Code of Conduct,
students are required to notify the University if they will be absent for any reason
from any expected contact or activity associated with their academic programme.

Expected contacts or activities are any of the following: taught sessions, scheduled
tutorial, supervisory support session, progress review, any programme-related
appointment, assessment deadline.
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In accordance with the Home Office UKVI Sponsor Guidance, as Sponsor:

e records are made by academic staff of Tier 4 student attendance and/or absence
at every taught session, placement and other expected contact (tutorial,
assignment submission, examination, performance review meeting, etc.)

e absence is recorded as either notified or non-notified

e attendance and absence records are entered onto the individual student profile
by programme administrators, and monitored weekly.

The University will report to the Home Office UKVI a student as being in breach of
the conditions of their Tier 4 visa when the pattern of absence has breached the
University’s Academic Regulations and Student Code of Conduct, and where they
have not given reasonable notice, or the University has reasonably not given
permission.

This has two consequences:
1. Tier 4 Sponsorship of the student will therefore be withdrawn
2. deregistration of the student from the programme of study will take place

If contact is re-established with the student the University may agree to reinstate
them on their programme, provided that there has been no breach of the Academic
Regulations or Student Code of Conduct. In such circumstances the University will
inform the Home Office UKVI that they wish to resume sponsorship and that they
will not be withdrawing Sponsorship.

If the student’s permission to stay in the UK under their Tier 4 visa has meanwhile
expired or been cancelled by the Home Office UKVI, the student will have to apply
for new permission to remain before they can return to programme.

4. The Role of the Student Progress Review

The key aim of the Student Progress Review policy and procedure is to aid student retention
and achievement by discussing and addressing concerns at the earliest opportunity. The
Student Progress Review procedure will therefore commence as soon as a student under
University Tier 4 sponsorship fails to engage with their programme by missing a point of
contact (see 3 above).

The Student Progress Review is not a disciplinary procedure. However, students are
expected to engage with the Student Progress Review procedure. Failure to attend the
Review appointment and/or to fulfil the action plan therefore constitutes a missed point of
contact (see 3. above) and a breach of the Student Code of Conduct.

5. The Student Code of Conduct and Adjudication Procedure

The Student Code of Conduct outlines the University’s expectations relating to the
behaviour of its students including legislative and regulatory compliance. The
University’s Adjudication Procedure is a disciplinary procedure invoked following any
breach of the Code of Conduct. The sanction for a proven breach of the Tier 4
Attendance Monitoring Policy by a student under University of Cumbria Tier 4
Sponsorship is deregistration and withdrawal of sponsorship. The student’s right to
remain in the UK under the Tier 4 visa is therefore terminated.
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6. Engagement Monitoring and Reporting for Postgraduate Research Students

A Under the University’s Academic Regulations and Student Code of Conduct,
students are required to notify the University if they will be absent for any reason
from any expected contact or activity associated with their academic programme.

Expected contacts or activities are any of the following: scheduled tutorial,
supervisory support session, progress review, any programme-related appointment,
attendance at three summer schools, and attending the viva voce examination.

In accordance with the Home Office UKVI Sponsor Guidance, as Sponsor:

e a pattern of engagement will be agreed between the student and the supervisor
at the start of the programme.

e arecord will be made by the student’s supervisor of Tier 4 student attendance
and/or absence at every expected contact. In line with the Graduate Research
Office policy, an appropriate activity is expected to take place every two weeks,
minimum

e absence is recorded as either notified or non-notified
e agreed periods of holiday are listed by the supervisor in the attendance record

e postgraduate research students studying away who wish to retain their Tier 4
status must continue to engage at the same frequency

0 expected contacts or activities may include, in this situation, supervisory
meetings by Skype, telephone, or email, where the email exchange is a
substantial discussion of the student’s progress

0 the attendance record will be kept in the same way, with the supervisor
noting that the student is studying away

0 the student must update their contact details in ICON for the period of their
studying away

e attendance and absence records are entered onto the individual student profile
by programme administrators and monitored as appropriate.

The University will report to the Home Office UKVI a student as being in breach of
the conditions of their Tier 4 visa when the pattern of absence has breached the
University’s Academic Regulations and Student Code of Conduct, and where they
have not given reasonable notice, or the University has reasonably not given
permission.

This has two consequences:
1. Tier 4 Sponsorship of the student will therefore be withdrawn
2. deregistration of the student from the programme of study will take place

If contact is re-established with the student the University may agree to reinstate
them on their programme, provided that there has been no breach of the Academic
Regulations or Student Code of Conduct. In such circumstances the University will
inform the Home Office UKVI that they wish to resume sponsorship and that they
will not be withdrawing Sponsorship.

HOME OFFICE UKVI Tier 4 Attendance Monitoring Policy
updated 2015


http://www.cumbria.ac.uk/Public/AQS/Documents/AcRegs.pdf
http://www.cumbria.ac.uk/StudentLife/Support/PuttingThingsRight/StudentConduct.aspx
http://www.cumbria.ac.uk/Public/AQS/Documents/AcRegs.pdf
http://www.cumbria.ac.uk/StudentLife/Support/PuttingThingsRight/StudentConduct.aspx

If the student’s permission to stay in the UK under their Tier 4 visa has meanwhile
expired or been cancelled by the Home Office UKVI, the student will have to apply
for new permission to remain before they can return to programme.
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