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University of Salford Student Guide to Attendance Monitoring
(Tier 4 Students) V4.0

1. Purpose

The University of Salford is required to monitor the attendance of all Tier 4 students, in
line with UK Visas and Immigration (UKVI) regulations as well as the Immigration Rules
that underpin immigration into the United Kingdom. As a Sponsor, the University of
Salford is committed to meeting all of its duties under its Tier 4 licence. As such, the
following attendance monitoring procedures have been put in place, which will assist you
in protecting your immigration status.

2. Scope

2.1 This policy is to be adhered to by Tier 4 students who are currently registered on a
programme of study with the University of Salford. You are classed as holding Tier 4
leave if you fall under any of the following categories:

« Students who currently hold a Tier 4 visa;

« Students holding student leave before the introduction of the Points Based
System;

« Students who have made an application for Tier 4 leave within the UK using a
Confirmation of Acceptance for Studies (CAS) number from the University of
Salford and a decision on the application is outstanding;

« Students who have made an application for Tier 4 leave within the UK using a
CAS number from the University of Salford, have had their application refused
and are currently undergoing an administrative review.

2.2 You will not be required to adhere to this policy if you currently hold leave outside of
Tier 4 of the Points Based System.

2.3 The following are NOT considered contact points for Tier 4 attendance monitoring
purposes — sessions where:

o a “student is expected to study independently, which may itself be 'guided'.
Independent study might include preparation for scheduled sessions,
follow-up work, wider reading or practice, completion of assessment tasks,
revision, and so on”.

o There are no in-person face-to-face contact points. On-line contact and on-
line learning cannot be used for Tier 4 attendance monitoring purposes
(except where/ when Home Office concessions allow this).

o Attendance is optional.

o Attendance is compulsory for students on a Tier 4 (General) student visa
but optional for other (i.e. non international) students.

3.1 All Tier 4 sponsored students on pre-sessional English programmes (PSE)

3.1.1. You will be monitored at one face-to-face in-person teaching event per day.
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3.1.2. You are subject to the Attendance Policy for Tier 4 Sponsored Students until

the end of your programme of study on your student record or the duration of
your visa, whichever is the earliest of the two dates.

3.1.3. You will also be exempt from the Attendance Policy for Tier 4 Sponsored
Students if you return to your home country, provide evidence that you have
left the UK and sponsorship of your Tier 4 visa has been withdrawn.

3.1.4. In order for you to fully comply with the Attendance Policy, the University
expects you to live within a commutable distance from the University. The
University of Salford defines ‘commutable distance from the University of
Salford’ as a distance from the University that enables you to attend the
University during core working hours on a daily basis if you are required to do
so. The location of where you choose to reside cannot, in any circumstance,
be considered an adequate reason for non-compliance with this policy.

3.1.5. Appendix A contains end to end process flows detailing the attendance
monitoring procedures for you if you are on a pre-sessional English (PSE)
programme.

3.2. All Tier 4 sponsored students on International Foundation Year (IFY),
Undergraduate (UG) and Postgraduate taught (PGT) programmes

3.2.1 You will be monitored at one face-to-face in-person teaching event per week. A
face-to-face in-person teaching event can be attending a lecture, tutorial, seminar or
supervised lab session or workshop. Each teaching week is known as a ‘contact point’.

3.2.2 You should take a Tier 4 Attendance Form to one face-to-face in-person teaching
event each week and have this form signed by a lecturer or specialist technician. It is
recommended that you have your form signed at a small lecture, seminar or tutorial
instead of a teaching event with a large class size.

3.2.3 Your school office will keep a stock of blank Attendance Forms. However, it is your
responsibility to have this form signed. If your school office does not currently have any
in stock, you may download one from the resources and guides section of the University
Immigration and Visas webpages.

3.2.4 You must submit your signed Attendance Form via Salford Advantage no later
than the Sunday at the end of the teaching week concerned. Late forms will not be
processed and will be classed as missed attendance.

3.2.5 If you have a valid reason for submitting your form late then you must advise your
School Office. In some instances you will be asked to supply evidence to support the
reason why it is late.

3.2.6 Records of your attendance will be made available to UK Visas and Immigration as
part of the terms and conditions of your Tier 4 Visa or Tier 4 Visa application.

3.2.7 If you miss any face-to-face in-person contact points, your School will contact you
to request immediate attendance and may also require an explanation for your absence.
You may also be asked to provide documentary evidence in order to ascertain whether
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any absences can be deemed as authorised. This information will also be made

available to UK Visas and Immigration.

3.2.8 In line with University academic regulations, all Undergraduate modules during the
final year are classed as ‘taught modules’. For the purposes of attendance monitoring
you will still be required to submit your attendance monitoring form each teaching week.

3.2.9 During the designated reading weeks and holiday periods for your programme of
study, you are not required to submit attendance monitoring forms. This is because your
programme of study has no expected face-to-face in-person contact points during these
times.

3.2.10 During the designated exam periods for your programme of study, you are not
required to submit attendance monitoring forms.

3.2.11 In order for you to fully comply with the Attendance Policy for Tier 4 Sponsored
Students, the University expects you to live within a commutable distance from the
University. The University of Salford defines ‘commutable distance from the University
of Salford’ as a distance from the University that enables you to attend the University
during core working hours on a daily basis if you are required to do so. The location of
where you choose to reside cannot, in any circumstance, be considered an adequate
reason for non-compliance with this policy.

3.2.12 Appendix B contains end to end process flows detailing the attendance
monitoring procedures for you if you are on an IFY, undergraduate or postgraduate
taught programme.

3.3. Tier 4 students on Postgraduate Taught (PGT) programmes completing a final
project or dissertation

3.3.1 If you have formally progressed to your final project or dissertation stage of the
programme and are no longer attending classes or lectures then you only need to
submit an Attendance Form once every calendar month instead of every week, but you
will still need to maintain regular face-to-face in-person contact with your dissertation
supervisor. Each teaching month for students who have progressed to the final stage of
the programme is known as a ‘contact point’.

3.3.2 You should continue to have your Attendance Form signed by your supervisor, but
in addition to this, you are also required to keep an accurate record of your progress,
which may be requested at a later date for the purposes of visa compliance.

3.3.3 Your school office will keep a stock of blank Attendance Forms. However, it is your
responsibility to have this form signed. If your school office does not currently have any
in stock, you may download one from the resources and guides section of the University
Immigration and Visas webpages.

3.3.4 You must submit your signed Attendance Form via Salford Advantage no later
than the Sunday at the end of the calendar month. These deadlines are available via
the Immigration and Visas section of the AskUS website. Late forms will not be
processed and will be classed as missed attendance.
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3.3.5 If you have a valid reason for submitting your form late then you must advise your

school office. In some instances you will be asked to supply evidence to support the
reason why it is late.

3.3.6 Records of your attendance will be made available to UK Visas and Immigration as
part of the terms and conditions of your Tier 4 Visa or Tier 4 Visa application.

3.3.7 If you miss any face-to-face in-person contact points, your School will contact you
to request immediate attendance and may also require an explanation for your absence.
You may also be asked to provide documentary evidence in order to ascertain whether
any absences can be deemed as authorised. This information will also be made
available to UK Visas and Immigration.

3.3.8 In order for you to fully comply with the Attendance Policy for Tier 4 Sponsored
Students, the University expects you to live within a commutable distance from the
University. The University of Salford defines ‘commutable distance from the University
of Salford’ as a distance from the University that enables you to attend the University
during core working hours on a daily basis if you are required to do so. The location of
where you choose to reside cannot, in any circumstance, be considered an adequate
reason for non-compliance with this policy.

3.3.9 Appendix C contains end to end process flows detailing the attendance monitoring
procedures for you if you have progressed to dissertation on a Postgraduate Taught
programme.

3.4 All Tier 4 sponsored students on placements or exchange programmes

3.4.1 Itis a UKVI requirement that all Tier 4 sponsored students on placements or
exchange programmes must also be monitored on their attendance.

3.4.2 You must ensure that your contact details (e.g. term time address and contact
telephone number) are kept up to date on the Student Information System by using Self
Service. This is a condition of your Tier 4 visa.

3.4.3 You must print an Attendance Form each week and have it signed by a nominated
line manager or point of contact at your placement or exchange venue. Alternatively,
signed copies of timesheets may be provided as evidence of your attendance.

3.4.4 Your Attendance Form or timesheet must be submitted via Salford Advantage by
no later than the Sunday following the end of each teaching week.

3.4.5 If you have a valid reason for submitting your form late then you must advise your
school office. In some instances you will be asked to supply evidence to support the
reason why it is late.

3.4.6 During the designated reading weeks and holiday periods for your programme of
study, you are not required to submit attendance monitoring forms. This is because your
programme of study does not have expected face-to-face in-person contact points
during these times.

3.4.7 In order for you to fully comply with the Attendance Policy for Tier 4 Sponsored
Students, the University expects you to live within a commutable distance from your
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placement or exchange programme. The University of Salford defines ‘commutable

distance’ as a distance from the placement or exchange programme that enables you to
attend said placement or exchange during core working hours on a daily basis if you are
required to do so. The location of where you choose to reside cannot, in any
circumstance, be considered an adequate reason for non-compliance with this policy.

3.4.8 Appendix B contains end to end process flows detailing the attendance monitoring
procedures for you if you are on an IFY, undergraduate or postgraduate taught
programme.

3.4.9 Please note: you must normally have applied for a new visa after securing, but
before starting the placement or exchange programme if your programme will now be
longer as a result (applicable where your original visa was not granted for long enough
to cover the duration of both the programme and the placement or study abroad).
However, if this application is not made in good time (e.g. eight weeks before the
placement or study abroad is due to commence), your visa extension should be made
after the placement or study abroad has taken place.

3.5 Tier 4 students required to retake a module or resit an examination

3.5.1 Sometimes you may be required to re-sit an examination before being allowed to
join the next level of the course; the University re-sit period normally takes place in
trimester three of each academic year. The re-sits may also take place at an alternate
time of the academic year if you are studying on a Postgraduate course.

3.5.2 UKVI regulations state that if any students are not required to participate in their
programme of study (either in class or by some other face-to-face in-person contact) for
more than 60 days, then these students must leave the UK. In such instances, the
University will withdraw your Tier 4 sponsorship, set your student record to ‘interruption
of study’ and UKVI will be informed of the circumstances. This will protect your
immigration status and reduce the chance of you running out of time to study on your
chosen course by stopping the time you are not studying counting towards your total
amount of time you are eligible to study in the UK.

3.5.3 If you are in this situation, you will be asked to provide evidence that you have
left the UK (such as a scanned exit stamp in your passport and an e-ticket/ boarding
pass). This will then exempt you from the attendance monitoring procedure. You may
then request a new CAS, which can be used to apply for a new visa in order to return to
the UK.

3.5.4 The main instances where this would apply to you would be:

* You are on a postgraduate programme and you have completed your taught
modules by the January or May of the academic year but the re-sits you are
required to take place will not take place until the August;

* You have completed the re-sit examinations and are required to retake the
module but the module is not due to run again until the next semester or the next
academic year.

3.5.5 As a Tier 4 visa holder, it is your responsibility to ensure that you comply with the
terms of your leave to remain. If there are any concerns regarding compliance with the
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60-day regulation then you are strongly encouraged to contact your School Office for

advice which will then be followed up with advice from the Home Office Compliance
Team where required.

3.6 Tier 4 sponsored students on Postgraduate Research (PGR) programmes

3.6.1 Full-time PGR students are required to attend at least one formal face-to-face in-
person supervision session each month. PGR students who take an authorised leave of
absence of 21 days or more in one calendar month will not be required to have a formal
face-to-face in-person supervision session within that calendar month.

3.6.2 It is your responsibility to keep a record of each formal face-to-face in-person
supervisory session using the Research Supervision Record Form (RSRF).

3.6.3 The RSREF is available to download from the resources and guides section of the
University Immigration and Visas webpages.

3.6.4 You must submit your signed RSRF via Salford Advantage no later than the
Sunday at the end of the calendar month. The deadlines are provided on the University
of Salford webpages.

3.6.5 Late forms will not be processed and will be classed as missed attendance.
However, if you have a valid reason for submitting your form late then you must advise
the Research Support Team. In some instances you will be asked to supply evidence to
support the reason why it is late.

3.6.6 If the RSRF form contains an electronic rather than a ‘wet’ signature from the
supervisor, you must ensure that you provide a screenshot of the email in which this
form was returned to you as evidence.

3.6.6 Records of your attendance will be made available to UK Visas and Immigration as
part of the terms and conditions of your Tier 4 Visa or Tier 4 Visa application.

3.6.7 If you miss any face-to-face in-person contact points, the Home Office Compliance
team will contact you to request immediate attendance and may also require an
explanation for your absence. You may also be asked to provide documentary evidence
in order to ascertain whether any absences can be deemed as authorised. This
information will also be made available to UK Visas and Immigration.

3.6.8 In order for you to fully comply with the Attendance Policy for Tier 4 Sponsored
Students, the University expects you to live within a commutable distance from the
University. The University of Salford defines ‘commutable distance from the University
of Salford’ as a distance from the University that enables you to attend the University
during core working hours on a daily basis if you are required to do so. The location of
where you choose to reside cannot, in any circumstance, be considered an adequate
reason for non-compliance with this policy.

3.6.9 All Tier 4 sponsored research students are required to comply with the Taking
Leave of Absence Requirements in the Code of Practice for Research
Programmes.

3.6.10. Please note: if you take an authorised leave of absence of 21 days or more in
one calendar month you will not be required to have a formal face-to-face in-person
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supervision session within that calendar month, but you will be required to complete an

Advantage form detailing the authorised leave period. If you take an authorised leave of
absence of 20 days or less within one calendar month, you will still be required to have a
formal face-to-face in-person supervision session within that calendar month.

3.6.10 If you require an academic extension to your studies, you will need to seek
approval from your supervisor if you need to be in the UK during your extension. Your
supervisor will need to agree to continue to have regular face-to-face in-person meetings
with you and you will need to continue with the attendance monitoring process of
submitting your signed RSRF once a month via Salford Advantage.

3.6.11 Appendix D contains end to end process flows detailing the attendance
monitoring procedures for you if you are on a PGR programme.

3.7 Tier 4 students who have returned to their home country or overseas on either
PGT or PGR programmes

3.7.1 If you are a PGT or PGR student and have returned to your home country or are
currently overseas completing data collection, you must have permission to do so from
your supervisor and a firm date of when you are required to return to the UK." Whilst
your visa is still active you must maintain contact with your supervisor and continue to
submit your signed Attendance Form or RSRF via Salford Advantage. It is
recommended you do so in the following way:

a) Arrange a supervision session either by Microsoft Teams, or if this is not possible,
Skype. Email contact is acceptable but should only be used as an exception;

b) Following the session send your form to your supervisor and ask them to sign and
send it back to you via email;

c) Submit the form via Salford Advantage;

d) Please note: if your form contains an electronic rather than a ‘wet’ signature from
the supervisor, you must ensure that you provide a screenshot of the email in
which this form was returned to you in as evidence.

3.7.2 If you are a PGR student or a PGT student writing up your dissertation, it might be
the case that you decide to return to your home country and that no further face-to-face
in-person contact is required with your supervisor or the University. You must provide
evidence that you have left the UK (such as a scanned exit stamp in your passport
and an e-ticket/ boarding pass) to HomeOfficeCompliance@salford.ac.uk . We will then
make an assessment as to whether we can exempt you from the attendance monitoring
procedure and will in turn inform your school where required.

In this instance, the University is required to cancel your Tier 4 sponsorship and you
must not return to the UK on this visa. Should you then wish to return to the UK for a
short stay (for example, to submit your dissertation or attend a viva), you will need to
contact the Home Office Compliance Team for further guidance.

" If you do not have a firm date that you are required to return to the UK by then we will withdraw your Tier
4 sponsorship with UKVI.
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3.7.3 It is not acceptable to wait until the end of your data collection period to submit

your RSRF forms.

3.7.4 Appendix C contains end to end process flows detailing the attendance monitoring
procedures for you if you have progressed to dissertation on a PGT programme.
Appendix D contains end to end process flows detailing the attendance monitoring
procedures for you if you are on a PGR programme.

3.8. Sickness and authorised absences

3.8.1 If you are sick for a few days and are able to attend some lectures during the
beginning of the teaching week or re-arrange your dissertation or research supervision
session, ensure you submit your Attendance Form or RSRF form via Salford Advantage
before the end of the teaching week or calendar month concerned.

3.8.2 If you are sick for a period of up to seven days and miss a full week’s worth of
teaching you must complete a self-certificate form, detailing the nature of your sickness
and an estimated return date, and submit this via Salford Advantage.

3.8.3 If your period of absence is longer than seven days you must submit a note from a
doctor or medical professional via Salford Advantage detailing the expected period of
absence. Please be aware that notes from holistic therapists without an additional note
from a certified doctor or recognised medical professional in the UK cannot be accepted.

3.8.4 If you expect your absence to be for a significant amount of time, i.e. 60 days or
more, you will need to consider whether an interruption of study would be suitable to
protect your academic record.

3.8.5 If you are required to be absent from the University for a period of time for other
reasons such as family or personal bereavement, you need to contact your School or
the Research Support Team in the first instance. This is because authorised absences
are an academic decision.

3.8.6. If you are granted an authorised absence, you need to complete an Advantage
form submission for the week/month concerned stating the period of your authorised
absence and the name of the staff member who granted this.

3.9. Staff absence

3.9.1. An expected face-to-face in-person contact point is one which you would in
principle have been able to attend. If a lecture, tutorial or other planned contact point is
cancelled due to staff absence or industrial action, any missed face-to-face in-person
contact point caused by such circumstances will not be treated as an unauthorised
absence.

3.9.2. In the event of a prolonged disruption to the normal schedule of attendance, for
example as a result of the absence of a member of staff or industrial action, it may be
necessary to vary the process for verification of attendance. If this is necessary, you will
be informed of any new requirements via your University email address and other formal
notification processes, such as the Student Hub. For example, during the COVID-19
crisis, UKVI agreed to special provisions where Tier 4 sponsors could offer on-line
learning in place of face-to-face teaching.
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4. Policy Enforcement

4.1. Submission of Tier 4 Attendance Forms and Research Supervision Record
Forms

4.1.1 If your attendance monitoring forms/research supervision record forms are
submitted late or are not signed and dated, they will not be accepted and will be classed
as a missed face-to-face in-person contact point.

4.1.2. If you submit fraudulent Attendance Forms/RSRF forms, such as those where the
date has been purposefully altered or a signature has been forged, you will be subject to
the University’s Student Disciplinary Procedure. You can find further information about
this in the Attendance Monitoring Policy. (See Related Documentation section below)

4.2 Consecutive missed attendance and non-compliance

4.2.1 If you do not comply with the attendance monitoring process, you will be withdrawn
from your programme of study and sponsorship of your Tier 4 visa will be withdrawn by
the University of Salford. This will result in the curtailment of your leave to remain in the
United Kingdom. Non-compliance is considered as:

» 6 consecutive days without attending a pre-sessional English class for students
completing a pre-sessional programme.

« 6 consecutive weeks without submission of an Attendance Form for students
completing taught modules on IFY, UG and PGT programmes or currently on a
placement or exchange programme.

» 3 consecutive months without submission of an Attendance Form or RSRF form if
you are completing the final stage of a PGT programme or a research
programme.

4.2.2 If you are identified as not complying with this policy, you will be requested to
attend an attendance interview with a member of the Home Office Compliance Team
and provide evidence of your attendance. If you fail to meet with the Home Office
Compliance Team and do not provide further evidence of your attendance within 10
working days of being identified, you will be withdrawn from your programme of study
and sponsorship of your Tier 4 visa will be withdrawn by the University of Salford.

4.2.3 If you meet with the Home Office Compliance team then, following your attendance
interview, a member of the Home Office Compliance Team will review the evidence
provided and the outcome of the interview before considering a withdrawal of
sponsorship. They will consider your attendance history in regard to the overall
percentage of contact points met, regularity of submission, consecutive missed
attendance and any evidence supplied by yourself and your school in regard to your
engagement with your programme of study. The Home Office Compliance Team staff
member will then decide whether continuing to sponsor you will pose a risk to the
University’s Sponsor License. Please note, examination and assessment marks are not
considered as satisfactory evidence and any evidence you submit must demonstrate
you have been active as a student during the teaching weeks of your programme.
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4.2.4 If a decision is made not to withdraw sponsorship of your Tier 4 visa, you will be

contacted via email to advise you of this. Your attendance record will be updated and
you will also be sent a ‘Terms and Conditions’ document that you will need to sign and
return. If you continue not to comply with the University’s Attendance Monitoring Policy,
sponsorship of your Tier 4 visa may automatically be withdrawn.

4.2.5 If a decision is made to withdraw sponsorship of your visa, the Home Office
Compliance Team will contact you via letter and email to advise you of this and to detail
the actions you need to take. The Home Office Compliance Team will then withdraw
you from your programme of study and inform your school.

4.2.6 Where sponsorship has been withdrawn and you then make contact with the
Home Office Compliance Team, the decision may be able to be reversed if sufficient
evidence of attendance and engagement can be provided. If the Home Office have not
actioned the withdrawal and you meet with the Home Office Compliance team and
provide sufficient evidence, the notification to the Home Office will be withdrawn and you
can continue to be sponsored under Tier 4 by the University of Salford. In this situation,
point 4.2.4 will then apply. However, if the Home Office have actioned the withdrawal,
you would need to leave the UK and obtain fresh leave to re-enter the UK.

4.2.7 If sponsorship of your Tier 4 visa has been withdrawn (because you were unable
to provide satisfactory evidence of your attendance) the decision cannot be reversed.
This is because you have failed to meet the conditions of your Tier 4 visa. Sponsorship
of your Tier 4 visa will be withdrawn, as will your student status, and you must return
home. Following these actions, if you wish to return to the University later on, you must
provide sufficient reasoning and/or evidence of attendance. This will be reviewed on a
case by case basis.

5.0 Related Documentation

The following documents can be found on the University Policy & Procedure pages at
http://www.salford.ac.uk/policies (Academic Governance section):

» Attendance Monitoring Policy For Tier 4 Sponsored Students
« Academic Regulations for Taught Programmes

« Academic Regulations for Research Programmes

« Personal Mitigating Circumstances Procedure

» Interruptions and Withdrawals Policy

« Student Disciplinary Procedure

+ Tier 4 Work Placement Policy

» Fitness to Practise Procedure

The following documentation can be found on the Government webpages
https://www.gov.uk/:
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« Tier 4 of the Points Based System — Guidance for Sponsors. Document 1:

Applying for a Tier 4 License

» Tier 4 of the Points Based System — Guidance for Sponsors. Document 2:
Sponsorship Duties

» Tier 4 of the Points Based System — Guidance for Sponsors. Document 3: Tier 4
Compliance

» Tier 4 of the Points Based System: Guidance for Sponsors. Document 4: Higher
Education regulatory reform

« Tier 4 of the Points Based System — Policy Guidance

The following supporting documentation can be found on the University of Salford
Immigration and Visa Help Pages at http://www.salford.ac.uk/askus/immigration-visas:

« Tier 4 attendance form
» Research supervisory record form
» Sickness self-certification form (for IFY, UG, PGT and PGR students)

Guides to submitting your attendance monitoring form
» Deadlines for research supervision record form

The following supporting documentation can be found on the Salford Languages pages:
« Sickness self-certification form (for PSE students)

6.0 Appendices

Appendix A: Process flow detailing attendance procedures for Tier 4 students on
a Pre-sessional (PSE) programme

Appendix B: Flowchart attendance procedures for Tier 4 students on International
Foundation Year (IFY), Undergraduate (UG) and Postgraduate Taught (PGT)
programmes

Appendix C: Flowchart attendance procedures for Tier 4 students on
Postgraduate Taught (PGT) programmes who have progressed to their
dissertation

Appendix D: Flowchart attendance procedures for Tier 4 students on
Postgraduate Research (PGT) programmes
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Appendix A: Process flow detailing attendance procedures for Tier 4 students on a
Pre-sessional (PSE) programme

| Attendance monitoring process for Tier 4 sponsored students on Pre-Sessional English
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_ 15 e form . Tou s chissed a5
Submit a sett-cert Salfrd Lang e grs acreptante ong r—yesy YOUT P will be having attended for
form t0 cherk your form o Hmer sceepeed thet cnimct point

Self-Cent
fom

Submitting a

What happened to my
self-cert form?

Your form will be You s not dassed as
declined snd you having nttended nnd you wil
‘will receive an b Eored & having

missed that contact point.

el stating Shis

{2rve you Youare classed as
submitied 8 Yes :::"" ™ ¥es—3  having sttended
beff-ce i forp? peed? that mntact peint

I
Wou sre clussed =
hawing miszed &
ontact point. Saiford
Lang umges will s=nd
FOU 2 Warning &mail

Bfter 6+ missed contact poimts, the Saford
Languages tmam will email you oo
State that you need to provide evidence of
your stiendance;
Statethist you need to attend an interviow

Wt tWo mismbers of the S Nord
Langunges i=am.
This needs to be done within 5 woking

For each contac
paint you miss,
Salford Lang uwges wil
SEnC YO & Warning
email

Mo further
action

The University will continue:
‘o sporsor yos aconding to
strict oriteria and will send Yes
you termes snd condifions wia |

emasil which you must sgn- The University will withdraw sponsorship of your Tier

4 wiss with the Home Office. The Home Office:
Complisnce Team will contsct you vie email and letter
to infionm you of this decision .

=)

‘Whatif | don’t attend or if | submit forms that are not
accepted?
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Appendix B: Process flow detailing attendance procedures for Tier 4 students on
International Foundation Year (IFY), Undergraduate (UG) and Postgraduate Taught
(PGT) programmes

Attendance monitoring processes for Tier 4 sponsored students on Undergraduate @& ) and Postgraduate Taught (R ) progaammes
s E Submit atlendance form or appropriate
S 1t you are abie o Sicknoss record 1o Salford Advantage by
2 atond class . fil out the Sunday at the end of tho 1eaching Koep the hard copy
= S f—— memyoumen form wakc > ofyourformfor > o
E ‘aperopratoly and Ploasenote : Late forms will not e your own records
= S5Red ot ar s Aot And are Gassed as & miseed
38 amorcarcs
E “Your schoal office
o~ 15 the form You are ciassed as
E< You submitan ‘chock your - Your form wi be. = =5 -
§.§ ‘somisson T37 T=T
B Y
o
[SRs] v
= 'g Your form will be. You are not dassed as having
w D g week
=% wAlreceve anemail > and you have a missed contact ~ > -
Ssating ths it
Vou are classedas
Sl youl Is the form having attended
Sent > swmmgdan > e D e -
ttorience forg sk Afier a further period of non
r attendance the Home Office
- L] ‘Aftor a prolongod Compliance team wil email you
3 v poriod of mssed -

You are ciassed as For each week you ‘aondance . te = State that you need 1o
< [ 55 you start o o oo [ ey e BN Sremvaie Svianes ot your
g e e e dbmtaccesiod iy o sonaovn > L swomtaceoed <, SR

‘school wil send you send you a warming il send you a Bnclenos o - Stato that you necd 1o

awaming email 2 emad ‘waming email for attend an interview wit

' cach vook of mrissed | o members of the Home
vy - soam
B v x This needs 1o be done within 5
ot No further action working.
8 ¥ + 1
™
% L L Three members of Home
E meot 1o discuss your
S attendance on & working
= =
5 ¥
2]
= The Universty wat continue
S - o - ST 12 sponsor you according 1o - Dict you Stancien.
-~ rhoracton <& ——  attendance forms <~ sirict craeria and vl send
B (oot caror vou serens ara o prowikto s Mciora
3G ‘o wihich you must sgn
g 1
= ]
= v
= ~ The University will withdraw
= Vo> of your Tier 4 vea
o Do you heve pro S it the Home Office
lorged porod of - Home Offics Comy toam
1o ~anendance 7 il contact you via omail and
lettor 10 inform you of this
‘Gocison
=
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Appendix C: Process flow detailing attendance procedures for Tier 4 students on

Postgraduate Taught (PGT) programmes who have progressed to their dissertation

Attendance monitoring processes for Tier 4 sponsored students on Postgraduate Taught courses who have progressed to their dissertation
E g Submit attendance form (or doctors note
S S _—_— Flouten or the uraton of 1he month ) 1
2 it you atondance form Acivaniags by he Suray 1olowing the Koop tho hard copy
= Sert —_— a'c-io'm and end of the calendar month ——» ofyourformfor ——» ]
E Mo have this oy Please note: ate forms will not be ‘own records
5 s ) Sour semanveor crepier ari ave Chamaoed e & reiaaact vour
w
E‘ “Your schoal office
o . o thoform T p———
You sutmitan Ceckyour Your form wil bo
S E Sen > JYougomkan | 0 |  hecouwr ) | ard e > > having ationded for —> &
§l§ ontme 7 month
e |
g8 b4
=2 T T
« - are
E3 JGecinedandyou L o monded for that monthand > -
stating
Have: = You aro cossed ca
st L > sbmmsdon e > 1w > having afonded —> ™
o 2 ? o o mons
> I ™o Homo Ofics Gompiance toam
o L] wilemaiyouand -
% v o o ) = State that you nesd 10
. e o Provido ovisnce of your
S [—— o Home Ofics liordance forrfh TreHomoOfics ahondanco e
rovrpamesed ———» ComlereeTeam | LSOONT camuAl o tolowing ——— +  Stats that you need to atiend
St ; qeriyous :
: s el thatis wee that is an interview with two
- H Trbrmizars of o Home Offce
- - e )
‘é > > “This needs 1o be done within 5
P No further action No further action DR Te
= v v l
= ] [}
‘é Three members of Home.
S =
e attendance on € working
E ay
El v
5 Tho Univorsty wal continue
g Do you begin to submit 1o Sponsor you according 1o Didyoe Stoodaa)
- Le—| Noturnoracion |6 —  anordancs fomre that e siict croria and wil cond -
= oot our requirements 7 You torms and conditions via TG suticien
= ‘emai which you must sign
= 1
= o
w v
= The University will withdraw
‘sponsorship of your Tier 4 vea
o Do you have pro - ‘with the Home Office . The
S 5 - Homms s Gorm
o Somrcance 2 ‘Wit Gontac you via ol and
lotor 10 inforr you of thie
s
-
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Appendix D: Process flow detailing attendance procedures for Tier 4 students on

Postgraduate Research (PGT) programmes

Attendance monitoring processes for Tier 4 sponsored students on Posigraduate Research Programmes
F
§ Submit research supervision record (ar
Goctors note for the duration of the
Filout an research
< Moot with your o morth ) 1o Salford Advantage by o
s ‘supervisor , uniess supervision record Sunday following the end of the calendar Keep he hard copy
» -2 St — ore Miorthe. o and ——> ofyourformfor —> =
£ e s have this sgnod oy Plecmarcte : Lata forma wil notbo CIEIT e
?é ‘accepted and are classed as a missed
3°
=
S
g g Yousutrita (O
rescarch The PGR eam chadk attendance .
= S= i your iss e > YO e > having ationded for — =
s via Saord ormson that
@ onfme 2
L5 ;
3 5
Y
g B Your form will be ) S
. monthand ——> &
3 T IR
—_—
Have you submitied -0 prm— -
Start — ~—& 3 having attended ———3 =
supervison record via il g
‘Soford Advartage 7 =
5 I e Hormo Offcs Gomptance
- ! o wilemailyouand
g' 8 3 - State that you need 1o
Do you submit your Do you submit your provide evidence of your
Youare cessedes hekime Of supervsion e e O roscarch suporvision atioedanc ©
B havrgamissed 3 COTpiancoTeam _ record for the —n - ! > record for the ~» - State that you need to attend
= wil send you a following weok that is, ing thatis. an interview with two.
= ) acceptod 7 G acoeptod 7 members of the Home Office
. . Complerce!
b - - This noods 15 50 Gono wilkin 5
E No further action No further action 2
S b v l
= = =
5 Throo mombers ofHomo
El Office: toam
-_— meet 1o discuss your
= attlendance on & working
5 ay
E— . The Universty wil continue.
E] mwyouheg:ng;hvnh o > o Did you attend an
- <— Nofuthoracton <& — <« sirict crteria and wil send - 2 :
5 = e and v sord e
= == ‘orma which you must sgn - S
=
g | g
= v
£ < Tho Urivorsio i windraw
—_ ~ 'sponsorship of your Tier 4 vea
= N Doyou have pro - with the Home Offico . Tro.
= longed period of - Home Offk team
e will contact you via email and
= lotior 16 niorm you of the
=
&
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