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Placement Student Procedures 

1. SCOPE AND PURPOSE 
1.1 These procedures are for BU staff who deal with Tier 4 (G) students whose course has a placement option.
1.2 The UK Border Agency (UKBA) has a Tier system for their visas and the student route is called Tier 4 (G) student visa.
1.3 These procedures are to ensure that the UK Border Agency (UKBA) regulations for Tier 4 sponsors are adhered to whilst a student is on an official placement as part of their course. 
1.4 If you would like this document in a different format, please email migrantreporting@bournemouth.ac.uk.
2. KEY RESPONSIBILITIES

2.1 Responsibility for the management and implementation of these policies and procedures lies with the Head of Student Services, who is also the UKBA Authorising Officer, with the day to day assistance of the Immigration Compliance Officer 
2.2 All staff who deal with Tier 4 (G) Placement students are responsible for ensuring this procedure is followed in line with the procedures outlined in 3.
3. LINKS TO OTHER BU DOCUMENTS 

https://staffintranet.bournemouth.ac.uk/aboutbu/policiesprocedures/
3.1.1 60 days non-engagement

3.1.2 PBS Immigration Procedure
3.1.3 PBS record keeping procedures

3.1.4 Rejected or refused visas and CAS

3.1.5 Reporting a CAS student – pre-enrolment

3.1.6 Reporting a CAS student – post-enrolment

3.1.7 Students who have BU academic offence or appeal pending

3.1.8 BU online Courses
3.1.9 BU secondary institution of study
3.1.10 Attendance and Withdrawals procedures

3.1.11 Admissions procedures

3.1.12 University Rules and Regulations 
4.      When a Tier 4 (G) student finds a placement
4.1 Details of the student’s placement must be recorded on Unite or mycareerhub by the Employability Co-ordinators (EC) as soon as the student informs BU:

· Company

· Address

· proposed start and end date.
4.2 The EC to send the immigration letter to the employer of the Tier 4 (G) student (appendix 6).
4.3      If a student becomes exempt from their placement, and this results in their course ending earlier than the published end date (and as noted on the CAS), this must be reported to migrantreporting@bournemouth.ac.uk with details of the original course end date and the new course end date. This new course end date should also be reflected on Unit e within 10 days of the exemption being authorised. 
5.      During the placement 
5.1 Recording PDA visits 
5.1.1 Undergraduate students - PDA’s will need to record (Unit E or Career Hub) the dates of their 2 visits. These are commonly one in person visit and one remote visit. 
5.1.2 Postgraduate students - PDA’s will need to record (Unit E or Career Hub) the date of their 1 visit.

5.1.3 This is our way of confirming to the UKBA that we are monitoring our students and ensuring the students are engaging with their placement.
5.2   Employer contact
5.2.1 As per the immigration letter sent to the employer, if the student fails to come to work without authorisation (either sickness or agreed leave) or contact for 10 consecutive working days (2 weeks), they will contact the EC to inform.

5.2.2 The EC will need to instigate the Attendance and Withdrawals procedure, and issue the 3 required letters, checking with the employer and PDA that the student has not made contact before letters 2 and 3 are issued (and copied to the Programme Administrator (PA) for information, as they are responsible for the student record whilst enrolled at BU). (Appendix 1, 2, 3).
5.2.3 If the student has not made contact after the 3rd letter, the case should be passed to the PA to be withdrawn on Unit e, inline with the Attendance and Withdrawals procedure. (Appendix 4).
5.2.4  Once withdrawn an email should be sent to migrantreporting@bournemouth.ac.uk with the following details:

· Student name

· DOB

· Nationality

· Unit E number

· Employer name, email and phone number with a named contact

· Any details passed to the EC by the employer about the student.
5.2.5 The student will be reported to the UKBA and will be informed of this, in line with the PBS reporting policy.
6.0
If the student does not contact the EC with details of a placement within the BU policy timescales - Undergraduate students
6.1 If the student has not informed the EC of their placement by the required deadline as noted in 6.2 below, the Attendance and Withdrawals letter (Placement) should be sent to the student. (Appendix 5).
6.2  If by the deadline of 17th December the student has not secured the placement the student case should be passed to the PA to Suspend on Unit e.
6.3  Once suspended on Unit e, an email should be sent to migrantreporting@bournemouth.ac.uk with:

· Student name

· DOB

· Nationality

· Unit e number

· Confirmation of when the student was suspended and the date they will be re-enrolled.
6.4  The student will be reported to the UKBA and informed of this, in line with the PBS reporting policy.
The only exception to this is for students on the Design, Engineering and Computing (DEC) Sandwich courses whose placement deadline is not fixed.
7.  Postgraduate students and Placements

7.1    If the student, after enrolment, either opts to take a study unit that is not the placement - School of Tourism(ST) - or does not undertake the optional placement (DEC), this should be updated on Unit E within 2 weeks of the deadline passing, to reflect that the course end date is not 24 months, but either 12 or 15 months.
7.2  Once Unit e has been updated an email should be sent to migrantreporting@bournemouth.ac.uk with:

· Student name

· DOB

· Nationality

· Unit e number

· Confirmation of the new, earlier end date 

· The reason why (‘opted out of placement unit’).
7.3  The student will be reported to the UKBA for their length of visa to be shortened, and the student will be informed of this, in line with the PBS reporting policy.
The only exception to this is for students on the Design, Engineering and Computing Postgraduate courses whose placement deadline is not fixed.
8.   If the student fails Level I and is required to spend their third year of BU study re-taking and is not able to progress to level P
8.1 If an international student on a Tier 4 (G) student visa is in this position, they are not allowed to take up an ‘Unofficial Placement’ at the same time as retaking the Level I units, and then claim Placement Exemption.
9. REFERENCES AND FURTHER INFORMATION 
9.1 In line with paragraph 364 – 369 inclusive of the UKBA Tier 4 (G) Sponsor Guidance.
5 APPENDICES [list any appendices as follows]

Appendix 1
SL Attendance1 Placement
Appendix 2
SL Attendance2
Appendix3
SL Attendance 3 overseas (no contact) Placement
Appendix4
SL Attendance 3 overseas (with contact) Placement
Appendix5
SL Attendance 1 no placement found

Appendix6
employer letter
Appendix 1

Job Title

Name

xxxxxx@bournemouth.ac.uk 

Direct line +44 (0) 1202 96xxxx

Ref: SL/Attendance/1

Date: xxxxxx
Title Forename Surname

Address 1

Address 2

Address 3

Address 4

Postcode

Dear Forename

Programme Title
I understand that you have [been absent for 10 days of work from your placement  without prior arrangement with your employer. It is important that you tell us if you are experiencing any problems that are affecting your ability to attend or are likely to affect your performance on the programme. We will always be sympathetic to absences where these are for genuine reasons - but it is in your interest to keep us informed if you are facing difficulties, or to let us know in advance that you will not be able to attend. Any sensitive information will of course be treated confidentially.
If your [absence/failure to submit] was due to illness, please inform either your Employability Co-ordinator or myself immediately. You will also need to provide us with a medical certificate or doctor’s letter and you may need to submit a Mitigating Circumstances Form to the Board of Examiners before the specified deadline. The Code of Practice on Mitigating Circumstances is available at http://portal.bournemouth.ac.uk/C11/Mitigating%20Circumstances/default.aspx 
If your absence was for any other reason please contact me on (tel or email) so that we can discuss your situation in confidence.
The University has a range of facilities and support available for students and information about these is available on the University website (www.bournemouth.ac.uk) or from askBU (email askBUstudents@bournemouth.ac.uk or tel (01202) 969696.
Staff in the Students’ Union Information and Advice Service are also available to offer independent advice and assistance on a range of University and non-university issues. They can be contacted on studentadvice@bournemouth.ac.uk or tel (01202) 965778/9.
I look forward to hearing from you shortly.
Name

[Programme Leader / Programme Coordinator] 
Cc: File
Appendix 2

Job Title

Name

xxxxxx@bournemouth.ac.uk 

Direct line +44 (0) 1202 96xxxx

Ref: SL/Attendance/2

Date: xxxxxx
Title Forename Surname

Address 1

Address 2

Address 3

Address 4

Postcode

Dear Forename

Programme Title

Further to my previous letter of (date) it appears that there are still problems with your attendance on your work placement. Our experience shows that non-engagement with studies, including lack of attendance, normally results in poor performance in coursework and examinations and you are therefore jeopardising your chances of performing to the best of your ability on the (programme). Please also note that if you submit coursework after the deadline without an authorised extension this will result in a mark of 0%. 

You should be aware that eligibility for a student loan, bursary, scholarship and Tier 4 (G) student visa is dependant upon you passing level P and that non-engagement may affect your entitlement to these. Should you be considering withdrawing you should be aware that your withdrawal date will be when you notify us that you do not intend to return not the last date of attendance.

Your current residence status in the UK is based on your being enrolled as a full-time student in the UK, and we are legally obliged to inform the UK Border Agency (UKBA) if you withdraw. Should this occur, if you wished to extend your leave to remain in the UK in the future, you would need to explain your withdrawal from the course and prove that you returned to your home country in order to comply with the requirements of your Tier 4(G)student visa. If you are intending to withdraw please seek further advice from the International Student Support Team at askBU as soon as possible.
Please contact me on (tel and email) on receipt of this letter to discuss your situation.
Name

[Programme Leader / Programme Coordinator]
Cc: File
Appendix 3
Job Title

Name

xxxxxx@bournemouth.ac.uk 

Direct line +44 (0) 1202 96xxxx

Ref: SL/Attendance/3 Overseas

Date: xxxxxxx
Title Forename Surname

Address 1

Address 2

Address 3

Address 4

Postcode

Dear Forename

Programme Title

Despite my previous letter of (date) your placement employer informs us that you are still not attending your placement. 

As you have not contacted me as requested, I must assume that you no longer wish to continue on the programme and you will be withdrawn as of (date 5 working days from date of letter). The University will inform all relevant statutory authorities (including your LEA) and any entitlement to student loan, bursary or scholarship (if applicable) will cease as of that date. 

As your current residence status in the UK is based on your being enrolled as a full-time student in the UK, we are legally obliged to inform the UK Border Agency (UKBA) that you have withdrawn. Please also note that if you wish to extend your leave to remain in the UK in the future, you will need to explain your withdrawal from the course and prove that you returned to your home country in order to respect the requirements of your T4(G) student visa.

You will not be permitted to use the University Library, Students’ Union and other University facilities available for students as from the date of your withdrawal. Please return your student card to (Programmes Administrator) together with the enclosed withdrawal form.

In accordance with our Fees Policy you [are/are not] entitled to a refund (of £xxxx).

If you decide that you do wish to continue on the programme, or you wish to explore options other than withdrawal please contact me immediately on receipt of this letter.

Yours sincerely

Name

[Programme Leader / Programme Coordinator]
Cc: File
Appendix 4
Job Title

Name

xxxxxx@bournemouth.ac.uk 

Direct line +44 (0) 1202 96xxxx

Ref: SL/Attendance/3 Overseas

Date: xxxxxxx
Title Forename Surname

Address 1

Address 2

Address 3

Address 4

Postcode
Dear Forename

Programme Title
Despite my previous letter of (date) and your contact with us regarding this matter your placement employer informs us that you are still not attending your placement
I must assume that you no longer wish to continue on the programme and you will be withdrawn as of (date 5 working days from date of letter). The University will inform all relevant statutory authorities (including your LEA) and any entitlement to student loan, bursary or scholarship (if applicable) will cease as of that date. 
As your current residence status in the UK is based on your being enrolled as a full-time student in the UK, we are legally obliged to inform the UK Border Agency (UKBA) that you have withdrawn. Please also note that if you wish to extend your leave to remain in the UK in the future, you will need to explain your withdrawal from the course and prove that you returned to your home country in order to respect the requirements of your T4(G) student visa.
You will not be permitted to use the University Library, Students’ Union and other University facilities available for students as from the date of your withdrawal. Please return your student card to (Programmes Administrator) together with the enclosed withdrawal form.
In accordance with our Fees Policy you [are/are not] entitled to a refund (of £xxxx).
If you decide that you do wish to continue on the programme, or you wish to explore options other than withdrawal please contact me immediately on receipt of this letter.

Yours sincerely

Name

[Programme Leader / Programme Coordinator]
Cc: File

Appendix 5
Job Title

Name

xxxxxx@bournemouth.ac.uk 

Direct line +44 (0) 1202 96xxxx

Ref: SL/no placement
Date: xxxxxx
Title Forename Surname

Address 1

Address 2

Address 3

Address 4

Postcode

Dear Forename

Programme Title

I understand that you have not been able to secure a placement for level P of your (NAME OF PROGRAMME) course.

The deadline for securing a placement to fulfil your 40 week requirements was 17th December. As this deadline has passed, you will be suspended from your studies at BU.  Your options now are:

· ???

· ???

· ???
If your failure to secure a placement was due to illness, please inform either your Employability Co-ordinator or myself immediately. You will also need to provide us with a medical certificate or doctor’s letter and you may need to submit a Mitigating Circumstances Form to the Board of Examiners before the specified deadline. The Code of Practice on Mitigating Circumstances is available at http://portal.bournemouth.ac.uk/C11/Mitigating%20Circumstances/default.aspx 
As your current residence status in the UK is based on your being enrolled as a full-time student in the UK, we are legally obliged to inform the UK Border Agency (UKBA) that you have suspended your studies. Please also note that as you are not currently enrolled as a live student on your programme, you will need to make plans to leave the UK as soon as possible. If you need any immigration advice, please contact askBU on askBUstudents@bournemouth.ac.uk or tel (01202) 969696.
Name

[Programme Leader / Programme Coordinator] 
Cc: File
Appendix 6
Dear Employer

Thank you for employing one of our international students.

Migrants studying in the UK require a UK Border Agency (UKBA) Tier 4 (General) student visa. There are certain conditions and allowances for international students in the UK on this type of visa. This letter is to inform you about these:
Right to Work

Students on a Tier 4 (General) student visa are allowed to work full time, on a work placement, only if it is an integral part of the course.  The course that the student is on includes an integral compulsory work placement, so they are entitled to work with you on a full time work placement during this academic year.  The immigration guidelines that confirm this can be found here: http://www.ukba.homeoffice.gov.uk/visas-immigration/studying/adult-students/conditions/
Copies of Documentation

As an employer, you need to keep a copy of the front cover of the passport, the photograph information page and the student’s Tier 4 (General) student visa. This will either be an Entry Clearance sticker in their passport, or a Biometric Residence Permit card.  You need to copy both sides of this card. Below are examples of these visas for your guidance:

Entry Clearance Sticker
Biometric Residence Permit (both sides)
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Attendance

As an institution which has a Tier 4 (General) student sponsorship licence, we are required to monitor our students’ attendance and progress. We will continue to academically sponsor students during their work placement. The UKBA requires that we, the institution, inform them if the student does not attend, and there are strict guidelines we must follow.  

Therefore, whilst the student is employed by you please contact the student’s Employability Coordinator, if the student is absent for 10 consecutive unauthorised days.  Please note: this does not include time off due to sickness, or authorised absence.

Barbara Montagna

International Student Advice Officer
Owner:		Head of Student Services


Version number:	1.0


Date of approval:	
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