INTERNATIONAL STUDENT DEPOSITS


PAPER ON THE IMPLEMENTATION OF DEPOSITS FOR
INTERNATIONAL POSTGRADUATE STUDENTS, 2006

(updated on 10/2/06)
 

INTRODUCTION

Following the decision taken by VCEG on 9th May 2005 the University of Westminster will introduce a £1,000 fee deposit for overseas (non EU) students enrolling as of September 2006. The reasons for the introduction of a deposit are as follows:

1. Planning - it is anticipated that the deposit system will improve planning at the offer stage allowing academic and financial planners a clearer indication of actual enrolment numbers.  
2. Revenue – diminish the risks of overseas students arriving with insufficient funds and get revenue into the UoW bank account at an earlier stage
3. Visa monitoring – allow measurement of visa rejection rates from specific overseas markets, providing key information for international recruitment planning
4. More efficient use of resources - admissions should gradually gain more time to spend on genuine applications. The policy may potentially act as a filter to deter applicants who do not have serious intentions to study in the UK
5. Student Visas – improve student visa rejection rates 

6. Potentially improve support and pre-arrival services as staff will be dealing with fewer 'confirmed students' and have more resources to deal with those applicants.
IMPLEMENTATION 

2006/7/2007/8 entry:  £1,000 deposit payable by postgraduate overseas students only on receipt of an unconditional offer letter, and prior to receipt of a letter allowing them to apply for student visas. 


All postgraduate overseas applicants who receive offers following Monday 13th February (or alternative date as determined by VCEG) will be asked to pay deposits.

OPERATIONAL PROCEDURES FOR 2006
This section provides information covering the operational details associated with the plan. A flow chart is attached: see Annex 1.
SPONSOR

The Director of Finance has overall responsibility for the implementation of the process.

INTERNAL COMMUNICATION OF THE PROCEDURE
Action:

Nancy Cooper to co-ordinate the provision of SRS21 training for 



campus administrative and finance staff (in the form of a 

1-2 page manual) and to inform campus registrars, campus finance managers and admissions managers about training arrangements. Nancy Cooper will also co-ordinate initial testing and de-bugging of the system by the agreed implementation deadline.
Action: 
Lindsay Neil / Evelyne Rugg to authorise deposits text for U/O offer letter and Student visa letter. The authorised text should be given to Jonathon Lings and Nancy Cooper for inclusion in SRS21.
Action:
Director of Finance to disseminate deposits implementation document to VCEG members for meeting on 30th January. Following VCEG approval, the Director of Finance will circulate the agreed deposits implementation document to relevant SRS21 staff, Academic Registry and Finance Offices and will ensure that the finance processes are implemented. The Provosts will be responsible for disseminating information within their campuses and ensuring that the approved process is implemented. VCEG to receive a progress report by mid February.


Campus Registrars, Campus Finance Managers and Campus 


Admissions and Marketing Managers to arrange for admissions 


administrators, admissions tutors, finance staff and CMGs to be 


briefed about the implementation of the process. 
STAGE 1 – ENQUIRY 
The policy will be communicated to overseas enquirers by means of:

· 2006 Postgraduate Prospectus

· UoW internet site, in particular the IEO and other international sections + the web fees structure. See: http://www.wmin.ac.uk/page-8851-smhp=4347
· Westminster’s overseas representatives, feeder institutions, partners and agents (co-ordinated by IEO, IPO and Campus Marketing Managers)
· UoW staff attending overseas promotional events (co-ordinated by IEO)
· Getting It Right Guide for Students (Produced by Canda)
STAGE 2 -  APPLICATION & ADMISSION
Initial application and admissions procedures will remain the same. All applications will be inputted onto SITS to generate an applicant ID number. This ID number should be used at all stages of the admissions procedure to identify the student and financial payments.  (A student clearance check SCC record, ‘VISA’ will be automatically generated for all postgraduate applicants provisionally assessed as overseas.)
Postgraduate overseas students who are eligible for an unconditional offer will need to be specifically identified on SITS as a particular group in order to generate the correct offer letter (stating the deposit requirement). This will be based on information received in the application form to form a provisional fee status assessment.

The PGOS unconditional offer letter will notify the student of the requirement to pay the £1,000 deposit. The letter will clearly state that it is not suitable for visa purposes and that a visa letter will only be issued once any necessary conditions have been met and the £1,000 deposit has been processed. The letter will be accompanied by a sheet with detailed guidance on the:

· methods of payment and a recommended payment timescale (to be determined by finance). 
· how to obtain information about paying the rest of the tuition fees and the deadlines for instalment payments (web link)
· refund policy 

· encouragement to pay a higher proportion of the fees in advance, along with the minimum deposit.

The conditional offer letters will also provide applicants with advance advice about the requirements to pay a deposit upon meeting their conditions and transferring to U/O status.

STAGE 3 – PAYMENT AND FINANCIAL PROCESSING PROCEDURE

Student deposits will be payable and processed for 2006 through bank transfer, cheques and postal orders. It is anticipated that on-line payment will be not be possible until the following academic year 2007-2008. Applicants will be advised to make allowances for the time that it will take to process payments.
Payment information will either be input directly to SRS21 via an interface with the receipting system or manually by the finance staff. As soon as the money has been banked and receipted, the clearance check is processed.  Finance will also generate regular reports listing all student deposits received for their campus. These will be sent to the Admissions Office along with printed receipts. The receipts can be included with the Student Visa Letters that are couriered to the students from the Admissions Office.
Funds will be made available to ensure that Campus Admissions staff can use courier services to speed up the delivery of visa documentation.  This will be particularly crucial for Visa letters issued after 30th June.
· Please see APPENDIX 1 for the Finance Procedure Guidelines for Finance Staff.
REFUND POLICY 
Refunds will be issued, as a rule, only in cases of visa refusal (receipt of original documentation required) or when a course has to be cancelled and a satisfactory alternative course cannot be found.  Refunds will be paid directly to the payer and will not be paid to a third party.
Refunds will not be paid to applicants withdrawing for personal reasons except in exceptional circumstances (regional circumstances that could be considered fire, flood or famine), when Campus Registrars and Campus Finance Managers will have discretion to decide the case.
Applicants requiring refunds will be directed to the Campus Finance Office.
STUDENT DEFERRALS
Arrangements for students deferring from 2005/6 to 2006/7

All students who apply for deferrals and are issued offer letters after the date that the deposits process is implemented will be asked to pay deposits.
Arrangements for students deferring from 2006/7 to 2007/8

Finance should retain deposits for students who defer their places in 2006/7 until they have enrolled, and that refunds should be subject to the University’s standard policy. Students would retain the same applicant ID reference and SITS would maintain a record of prior payment.
Late Applicants

All PG overseas applicants will be required to pay the deposit. Admissions Offices and the IEO must give applicants clear guidance about the need to apply in time to pay deposits and to obtain visas. It will be recommended that students allow 3-4 weeks for deposits to be processed and Visa letters to arrive (from the time the student makes the payment to the time they actually receive the letter). Where possible all Visa Letters for late applicants should be couriered.
During peak times (mid June – September) Campus Finance Offices will run ICON financial reports 2-3 times per week minimum. These will then be passed to the admissions offices ensuring that deposit payment clearance checks are entered onto SRS21 as quickly as possible .

Research Applicants

It has been agreed with Penny Green and Mike Fisher that research applications will be handled as usual through the research administration team.  New offers made will include the deposit requirements and payments dealt with by Mike Fisher’s team (in conjunction with the relevant Campus Finance Offices) before final Student Visa Letters are issued. Upon enrolment, research students will be recorded in full on SRS21.
Scholarship Applicants
Upon receipt of the Scholarship application, the Scholarships Manager will issue the applicant with an acknowledgement letter that includes information about deposit requirements and payment. Applicants will be advised not to make deposit payments until the final Scholarship decisions have been made in early-mid June.  The Scholarships Manager will supply admissions office managers with lists of applicants after the deadline of 31 May 06.  All applicants will be notified of the outcome of their application by June 20TH (subject to Awarding scheduled for 16th June).
· The Scholarships Office will issue Admissions Managers or their nominees, by June 20TH, a list of students who have been awarded scholarships and the amount of the scholarship (subject to applicants accepting the award). Admissions Managers will then arrange for clearance checks to be deleted and for the relevant visa documentation to be released to those students. 
· The Scholarships Office will contact all applicants to inform them the outcome and to inform them of arrangements to pay the deposit where necessary. 
Scholarship Deposit Requirements

Applicants with part-scholarships of less than 50% of the fees will be required to pay a deposit of £1000.
Applicants with scholarships worth more than 50% of the fees will not be required to pay deposits. 
REVIEW OF THE IMPLEMENTATION OF THE PROCESS

The Director of Finance will oversee an ongoing review of the implementation of the process, with a report being prepared for VCEG for December 2006.
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APPENDIX 1
Deposit Payment Guidelines for Finance Staff

Overseas Post Graduate Applications

Payments by applicants will come in one of the four following ways :
1. Bank transfer directly to our bank account. Applicants have been requested to quote both their registration number and name with the remittance.

2. Credit or debit card by written authority. Applicants have been requested to fill in a hard copy credit/debit card payment authority and return it to us either by fax, post or courier.
3. Bankers draft made payable to “University of Westminster”.

4. Cheque drawn on a United Kingdom bank account.
On-line credit card payment is not possible for the time being, but it is expected to be available later on.

Interim Campus Finance Office Procedures

(Note : This only applies to overseas PG applicants at this stage)

The basic method is to treat any deposit paid as we would do with fees in advance, except that a separate fund in ICON is to be used, and closer liaison with the Admissions Offices will be required.

Inward bank transfers will need to be closely monitored.

1. Process inward payment into ICON on to (new) Fund Code set up for this purpose.

2. Issue official printed receipt in the normal way.

3. At end of the day, print off a transaction listing of receipts for this code, and give to Admissions Office together with printed receipts. This is a hard copy manual back up to the automated process within SITS.

4. For payments by bank transfer, enter a manual receipt within SAM to update the student’s account, and clear the control accounts. Admissions office staff will need to be informed of these receipts also.

Refund Policy

There are only two circumstances under which we may refund the deposit:

1. If the applicant is unsuccessful in obtaining a visa for entry to the UK, s/he will be entitled to a full refund of the deposit. To enable us to process any refunds, we will require the original visa rejection letter from the local British Consulate or High Commission.

2. In the unlikely event that we are forced to withdraw the place through cancellation of the course, we will refund the deposit.

Due to the high cost to us of processing overseas applications, we will not refund deposits for any other reason.

Refunds will be made back to the student, or to the payer if a different person. Credit card payments will normally be refunded directly to the card account unless we are prevented from doing so. Refunds cannot be paid to any third party.












































































