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International Student Deposits Guidance Notes
From Monday 13 February 2006 all postgraduate overseas applicants who receive unconditional offers will be required to pay a £1,000.00 fee deposit.  

This will be a mainly automated process but there are certain key fields you should be aware of.  Below is a process map and some guidance notes to explain the process.
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Stage 1 
Application to the University

The application is entered onto the SRS21 system via TRAN (online applications) or QAS (paper applications).
Admissions Fee Status

Online applications where Nationality, Country of Domicile or Country of Birth is not in the EU will have the Admissions Fee Status automatically populated with OP (Overseas Provisional).
For paper applications the Admissions Staff must populate the Admissions Fee Status on QAS. The Admissions Fee Status codes are:

HP – Provisional Home

HC – Confirmed Home

OP – Provisional Overseas

OC – Confirmed Overseas

If Admissions Staff have the Form E when entering application then the confirmed codes can be used, otherwise provisional codes can be used pending the receipt of the Form E.
Where an applicant has their Admissions Fee Status changed from Overseas to Home upon receipt of Form E it will be necessary to delete the INTDEP student clearance check via the ACD screen.

Mode of Attendance

This field is populated automatically when using QAS or TRAN, but should still be checked for accuracy.

Level of Study

This is populated automatically and does not require a manual check.

Stage 2 
The generation of the SCC (Student Clearance Check) for international student deposits is an automatic process that is triggered by information from the Admissions Fee Status, Mode of Attendance and Level of Study fields in SRS21. The entries that will trigger the SCC are:

Admissions Fee Status =
Overseas (Provisional or Confirmed)

Mode of Attendance =
Full-time

Level of Study =

Postgraduate

Any application with this combination of entries will have an SCC called INTDEP (International Deposit) generated for it.

Stage 3 
Once the SCC has been generated relevant information about the international student deposit will be automatically inserted into any offer letter generated for the applicant. Deposit Payment Guidelines for Students must be included with the unconditional offer letter. 
Stage 4 
The Finance Office will receive the applicant’s payment and record the receipt in SRS21. This will automatically trigger the SCC to be marked as passed which will in turn automatically trigger the generation of a visa letter for the applicant.

The Finance Office will send regular reports, as a back up to the Admissions Office with details of deposits that have been paid, and printed receipts which will be sent to applicants along with the rest of the visa documentation. 

Stage 5 
Admissions Staff should print off generated visa letters on a regular basis using the PGL screen.  This can be run as a regular automated batch which will need to be set up by the SRS21 Project Team.
Admissions Staff are authorised to send visa letters by courier when necessary (e.g. late applications).

Admissions Staff Checklist

On application

· Admissions Fee status – must be completed

· Mode of Attendance – check it is correct

Unconditional Offer

· Unconditional Offer letter – check deposit information has appeared and financial guidance notes included
Receipt of Payment

· Visa letter – print letters using PGL daily (manual or batch process). 
· Finance Report – use to double check that paid up applicants have been sent a Visa letter
· Receipts – send with Visa Letters

Further Information

Refund Policy

Refunds will be issued, as a rule, only in cases of visa refusal (receipt of original documentation is required) or when a course has to be cancelled and a satisfactory alternative course cannot be found.

Refunds will not be paid to applicants withdrawing for personal reasons except in exceptional circumstances (fire, flood or famine).

Refund requests must be made in writing supported by original visa rejection letters where appropriate.

Student Deferrals
All students who apply for deferrals from 2005/6 to 2006/7 and are issued offer letters after the date that the deposits process is implemented will be asked to pay deposits. 
Students who defer from 2006/7 to 2007/8 will have their deposits retained by the Finance Office until they have enrolled.

Please note:  in order for the SCC to be automatically generated standard admissions procedure must be followed when recording a deferral.  

ie:  where an applicant defers their application the original application should be withdrawn and a new CAP record should be created via QAS for the required academic year.

Late Applicants

Guidance must be given to late applicants about the need to apply in time to pay deposits and obtain visas.  It will be recommended to allow 3-4 weeks for deposits to be processed and Visa letters to arrive.  Where possible all Visa letters for late applicants should be couriered.

Scholarships

Applicants with part-scholarships of less than 50% of the fees will be required to pay a deposit of £1000.00.  Applicants with scholarships worth more than 50% of the fees will not be required to pay deposits.  

The Scholarships Office will issue Admissions Managers a list of students who have been awarded scholarships.  Admissions Managers will then arrange for clearance checks to be confirmed and for the relevant visa documentation to be released to those students.  

It will be necessary to delete the INTDEP student clearance check via the ACD screen to applicants who have been awarded scholarships of more than 50% of their fees.

_1200755570.vsd
App. Input manually via QAS


App. Input online via TRAN


Fee status assessed from NAT/COD/COB, MOA and Level input
automatically


Fee status, MOA and Level (from MCR) input manually


Student Clearance Check (SCC) automatically generated


Deposit payment manually recorded into ICON


Bank Transfers manually recorded into SRS21


Automatic transfer to SRS21


U/O letters pick up relevant text from SCC


SCC is automatically marked as passed when full £1000 is received in SRS21


Visa letters printed off periodically by Admissions Offices using PGL


Visa letters generated automatically when SCC passed



