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PROCEDURES FOR THE ADMINISTRATION OF COLLABORATIVE PROGRAMMES

1.
INITIAL APPROVAL STAGE

1.1
To facilitate the timely enrolment of students, a number of key issues should be considered at initial approval stage and be agreed at the School Quality Committee/School Board.  These include:

· the financial arrangements 

· any requirement for student financial support

· any requirement for student identity cards

· the administrative arrangements

These issues are expressed in more detail within the rest of this document.

2.2
At initial approval stage the form entitled “Administrative Information for New Collaborative Proposals” (Appendix 1) should be completed.  This form ensures that all information required for the timely administration and enrolment of students on collaborative programmes is received by those Services responsible.  

2.3
After approval by the School Quality Committee/School Board, the completed form should be emailed to the Senior Registry Officer (Fees & Systems) who will hold the information pending validation.  This process will ensure that all administrative and systems requirements for setting up a new programme can be completed prior to formal approval of the programme (including financial viability and assessment of the financial and legal robustness of the proposed partner), and thence the timely application and enrolment of students.

3.
ADMINISTRATIVE SUPPORT FOR COLLABORATIVE PROGRAMMES

3.1
There should be a specific (named) School Administrator responsible for collaborative programmes.  This may be for all collaborative programmes within the School or for individual fields/programmes.  

3.2
All communication on administrative matters between the collaborative institution and UEL should take place through this administrator to ensure that procedures carried out by both the collaborative partner and UEL Services are monitored and effected in a timely and efficient manner.  

3.3
Details of named School Administrators should be forwarded to the Head of Registry.  Where School staff are responsible for individual programmes, the named contact person should be agreed at the point of validation of any new programme.  The Registry (Student Records, Assessment and Fees & Systems) will liaise with this named person.

4.
FINANCIAL AGREEMENT / PAYMENT OF TUITION FEES

4.1
The financial arrangements can be quite complex and these should be considered and discussed with the Chief Management Accountant prior to any agreement.   In general, there may be a financial agreement between UEL and the collaborative institution (with the students paying tuition fees direct to the collaborative institution or an organisation sponsoring an agreed number of students), or another organisation may be collecting tuition fees on our behalf, or the students may be paying tuition fees direct to UEL.  This should be agreed at the point of initial approval and clearly identified in the Memorandum of Co-operation and the 24-hour form (produced by QA at the point of validation).  Students can only be enrolled once this information has been entered into the system.

4.2
Where a financial agreement exists (i.e. the student pays the fee direct to the collaborative institution), students will be enrolled with UEL as “contract – nil fee”. 

4.3
Where a collaborative institution or other organisation collects the fees on our behalf, a customer account needs to be set up so that the institution/organisation may be invoiced.   Information about that customer should be collected via the Customer Account Request form (Appendix 2).  The completed form should be emailed to the Assistant Credit Manager prior to validation.

4.4
Where the students pay tuition fees direct to UEL, the tuition fee charged will be the standard UEL annual or module fee for the programme.  This applies to undergraduate and postgraduate programmes of study, all of which sit within fee bands (four for undergraduate and currently five for postgraduate programmes).  Details of fees and fee bands may be found at Appendix 3.  Deadlines for payment may be found in the prevailing Fees Policy.

4.5
Where the students pay tuition fees direct to UEL and a School wishes to charge a lower amount, this should be discussed with the Chief Management Accountant with a view to offering a School bursary.  If the Chief Management Accountant agrees that the School budget can support this, a case must be put to the Fees Working Group for its approval.  Where such bursaries are agreed, the School should provide the students with a letter detailing the bursary, and should also advise them that all official UEL documentation will quote the standard UEL fee.  

4.6
Lists of students in receipt of School bursaries should be passed to Registry (via the individual Student Records school inboxes) at the point of enrolment (to ensure that appropriate financial credit is made to the students’ accounts). The value of the bursary will be charged to the school budget.  

After enrolment, these lists will be reconciled against the School bursaries agreed by the Fees Working Group.  

4.7
All programme fees are entered onto the student database against Home, European Union and International student status.  These categories are also defined within our HESA return.  The 24-hour form should state which categories of students will be accepted onto the programme.

5.
STUDENT FINANCIAL SUPPORT

Student funding arrangements for undergraduate students following programmes that are not largely based on campus are sometimes problematic.  If the proposed programme is for undergraduate students at another location and it is intended that those students should benefit from student financial support, you should consult with the Head of Student Money Advice and Rights Team (in Student Services).  Where the institution and the programme is eligible, it must be enrolled on the SLC’s HEI database.

6.
ASSESSMENT OF FEES STATUS


It is the responsibility of the collaborative institution to determine students’ correct fee statuses in accordance with UKCISA guidelines.

7.
PROOF OF IDENTITY 


UEL students are required to enrol under their full legal name (this is also the name that will appear on any certificate of award that becomes due).  Identity checks based on sight of original documents should be in place at collaborative institutions.   Details of the accepted proof of identity (usually a passport) should be retained in the event of any enquiries. 

8.

STUDENT ID CARDS

8.1
Any requirement for student identity cards should be agreed at the point of initial approval.  

8.2
Where student ID cards are required, the collaborative institution should ensure that the students supply passport-sized photographs, with names and student numbers clearly annotated on the back.  Alternatively, the collaborative institution may wish to supply jpeg files on disk with the student number as the filename.

9.
VALIDATION AND 24-HOUR FORM

9.1
At the point of validation, QA produce and circulate a 24-hour form which contains much of the information required to set up the programme on the database.  However, the following additional information (as set out in para 2) is essential for setting up the programme on the database and the enrolment of students:  

· details of the financial arrangements  (see para 4)

· the fee band (if students are to pay tuition fees direct to UEL)

· eligibility for student financial support (see para 5)

· requirement for student identity cards (see para 8)

· a named School Administrator (see para 3)

9.2
Planning set up the relevant programme codes on the student database.  Registry then input the relevant tuition fees and fee statuses, and obtain a sponsor code from the Assistant Credit Manager.  

9.3
Where students can apply for financial support, such programmes are added to the SLC’s HEI database by Student Services.

9.4
Wherever possible, new programmes should comply with the Academic Framework.  This will enable students to take advantage of all the benefits of UEL-Direct.

10.
GENERIC ADMINISTRATIVE ARRANGEMENTS

Administrative arrangements to support collaborative programmes may vary depending on the collaborative model proposed.

Applications/Offers

10.1.1
It is the responsibility of the collaborative institution to:

· check proof of qualifications/other entry conditions on which the offer was based;

· assess the students for the correct fee status in line with UKCISA guidelines.

10.1.2 The collaborative institution will supply the UEL School Administrator with an Excel spreadsheet setting out the following details of each applicant accepting an offer of a place:

· Name of collaborating institution and contact details

· (Validated) title of programme

· Year/level of study/start month

· Paying to UEL or to partner 

· Start date

· Full name (Surname and forenames)

· Title

· Date of birth

· Fee status

· Home address

· Telephone number

· Email address

· Nationality

· Country of birth

· Country of permanent residence

(See template spreadsheet titled “Collab Spreadsheet template - data req'd for admissions”)

10.1.3
Upon receipt of the spreadsheets, the School Administrator will check these for completeness and will email a copy to the Admissions team. Once the records have been input on systems, Admissions will send the spreadsheet (with the numbers generated) to the School Administrator and copied to the Registry Senior Officer (Student Records and Assessment) and to the Head of Registry to ensure that:

· Records have been entered correctly and enrolment task generated 

· Enrolment instructions are sent to applicants to enrol online (see 10.2.1). 

10.1.4
The collaborative institution should provide the list of applicants four weeks prior to the start date to expedite enrolment and, where appropriate, module registration with UEL.

10.1 Enrolment (and module registration)

10.2.1
As soon as Admissions transfer the applicant data, network accounts and online enrolment and, where appropriate, module registration tasks are set up by IT.  Registry checks the records on system and emails batches of applicants telling them how to log in to UEL Direct and asking them to enrol online.  Where email addresses are not provided, a letter is sent with the same information.  Where module diets have been set up by Schools, IT will email them with instructions to register their modules.

10.2.2
Where students are contract fee status (i.e. a financial agreement exists between the partner and UEL), on completion of the online enrolment task the applicants’ statuses automatically change within the database to that of fully enrolled students.

10.2.3
Where students are paying their fees direct to UEL, they are directed after Part 1 to pay their tuition fees online (Part 2 – Enrolment Fees) in the same way as on-campus students (offline methods are also available).  All students have access to UEL’s Fees Policy online and the payment methods and deadlines are all to be found in this document.   Students who pay their fees to UEL are subject to the same deadlines as all other campus-based students. 

10.2.4
For students paying tuition fees direct to UEL, the online enrolment and module registration facility remains live until the UEL Enrolment deadline by which time all students should have completed enrolment and module registration.  Those who do not enrol by this deadline will be subject to late enrolment and late payment penalties. NOTE: If the programme starts near or after the UEL Enrolment deadline, the School Administrator should contact the Head of Registry to ask if the enrolment facility can be left available for an extended period of time for students on that particular programme.


For contract fee status students, the online enrolment facility currently remains live for the whole semester (due to the programmes starting at later dates and to the fact that these students have already paid fees to their partner institution and do not need to pay fees to UEL). 

10.2.5
A staff vista has been developed to enable staff (including key staff at partner institutions) to monitor and review students’ progress either individually or by programme.  Where students do not complete their enrolment and module registration before the start of the programme, they should be taken into a web-enabled computing facility and asked to complete these tasks online within the first two teaching weeks.  This process should be monitored by School staff as well as staff at the partner institution.

10.2.6
Where student ID cards are required, the partner institution should:

· supply the School Administrator with a disk containing jpeg files with each file saved as the student number; OR, only if impossible to collect jpeg files
· collect passport-sized photographs with names and student numbers printed on back and forward these by batch to the School Administrator for forwarding to the Student Records Team for the production of ID cards.

Note:  See Appendix 5 for information on the requirements for jpgs.

10.2.7
If required, students can print confirmation of their (re)enrolment online (but this is only as accurate as at the minute it is printed!).

10.3
Assessment

10.3.1
Where separate Assessment Boards are held (usually at the collaborative institution), it is essential that the dates of these Boards are notified to the School Administrator for the full year (including any Resit Boards) and that this information is forwarded to Registry (Assessment inbox) for inclusion in the UEL schedule of Boards. 

10.3.2
Where programmes sit within the Academic Framework, students will generally be assessed at the relevant School Field and Award Boards and (where appropriate) considered by the School Post-(Re-)Enrolment Panel (PREP).

10.3.3
Subsequent to the Main/Award Assessment Board, the School Administrator should forward the mark sheets to Registry (Assessment inbox) for data entry and production of results lists.  

10.3.4
Results lists will be produced within 3 working days of receipt of the mark sheets and forwarded to the School Administrator for checking, signature and publication.  

10.3.5
Where modules have been registered on the UEL student database, students will be able to access and print transcripts of results via UEL-Direct.  Where modules have not been registered on the database, the School or the partner institution is responsible for the production of transcripts.

10.3.6
Certificates of award (and, where modules are registered on the database, final transcripts) will be produced by Registry and sent to the address that the student flags in UEL Direct (the default position will be the students’ home addresses as held on UEL’s student database).



(All students are required to keep their contact details up-to-date via UEL Direct.)

10.4
Re-enrolment

10.4.1 The Senior Registry Officer will generate the re-enrolment records (at present students are not required to complete any further online task) and students will be rolled over direct to Current status (fully enrolled).

10.4.2

Where the records are rolled over to C status, Registry will ask the partner institution to validate the records in order that any discrepancies may be resolved and non-continuing students withdrawn. 

10.5
Amendments to data

The collaborative institution should ensure that students are aware of the need to inform them of any amendments to their personal data (as prescribed in the Terms of Admission) and should ensure that any such amendments are notified to the Student Records Team (via the School Administrator).  UEL-Direct provides the facility for students to check and amend some of their own information.  It is the students’ responsibility to keep their contact details up-to-date via their UEL Direct accounts.

10.6
Validation of data

Validation reports will be sent to the School Administrator at prescribed times (once in each semester).  These data (as held on the UEL database) should be checked for accuracy against the data held by the collaborative institution and discrepancies notified by the deadlines stated in the procedural notes for the exercise.

11.
TIMESCALES

11.1 Timescales for the various administrative procedures may be agreed between the School and the Registry for individual programmes and inserted into specific administrative agreements for those programmes.  

11.2 In general, (re)enrolment of students is very quick provided that all the information required has been agreed and supplied in advance, is present on the 24-hour form and set up on the database.  Where data entry/update is required by Admissions and/or Student Records, delays will be experienced during the following periods:

· the first three weeks of Semester A (September enrolment), and

· the first two weeks of Semester B (February enrolment).

During these periods ALL Registry staff will be relocated in Enrolment Centres. It is therefore essential that, for cohorts commencing periods of study at these points, the programme information is already set up on the system and the applicant information available approximately four weeks prior to the start date.

Sabrina Kadambi

Head of Student Registry
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