
   

 
 

UKVI TIER 4 STUDENT ARRIVAL & ATTENDANCE MONITORING PROCESSES 

 

 
Scope and Purpose Guidance for staff and Tier 4 students to ensure compliance 

Implication of non-adherence Potential loss of HTS 

Compliance and Regulatory requirements UKVI and Home Office guidance 

Who uses the process Monitoring Staff and Tier 4 students  

Roles and Responsibilities UKVI Accountable Officer will oversee the process 

Process review This process should be reviewed and confirmed annually 

Date last reviewed October 2017 

Date of next review June 2018  

 
Student Arrivals  
As an integral and imperative part of the enrolment procedure, the Admissions Team of Belfast Bible 
College will ascertain from the student and record the arrival details of every student accepted under the 
Tier 4 scheme; such details will include flight number, departure airport, time of departure and airport 
arrival time.  
 
It will be normal procedure that a member of Admissions Team will organise a member of staff to collect 
each student from the named airport. In the case of this proving impossible to arrange, the student’s arrival 
or non-arrival on campus at the expected date/time will be monitored and recorded by the Admissions 
Team.  
 
In the case of any non-arrival, the procedure to be followed is:  
 

 a member of the Admissions Team responsible for overseas students will contact the student 
 immediately by phone 

 should the student inform this Admissions Team member that they will not be arriving, the 
 Accountable Officer will be informed and, in turn, will make immediate contact with UKVI through the 
 SMS system, providing such information re the student as is required  

 should it prove impossible to make contact with the student within the next working day following the 
 ETA, the Admissions Team member must inform the Accountable Officer who, in turn, will make 
 immediate contact with UKVI to ascertain whether the student has been detained on entry and, if not, 
 provide such information re the student as is required 
 
Students under the Tier 4 Scheme who arrive as expected will undergo the compulsory registration 
process of the College, which is applicable to all students, along with the following, additional, 
procedures:  
 

 a member of the Admissions Registration Team will photocopy the student’s passport (biometrics 
page, visa stamp and front cover)  

 these copies will be stamped with the College stamp, dated and initialled by the staff member 

 these copies are held in the student’s personal file  



   

 
Other documents included in the file are: 
  
o the initial application  

o references  

o records of any correspondence between the student and the College  

o records between any other person, or body, and the College which concerns the student  

o copies of the student’s qualifications  

o the financial plan submitted by the student setting out information as to how all financial 
obligations (including fees and other expenses pertaining to the student’s period of study) will be 
met 

o IELTS results and any other relevant documents the college feel necessary  
 
Tier 4 visa regulations require students from some countries to be registered with the PSNI. Where a 
vignette states “police registration” (or similar wording) the member of the Admissions Team at Orientation 
will ensure an appointment has been made to register.  https://www.gov.uk/register-with-the-
police/overview  
 
During Orientation Week (held during the week prior to beginning of teaching) all students will be briefed 
on the College’s Attendance Policy (see below) and required academic levels. Students who study under 
the Tier 4 scheme will be specifically briefed about the consequences of failure to comply with attendance 
requirements, including the requirement that the Accountable Officer immediately reports such failure to 
UKVI.  
 
A current Tier 4 student at the College is not permitted to defer arrival or request a gap year, without 
specific and special arrangement. 
 
The following information on absence is given to all Tier 4 students both prior to arrival and is contained 
in the General Student Handbook:  
 
Absence – If students are unable to attend any College activity outside of classes, they should first inform 
the member of staff or person responsible for class registers. Permission to be absent from College, should 
be requested in advance of planned absences and will be assessed on the basis of the reasonableness of 
the cause of the absence, for example a personal or close family emergency, a family celebration or major 
event such as a wedding, birth or baptism. Obviously, absence slips for absences due to emergency or illness 
will be issued retrospectively. Please note, however, that the UKVI attendance threshold with unexcused 
absences is 90%.  
 
Process for the Completion and Monitoring of Class Attendance Registers  
 

1. Academic Administration will provide Attendance Sign-in Sheets to tutors to circulate round the 
students for signature during class for the purposes of monitoring individual student attendance.  
This requires the signature of each student in class.   

 

2. At the end of the teaching period, it is the responsibility of the class tutor to return the completed 
Attendance Sign-in Sheet to academic administration  

3. Academic administration will update the Attendance Register, recording any absences on a regular 
basis.  

https://www.gov.uk/register-with-the-police/overview
https://www.gov.uk/register-with-the-police/overview


   

 

4. Postgraduate students, whose studies are more research based, will sign in with the relevant 
programme administrator. 

 

5. Continuous monitoring of each student’s attendance levels will take place. If a student has had 
unexcused absence from ten consecutive hours of teaching or contact meetings, the academic 
administration will notify the Accountable Officer. 

 
6. The Accountable Officer will contact the student through college email asking them to attend a 

meeting within 3 working days.  

 

7. At the meeting the Accountable Officer will warn the student about their attendance level and ask 
for reasons for any unexcused absence.  

 

8. The Accountable Officer will place a note of the meeting in the student file and give a copy to the 
student.  

 

9. Should the student not attend the meeting, or make alternative arrangements, it is the 
responsibility of the Accountable Officer to immediately inform the UKVI of this absence.  

 
10. Should the required attendance levels of any student present at the College under the Tier 4 

Scheme fall below 95%, the Accountable Officer will notify:  
a.  the student to warn them of their attendance levels  

b. the Program Lead and  
c.  Pastoral Care Team  

 
11. If attendance continues to fall, the details will be presented to the Education Team and the 

Accountable Officer will notify UKVI.  
 

If a student changes their course of study to a course of a shorter duration, it is the responsibility of 
academic administration to notify the Accountable Officer within 5 working days.  The Accountable Officer 
will then notify UKVI within 10 working days.  
 
If a student discontinues their studies it is the responsibility of the programme administrator to inform the 
Accountable Officer immediately.  The Accountable Officer will then notify UKVI within 5 working days.  
 

Excused Absences – see Appendix A below 
A Tier 4 student may request an excused absence by arranging to meet the relevant programme 
administrator, who will inform the Accountable Officer of the meeting and the outcome. 

  



   

APPENDIX A  

Extract from Student Handbook 2017 Page 20  

 

 

  

AIM 

BBC wants all students to benefit from their time here and we believe that comes from fully engaging 

in studies, classroom, and college community life.   

Therefore, information relating to academic achievement, attendance in class and engagement in 

college life will form the basis of all references for students.  A strong reference will reflect good 

engagement across all three areas. This information will be collected and monitored throughout the 

year.  

Students are expected to attend all classes and the Community Life activities which are compulsory - 

attendance should not fall below 80% in any of these. 

 

Students’ role 

Students are expected to take responsibility for organising their studies and ensuring they are aware 
of their timetable and expectations for attendance at all activities relating to their programme of 
studies and Community Life.  Attendance will be monitored by the College. 

Students’ attendance should not fall below 80%.   If students are unable to attend any College activity, 
they should first inform the relevant member of staff (details below).  

Students should arrive on time for all classes and activities, since late arrival causes disruption to 
other class members.  

  

The Process 

Continuous monitoring for each student’s attendance levels will take place on a regular basis.   

During the Autumn Semester of 2017, the College will be transitioning to using an electronic system 
to monitor attendance which will require students to use their college ID cards to register their 
attendance.  For the first half of the term the college will use a dual electronic and paper system to 
ensure that attendance is being monitored accurately.  

For Classroom activity including placements  



   

Where appropriate, students must inform the programme administrator in advance for any 
intended absence.  Retrospective excusable absences must be reported within one day of 
return to study. The programme administrator will inform the Module Tutor as appropriate.  

For the autumn term 2017 any details regarding absence should be sent to 

Sarah Hall:  [shall@belfastbiblecollege.com] 

 

For Community Life activity 

Where appropriate, students must inform the Community Life Facilitator in advance for any 
intended absence.  Retrospective excusable absences must be reported within one day of 
return to study. 

Community life Facilitator is Pauline Wilson: [pwilson@belfastbiblecollege.com] 

  

Absences from class will be excused if shown to be for one of the following reasons: 

1. Illness of student (illness of more than 3 days must be certificated by a Medical Practitioner) 
2. Emergency Dental appointment 
3. Serious illness of close family member 
4. Bereavement of close family member 
5. Funeral of close family member/friend 

6. Domestic crisis 

7. Wedding of close family member/friend 

8. Obligation to attend any appointments with government bodies, including UKVI 
9. Interview related to post-study employment or further study (UK and EU nationals only) 

  

However, where reported absences accumulate to a student missing more than 20% of class, the 
student should arrange a meeting with the Advisor of Studies. 

 Advisor of Studies is Cindy Brown:  [cbrown@belfastbiblecollege.com] 

It is the student’s responsibility to inform or explain any absence within the agreed timeframe. If they 
do not, this will impact their end of year reference.   

 

 Please note if you require any additional help 

Academic support is offered first through your Personal Tutor. Further confidential support and 

advice is also available from the Advisor of Studies with regard to academic support and the 

Community Life Facilitator with regard to Pastoral Care. This support can be accessed by students at 

any stage. (More information on this can be found in the Student Support & Pastoral Care section of 

this handbook.) 

https://mail.belfastbiblecollege.com/owa/redir.aspx?C=FXymA9vY9IXW1uSux2syG6CzME-cKZgKlP9aWyhKkFqmRIqVWfXUCA..&URL=mailto%3ashall%40belfastbiblecollege.com
https://mail.belfastbiblecollege.com/owa/redir.aspx?C=bnsRZ9HUnvewK6GBhV5v5eQPhKKLhgz2I4F__xdJWHmmRIqVWfXUCA..&URL=mailto%3apwilson%40belfastbiblecollege.com


   

Information for Tier 4 visa International students only 

 

As a Tier 4 Sponsor, BBC has responsibilities with the UKVI to ensure we have correct records for all 

current students.  Those students who have entry clearance into the UK as Tier 4 Visa students should 

ensure that they keep the College informed of their up-to-date contact and address details.   

 

In addition, if you plan to travel outside of the UK during holidays for example, you must keep the 

College informed regarding the details of your trip.  The reason for this is that as your Tier 4 Sponsor, 

the College need to be aware when you are not in the country in case of a UKVI enquiry or 

compliance audit.   

 

Permission to work part-time alongside your studies will be communicated by UKVI on your Visa.  

However, as a Tier 4 student, your primary reason for coming to the UK is to complete a full-time 

course of study, and therefore the college recommend that no full-time students works more than 8-

10 hours per week during term time.   

 

Please note that not all Tier 4 students are permitted to work during their time in the UK.  Please 

ensure that you check whether you are allowed to work and, if you have been granted permission, 

the limitations with regards to the maximum amount of hours per week during and outside of term-

time.    

  

Attendance & Notifying Absences - Non-EU Students 

Under the regulations of UKVI, non-EU students who are here under the Tier 4 student visa 

programme are required to meet specific criteria with regard to attendance.  Please note that failure 

to comply with these regulations could affect your leave to remain in the UK as well as BBC’s ability to 

continue to accept international students. 

 

The College will be continuously monitoring student’s attendance levels.  

 

If a student has been absent from ten consecutive hours of teaching or contact meetings, the 

recording administrator will notify both the College Principal and the Accountable Officer. It is the 

responsibility of the Accountable Officer to inform the Home Office of this absence immediately. 

 

If students are unable to attend any College activity outside of classes, they should first inform the 

member of staff or person responsible for that activity.  Permission to be absent from College must be 

obtained requesting an absence slip from their course administrator.  This must be done by means of 

an interview during which the reason for the excuse is discussed.  If the absence is conceived as falling 

within the category of excusable absences (see previous section) an Absence Permission Slip on which 

the reason for absence will be recorded, will be issued signed and dated by the Team member and 

signed by the student.  

 

Where appropriate, Absences must be notified to the programme administrator in advance.  

Retrospective excusable absences must be reported within one day of return to study.  Continuing 

absence due to illness must be monitored and recorded weekly by the Education Support Team. 

 

Please note, however, that the attendance threshold for unexcused absences is 90% while the 

threshold for excused absences, i.e. those for which an absence slip has been granted by the course 



   

administrator for a legitimate reason, e.g. illness, family emergency, etc., is 65%.  Failure to attain 

these levels of attendance will result in the UKVI being notified. 

 

Should the required attendance levels of any student present at the College under the Tier 4 Scheme 

fall below 95%, the Accountable Officer will inform the student. If their attendance continues to fall, 

the details will be presented to the Education Team. 

 

A Tier 4 student present at the College is not permitted to defer arrival or request a gap year. 

 

If a student changes their course of study to a course of a shorter duration, it is the responsibility of 

the Accountable Officer to notify the Home Office within 10 working days. 

 

If a student discontinues their studies it is the responsibility of the Accountable Officer to notify the 

Home Office within 10 working days. 

 

Should you need to apply for a new or extended visa on the basis of permission having been granted 

by the College for you to extend your period of study, you must speak to Admissions no later than 6 

months prior to the proposed re-commencement of your studies.  

 


