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Experience &
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CLIENT CARE, DATA CONFIDENTIALITY, RESPONSIBILITY 
AND SERVICE AGREEMENT

Date DD-MM-YYYY

On the above date, the International Student Support, Advice & Compliance (ISSAC) Team at The University of Sheffield agreed to undertake work on your behalf.

You received assistance from the following member of ISSAC:

	Name:
	Sarah Woods

	Email address
	sarah.woods@sheffield.ac.uk

	Office Address
	Student Support & Guidance, Level 6, Students’ Union Western Bank

	Telephone Number
	0114 222 9679 

	ISSAC E-mail Address
	iss@sheffield-support.libanswers.com




 
The University of Sheffield has agreed to undertake the following action on your behalf:

	Visa and immigration history check



Estimated timeframe:
	No service level agreement from UKVI / Response from FCDO up to 10-15 working days



Any additional costs (of which The University of Sheffield is aware) that are likely to be incurred for which the student may become liable following the above action:

	N/A




The International Student Support, Advice & Compliance (ISSAC) Team at The University of Sheffield:
 Data Confidentiality, Responsibility and Service Agreement

The ISSAC team within the Student Experience & Support Section of the University of Sheffield Student Health, Wellbeing and Support offers immigration advice relating to students and their time at the University of Sheffield.  The range of immigration advice available can be found on web pages [https://www.sheffield.ac.uk/new-students/registration/international-students/about] and the advisers are covered by professional indemnity insurance*. The service provided is a free, professional service given in accordance with regulations governed by the Immigration Advice Authority (IAA) Code of Standards and the UKCISA / AISA Code of Ethics [see https://www.gov.uk/government/organisations/immigration-advice-authority]. 

*The University of Sheffield is covered by professional indemnity insurance provided by Royal & Sun Alliance, policy number RKK616344.

1. Data Confidentiality
In order to provide an effective service, it is important that staff and services involved [such as the Home Office, other departments in the University, as applicable] receive any necessary information regarding your case.  Normally, details are passed on to relevant personnel only on a ‘need to know’ basis.  For example, your contact details may be passed to the Home Office in order for them to update your file or we may seek help from your academic department.
General Data Protection Regulation and the Data Protection Act 2018, other national and University regulations, Student Experience and Support  is normally unable to pass any information regarding yourself to third parties, unless you give your consent, except where we have a legal obligation to do so.  By completing this form, you give your consent for your contact details, and other appropriate details regarding your additional support requirements to be passed on to relevant parties including the IAA in the event of an audit.  Please complete the declaration below in order to agree your consent.

The University’s obligations to the Home Office as a student visa sponsor require us to report students’ actual or suspected breaches of conditions of immigration permission (leave to remain), non attendance and other changes in your circumstances to immigration authorities.
Before providing any information, you should also be aware that the International Student Support, Advice & Compliance (ISSAC) team are employed by the University of Sheffield.
Therefore, any information relating to your visa that you give to your adviser (orally or by any other means) may not be able to be kept confidential if the adviser is obliged to pass this on by the University's sponsor licence responsibilities, and/or because it is necessary for compliance with a legal obligation, or necessary for performance of a task carried out in the public interest.
For further information regarding the University’s Policy Statements on Personal Information and
Confidentiality, please refer to web pages http://www.sheffield.ac.uk/govern/data-protection http://www.sheffield.ac.uk/govern/data-protection & https://www.sheffield.ac.uk/new-students/registration/international-students/about/issac-privacy-notice


2. Service to be Provided
· ISSAC will keep a copy of your file and related documents confidentially for a period of 6 years before it is destroyed.
· We may keep paper and electronic records of our contact with you.
· You are strongly advised to keep your own copy of all paperwork relating to your immigration status.
· You are entitled to request a copy of your records if you wish to do so. If requested, we aim to provide this in a timely manner. This includes copies of any original documents you have provided to ISSAC.
· Once the ISSAC are acting on your behalf, you are asked not to contact immigration officials yourself. If you do receive correspondence directly from the Home Office, for example a request to make a further payment for the Immigration Health Surcharge, it is your responsibility to respond before any deadlines given.  Please contact your adviser/representative at the University of Sheffield with any queries. 
3. Costs
You are responsible for the costs involved in visa application fees, Immigration Health Surcharge, Biometric fees and photocopying documents for your own records. 

4. Responsibilities
If you fail to meet your responsibilities, it may be necessary for the immigration adviser to withdraw support.  Your responsibilities with regard to your immigration case:
· To be open and honest about your circumstances. The quality and accuracy of the advice we give you depends on this.
· To read, retain and the following information provided.
· To deal with procedures in a timely manner and meet any Home Office requests before given deadlines [e.g. biometric enrolment, reminders to pay further amounts of Immigration Health Surcharge].
· To deal with documentation required in a timely manner.
· To keep appropriate records of correspondence and information and produce these on request.
· To supply relevant information relating to dates, documentation, status, personal circumstances, change of address, change of course etc.  Without this information we may be unable to proceed on your behalf.
· To give us reasonable time to process your case and enable us to provide a fair service to all students.
· To ensure you attend appointments on time, bringing any relevant information with you.
· To contact us when you become aware of a difficulty arising so that together we can take appropriate action.
· To assist us in monitoring the quality of services provided.
· For more information on your responsibilities as a student, please see: https://www.sheffield.ac.uk/new-students/immigration/during-study/conditions-responsibilities/student-visa-responsibilities

Our responsibilities with regard to your immigration case:
· To meet the standards outlined in and work within the boundaries of IAA’s Code of Standards and Guidance regulations.
· Where a query is complex or is outside of our area of expertise, we will signpost you to a more specialist service provider. This could be a University service or a service provided by an external organisation.
· To liaise with academic departments, external bodies [e.g. Home Office, Immigration Officers etc.] and other support services on your behalf in relation to this immigration case.
· We hope you are satisfied with the advice you have been given.  However, if you do have grounds to complain about our service, please see information on the University’s complaints procedure at: https://www.sheffield.ac.uk/ssid/complaints-and-appeals/complaints.  If you prefer, you can complain directly to the IAA.  You can find full details of their complaints procedure at https://www.gov.uk/government/organisations/immigration-advice-authority



DECLARATION
Important: You must fill in every section.
Please read the declaration below and sign and date to give your consent to your details being passed on to those involved in or related to your immigration case. If you do not agree to this, we will not be able to advise you on immigration matters.
Full name:
	


Date of Birth:
	


University Application Number,  E-mail Address, Telephone Number:
	


Nationality:                	                    	      
	


Passport Number: Include visa application reference or Atas reference if applicable
	


Details of all Dependants (if applicable):
	




Current UK Address:
	



Current Visa Expires:
	


· I have read and understood all the information about immigration advice provided by The University of Sheffield in this letter.
· My Immigration Adviser will keep a record of all actions, communications etc., and make this available to me in a timely manner
· I am aware of my responsibilities and undertake to fulfil them to the best of my ability.
· I agree that relevant information, as explained overleaf,   may be passed on to/discussed with those involved in, or related to, my immigration case.
· I understand the Home Office may disclose information related to my case to the University of Sheffield.
· I understand that the University may report actual or suspected breaches of conditions of leave to remain, non-attendance and other changes to my circumstances to immigration authorities.
· I have full contact details for my adviser.

 Student Signature & Date:
	



Signature of Any Dependants Aged Over 18 & Date
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