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1. Cathedral Graduations

a) Canterbury

Academic Robes
· Students must wear robes appropriate to the level of qualification being received, even if the student already holds a higher qualification from the University or another Higher Education institution. Robes are mandatory. Instructions regarding appropriate dress/footwear and the formality of the event are given in both the invitation and ticket packs sent to students. Robes are hired directly from our suppliers Ede & Ravenscroft, and then delivered to the University the day before the ceremony. Ede & Ravenscroft require 3 week’s notice of hire.
· Where outstanding academic robe payment occurs before the graduation date, the student may not be permitted to attend their graduation until payment is made in full to Ede & Ravenscroft.

· Members of staff are entitled to a reimbursement of 40% of the purchase cost of their academic robes. Any member of staff who is on a temporary contract is also entitled to reimbursement provided they have worked for the University for a minimum of one year and have a minimum of one year remaining on their contract, 0.6FTEs are also entitled. Claims will not be accepted if they are made more than two months after the purchase. Academics who are not members of the University staff, but who are invited to process by the Vice-Chancellor, may also be entitled to benefit from the Academic robe staff purchase scheme at the discretion of the Vice-Chancellor.
· Alternatively academic staff attending graduation can hire their own robes directly via Ede & Ravenscroft. Hire forms are available from the Graduation & Registry Events Office. Ede & Ravenscroft require 3 week’s notice of hire. The Graduation & Registry Events Office will not cover the cost of hire.
Car Parking

· There is no parking available at Canterbury Cathedral; however disabled guests or students can be dropped off at the Cathedral. Drop off at the Cathedral is undertaken by student/guest and must be requested. The University’s Disability Adviser will then write to students to inform them whether, or not this is possible. 
· Up to 30 VIP car parking spaces per graduation are permitted on campus in St Gregory’s car park. These are allocated by the Graduation & Registry Events Manager and policed by staff. 
· There is no other parking available on campus. The only exception is for blue badge (disabled parking permit) holders. If you hold such a badge you will need to make prior arrangements with the University Disability Advisor and provide your blue badge number, without this number we cannot guarantee parking. These car park spaces are allocated by the Disability Adviser and policed by staff. The Graduation & Registry Events Office must be informed of requirements via the graduation reply form sent to students. We cannot guarantee that the University will be able to accommodate any requirement received after the closing date for replies.
Carers & Special Requirements Provision

· Students must inform the Graduation & Registry Events Office of any special requirement via their graduation reply form and prior to the closing date for replies. We cannot guarantee that the University will be able to accommodate any requirement received after the closing date for replies.

· If a student or guest requires a carer for continuous care throughout the graduation an extra seat is guaranteed in addition to the guaranteed ticket allocation and no extra charge is made. The University will also bear the costs associated with sign language interpreters and other forms of assistance, including translators if required. 
· The Graduation & Registry Events Manager will collate special requirement requests received and pass these to the Disability Adviser. The University will endeavour to make reasonable provision and arrangements for guests/students who have requested special requirements. All information relating to special arrangements made for the day will be sent to the student by the Disability Adviser, in addition to the standard ticket pack sent to every student due to graduate by the Graduation & Registry Events Office.

Cost
· There is no fee to the student. There is a guest ticket fee of £18.00 per person, up to a maximum of two guests per student. This fee guarantees entrance to the ceremony and a copy of the souvenir programme.

· All tickets are non refundable and non transferable.
· The Graduation & Registry Events Office cannot accept cash payments prior to, or on the day of the graduation. 

Dates

· Canterbury Cathedral graduations are scheduled for the same Fridays every academic year. Graduations are held on the last Friday in November and January.

Deferrals/Changing Graduation Day/Graduating in Absentia

· Students may request to defer their graduation only after they have been invited to graduate. All requests for deferrals must be made in writing (or email) to the Graduation & Registry Events Manager in advance of the closing date for replies. It is at the discretion of the Graduation & Registry Events Manager as to which date the student may defer to. Students are only permitted one opportunity to defer their Graduation.

· Any student who does not attend their ceremony for whatever reason is admitted to their award in absentia. 
Eligibility

· Students who have completed the following awards at either Canterbury, Broadstairs, Folkestone or Tunbridge Wells (Salomons) are eligible to attend a Canterbury Cathedral Graduation: Diplomat’s (only 3rd year IPL Health students i.e. Adult Nursing, Mental Health etc) Bachelor’s (BA/BSc), Bmus, Master’s, Mmus, MBA, MA in Ordained Ministry (inc PG Dip), MPhil, PhD, Doctorate in Clinical Psychology.
Honorary Graduands

· Honorary Graduands are chosen by the Vice-Chancellor and relayed to the Graduation & Registry Events Office. 

· It is customary for Honorary Graduands to give a short speech (3 to 5 minutes) during the Cathedral ceremony.

· Honorary Graduands are invited to nominate seven guests to be invited to attend the graduation at which they are awarded. 

· The Honorary Graduand is presented with a copy of their certificate, framed via the Vice-Chancellor’s Office and provided by the Graduation & Registry Events Office.
· The Vice-Chancellor’s Office will send complementary photographs to the Honorary Graduand. H Tempest Photography and the Graduation & Registry Events Office will provide these photos within one month following the graduation.

In Memoriam 

· The Director of Student Support & Guidance will inform the Graduation & Registry Events Office of any deaths and these will be recorded for future reference. 
· Following collaboration between Student Support & Guidance, the Vice-Chancellor’s Office and the Dean of Chapel, the Graduation & Registry Events Manager will determine the appropriateness of issuing a VIP invitation to the family of the deceased. 
Location

· When graduation is held on a teaching day, the Timetabling & Rooming Office will allocate rooms for teaching that will not interfere with graduation arrangements.

· Laud building for robing and Ramsey building for photography.
· Timetabling & Rooming allocate rooms the day prior to graduation from 1pm onwards for set up.

Marketing Materials for Graduation

· Students are listed in the graduation programme in alphabetical order within their award/subject, with degree class. Those who graduate in absentia are not distinguished in any way in the programme. 
· Students can request for their details to be omitted from the programme, but are required to do so in writing.

· The name signed off at Exam Board will be the name read at the actual graduation ceremony and the name printed in the graduation programme and all other graduation marketing literature.

· Students who have won prizes are highlighted in the programme with a small “*” beside their name and a footnote indicating page numbers for the prize listing. Departments are responsible for advising the Graduation & Registry Events Office of prize winners at least eight weeks prior to the graduation date.
· All students who are eligible to be invited to graduate are posted an invitation pack approx eight weeks prior to the graduation, followed by a ticket pack posted approx four weeks prior and are entitled to a copy of the programme.

· The invitation and ticket packs are posted to the permanent address as held by the University. Students are responsible for updating their address in advance of invites being sent.  

Music
· The Head of the Music Department is responsible for the choir/organist/both prior to (rehearsals/travel to and from) and at the actual event.
Processing Staff/Governors

· Any member of the University’s current Academic staff has the right to process at graduation. Any person who is not a member of Academic staff can be invited to process by invitation of the Vice-Chancellor.

· 40 spaces are reserved for processing members of staff and 5 for non processing staff.

· If Governors wish to join the robed procession, but are not entitled to wear academic robes, they may wear a plain black gown.

Students who are not permitted to attend

· Any student who has an outstanding debt to the University may not attend their graduation. Students are permitted only to attend graduation once they have been cleared by the Finance Department and their status updated on Ql.

· Invitations are sent eight weeks prior to the graduation date and the invitation packs are printed/produced nine weeks prior. Therefore any student who completes (COM on QL) via an Exam Board after the nine weeks will not be invited to graduate. The student will be added to the next date when the programme is scheduled to attend. Provisional invites are not permitted under any circumstance. (Programmes/students will be invited 8 weeks prior upon receipt of a decision sheet following an exam board, via the Records & Exams Office).

· Any student who submits their reply form and payment after the closing date for replies will not be permitted to attend the graduation they were invited to. For this reason the office advises students via the invitation pack and web to purchase a proof of posting either recorded, or special delivery, as the Graduation & Registry Events Office does not provide receipt of reply forms. Postal strikes and public holidays are not taken in to account.

· Any student with outstanding finance/CRB/qualifications/Occupational Health will not be invited to graduate.

· The Records & Examinations Office (Education) will inform the Graduation & Registry Events Office of any YMCA students with a finance debt. Those students will not be invited to graduate.

· Where outstanding graduation payment occurs before the graduation date, the student will not be permitted to attend their graduation.

· The Graduation & Registry Events Office cannot accept cash payments prior to, or on the day of the graduation. 

Ticket allocation
· Capacity of Canterbury Cathedral = 1,250.  Maximum number of students per ceremony=400 plus 2 guaranteed guests each and 50/100 VIPS and staff = 1,250.

· Every student is guaranteed two guest tickets to attend the Cathedral ceremony. Tickets are priced at £18.00 per guest.

· After the closing date for replies a calculation will be done on the number of extra tickets available (due to non-attending students). The amount of extra tickets available will be published on the Graduation website and updated daily until all extra tickets are sold. All attending students have the opportunity to purchase extra tickets via the online payment system, on a first come first served basis.

· No personal circumstances are taken into consideration; every student has the same opportunity for obtaining additional ticket(s). 

· Once all extra tickets have been sold, requests via additional methods will not be accommodated.  

· A small number of tickets will be withheld at the Graduation & Registry Events Office’s discretion as an emergency reserve. 

· Every guest attending the Cathedral ceremony must hold a ticket, this includes babies and infants. This is to ensure the congregation numbers remain within the Health and Safety guidelines as set down by both the Dean & Chapter for the Cathedral.
· Students who volunteer to act as stewards are offered extra tickets for their own graduation. For every Graduation shift worked a steward receives an additional guaranteed guest ticket, up to a maximum of 6 guest tickets in addition to their 2 guaranteed guest tickets.
· Academic and administrative staff who are graduating are entitled to 4 guaranteed Cathedral guest tickets and reserved seating in the VIP block at a graduation.  
· Students Union Sabbatical Officers are entitled to 3 guaranteed Cathedral guest tickets and reserved seating in the VIP block at a graduation.  

· Musicians who have supported previous graduation events (verified by the Music Dept) are entitled to 3 guaranteed Cathedral guest tickets and reserved seating in the VIP block at a graduation (10 tickets reserved).

Stewards
· Please refer to the Graduation & Registry Events website for terms and conditions.

VIPs
· Each year the Vice-Chancellors’ Office will approve the list of VIPs to be invited to the following year’s ceremonies. The list includes Civic Dignitaries of whom the Mayors and Sheriff are permitted to process as well as University guests including ex-staff, past Honorary Graduands and prize givers. All VIPs are seated within the Gold block of the Cathedral.
Visa Requests
· If you need to extend your visa in order to attend your graduation ceremony, we advise you to take a copy of the invitation sent to you by the Graduation & Registry Events Office as evidence. We cannot provide you with a Visa letter. Alternatively contact your International Student Adviser, Student Support & Guidance Department.

b) Rochester – As above except for:

Academic Robes

· Students must wear robes appropriate to the level of qualification being received, even if the student already holds a higher qualification from the University or another Higher Education institution. Robes are mandatory. Instructions regarding appropriate dress/footwear and the formality of the event are given in both the invitation and ticket packs sent to students. Robes are hired directly from our suppliers Ede & Ravenscroft, and then delivered to the Corn Exchange the day before the ceremony. Ede & Ravenscroft require 3 week’s notice of hire.
Car Parking

· There is no parking available at Rochester Cathedral; however disabled guests/students can be dropped off outside the Cathedral. Drop off at the Cathedral is undertaken by student/guest and must be requested. The University’s Disability Adviser will then write to students to inform them whether, or not this is possible.
· The Graduation & Registry Events Office hires the use of Boley Hill car park, which provides 22 spaces. 

· There is no parking available. The only exception is for blue badge (disabled parking permit) holders. If you hold such a badge you will need to make prior arrangements with the University Disability Advisor and provide your blue badge number, without this number we cannot guarantee parking. These car park spaces are allocated by the Disability Adviser and policed by staff. The Graduation & Registry Events Office must be informed of requirements via the graduation reply form sent to students. We cannot guarantee that the University will be able to accommodate any requirement received after the closing date for replies.

· Followed by the Vice-Chancellor and members of staff who fulfil a role at the Cathedral ceremony i.e. readers, orator. A space is reserved for the University’s mini bus, which transports Registry staff helpers only. After this spaces are reserved in terms of seniority i.e. Mayors, Governors, Academic staff.

Dates

· Rochester Cathedral graduation is scheduled annually on a Wednesday for the last week in January.

Eligibility

· Medway students who have completed the following awards are eligible to attend a Rochester Cathedral graduation: Diplomat’s (only 3rd year IPL Health students i.e. Adult Nursing, Mental Health etc) Bachelor’s (BA/BSc), PG Dip in Speech & Language Therapy, Master’s.
Location

· Photography, robing, registration are held at the Corn Exchange, the ceremony is held in Rochester Cathedral. 

· The Corn Exchange and Rochester Cathedral allow for set up the day prior to graduation from 1pm onwards.

Processing Staff/Governors

· 25 spaces are reserved for processing members of staff and 5 for non processing staff.

Ticket allocation
· Capacity of Rochester Cathedral = 800. Maximum number of students per ceremony=220 plus 2 guaranteed guests each and 80 VIPS and staff = 740 with 60 spares.

2. Campus Award Ceremonies
Academic Robes

· Students must wear robes. Only a specific CCCU robe and mortar board is permitted, even if the student already holds a higher qualification from the University or another Higher Education institution. Robes are mandatory. Instructions regarding appropriate dress/footwear and the formality of the event are given in both the invitation and ticket packs sent to students. Robes are hired directly from our suppliers Ede & Ravenscroft, and then delivered to the University the day before the ceremony. Ede & Ravenscroft require 3 week’s notice of hire.
· Where outstanding academic robe payment occurs before the award ceremony date, the student may not be permitted to attend their ceremony until payment is made in full to Ede & Ravenscroft. 
· Members of staff are entitled to reimbursement of 40% of the purchase cost of their academic robes. Any member of staff who is on a temporary contract is also entitled to reimbursement provided they have worked for the University for a minimum of one year and have a minimum of one year remaining on their contract, 0.6FTEs are also entitled. Claims will not be accepted if they are made more than two months after the purchase. Academics who are not members of the University staff, but who are invited to process by the Vice-Chancellor, may also be entitled to benefit from the Academic robe staff purchase scheme at the discretion of the Vice-Chancellor. 
· Alternatively academic staff attending the award ceremony can hire their robes directly via Ede & Ravenscroft. Hire forms are available from the Graduation & Registry Events Office. Ede & Ravenscroft require 3 week’s notice of hire. The Graduation & Registry Events Office will not cover the cost of hire.
Car Parking

· Up to 20 VIP car parking spaces per award ceremony are permitted on campus in the red car park. These are allocated by the Graduation & Registry Events Manager and policed by Stewards. 

· There is no parking available on campus. The only exception is for blue badge (disabled parking permit) holders. If you hold such a badge you will need to make prior arrangements with the University Disability Advisor and provide your blue badge number, without this number we cannot guarantee parking. These car park spaces are allocated by the Disability Adviser and policed by the Graduation & Registry Events Office. The office must be informed of requirements via the award ceremony reply form sent to students. We cannot guarantee that the University will be able to accommodate any requirement received after the closing date for replies.

Carers & Special Requirements Provision

· Students must inform the Graduation & Registry Events Office of any special requirement via their award ceremony reply form and prior to the closing date for replies. We cannot guarantee that the University will be able to accommodate any requirement received after the closing date for replies.
· If a student or guest requires a carer for continuous care throughout the award ceremony an extra seat is guaranteed in addition to the guaranteed ticket allocation and no extra charge is made. The University will also bear the costs associated with sign language interpreters and other forms of assistance, including translators if required. 
· The Graduation & Registry Events Manager will collate special requirement requests received and pass these on to the Disability Adviser. The University will endeavour to make reasonable provision and arrangements for guests/students who have requested special requirements. All information relating to special arrangements made for the day will be sent to the student by the Disability Adviser, in addition to the standard ticket pack sent by the Graduation & Registry Events Office.
Celebratory Drinks

· The celebratory drinks follow the ceremony. Held in Augustine House, 2nd and 3rd floors.

· Entrance is by ticket only. 

Cost

· There is no fee to the student. There is a guest ticket fee of £10.00 per person, up to a maximum of two guests per student. This fee guarantees entrance to the ceremony and celebratory drinks and a copy of the souvenir programme.

· All tickets are non refundable and non transferable.

· The Graduation & Registry Events Office cannot accept cash payments prior to, or on the day of the graduation. 

Dates
· Campus graduations are scheduled for the same weekends every academic year. The ceremonies take place on a Saturday to cause minimum disruption to teaching. Taking into account registration weekends, open days, Cathedral graduations, and all other events scheduled throughout an academic year and staff availability, the weekend dates are two Saturdays in March annually.

Deferrals/Changing Day/In Absentia

· Students may request to defer their award ceremony only after they have been invited. All requests for deferrals must be made in writing (or email) to the Graduation & Registry Events Manager in advance of the closing date for replies. It is at the discretion of the Graduation & Registry Events Manager as to which date the student may defer to. Students are only permitted one opportunity to defer their award ceremony.

· Any student who does not attend their ceremony for whatever reason is admitted to their award in absentia. 

Eligibility

· Students who have completed the following awards at either Canterbury, Broadstairs, Folkestone or Tunbridge Wells (Salomons) and Medway are eligible to attend a Campus graduation: Foundation Degrees in Health & Social Care Studies, Childhood Studies, Children and Families, Ophthalmic Dispensing and Early Years Studies, Midwifery Graduate Diploma, PGCEs (Primary/Secondary/Part-time/Modular/with Master 1/Postgraduate/Professional) and Post Compulsory Education; Dtlls, Foundation Degree, Professional Student Certificate in Lifelong Learning and Professional Student Certificate in Post Compulsory Education, HND in Music, Certificate/Diploma of Higher Education in Pastoral Theology.
In Memoriam 

· The Director of Student Support & Guidance will inform the Graduation & Registry Events Office of any deaths and these will be recorded for future reference. 

· Following collaboration between Student Support & Guidance, the Vice-Chancellor’s Office and the Dean of Chapel, the Graduation & Registry Events Manager will determine the appropriateness of issuing a VIP invitation to the family of the deceased. 

Location

· Campus Graduations are held at Augustine House.

· Timetabling & Rooming allocate rooms the day prior to the award ceremony from 1pm onwards for set up.

Marketing Materials for the award ceremony
· Students are listed in the award ceremony programme in alphabetical order within their award/subject, with degree class. Those who complete in absentia are not distinguished in any way in the programme. 

· Students can request for their details to be omitted from the programme, but are required to do so in writing.

· The name signed off at Exam Board will be the name read at the actual award ceremony and the name printed in the programme and all other marketing literature.

· Students who have won prizes are highlighted in the programme with a small “*” beside their name and a footnote indicating page numbers for the prize listing. Departments are responsible for advising the Graduation & Registry Events Office of prize winners at least eight weeks prior to the award ceremony date.

· All students who are eligible to be invited are posted an invitation pack approx eight weeks prior to the award ceremony, followed by a ticket pack posted approx four weeks prior and are entitled to a copy of the programme.

· The invitation and ticket packs are posted to the permanent address as held by the University. Students are responsible for updating their address in advance of invites being sent.  

Music

· The Graduation & Registry Events Office will liaise with the Music Department to source musicians for the event.

Processing Staff

· Any member of the University’s current Academic staff has the right to process at an award ceremony. Any person who is not a member of Academic staff can be invited to process by invitation of the Vice-Chancellor.

· 15 spaces are reserved for processing members of staff and 5 for non processing staff.

Staff & VIP Invitations

· The Programme Director for the Programmes eligible to attend campus award ceremonies will supply a list of University staff, both Academic and support and Department VIPs who are to be invited to attend. 10 spaces are reserved for VIPs.
· Academic, support staff and Department VIPs attending the award ceremony will be seated either in the front row or in a prominent position during the ceremony.

Students who are not permitted to attend

· Any student who has an outstanding debt to the University may not attend their award ceremony. Students are permitted only to attend ceremonies once they have been cleared by the Finance Department and their status updated on Ql.

· Invitations are sent eight weeks prior to the award ceremony date and the invitation packs are printed/produced nine weeks prior. Therefore any student who completes (COM on QL) via an Exam Board after the nine weeks will not be invited. The student will be added to the next date when the programme is scheduled to attend. Provisional invites are not permitted under any circumstance. (Programmes/students will be invited 8 weeks prior upon receipt of a decision sheet following an exam board, via the Records & Exams Office).
· Any student who submits their reply form and payment after the closing date for replies will not be permitted to attend the award ceremony they were invited to. For this reason the office advises students via the invitation pack and web to purchase a proof of posting either recorded, or special delivery, as the Graduation & Registry Events Office does not provide receipt of reply forms. Postal strikes and public holidays are not taken in to account.

· Where outstanding award ceremony payment occurs before the ceremony date, the student will not be permitted to attend their award ceremony.

· Any student with outstanding finance/CRB/qualifications/Occupational Health will not be invited.

· The Graduation & Registry Events Office cannot accept cash payments prior to, or on the day of the ceremony. 

Ticket allocation
· Capacity of Augustine Hall = 500. Maximum number of students per ceremony=150, plus 2 guaranteed guests each and 50 VIPS and staff = 500.

· Capacity for the celebratory drinks over 2nd and 3rd floors at Augustine House = 500 people.

· Every student is guaranteed two guest tickets to attend both the ceremony and celebratory drinks. Tickets are priced at £10.00 per guest.

· After the closing date for replies a calculation will be done on the number of extra tickets available (due to non-attending students). The amount of extra tickets available will be published on the Graduation website and updated daily until all extra tickets are sold. All attending students have the opportunity to purchase extra tickets via the online payment system, on a first come first served basis.

· No personal circumstances are taken into consideration; every student has the same opportunity for obtaining additional ticket(s). 

· Once all extra tickets have been sold, requests via additional methods will not be accommodated.  

· A small number of tickets will be withheld at the Graduation & Registry Events Office’s discretion as an emergency reserve. 

· Every guest attending the ceremony and celebratory drinks must hold a ticket, this includes babies and infants. This is to ensure the congregation numbers remain within the Health and Safety guidelines as set down by the University’s own Health & Safety rules.

· Students who volunteer to act as stewards are offered extra tickets for their own award ceremony. For every graduation shift worked a steward receives an additional guaranteed guest ticket, up to a maximum of 6 guest tickets in addition to their 2 guaranteed guest tickets.

· Academic and administrative staff who are attending are entitled to 4 guaranteed guest tickets and reserved seating in the VIP block at the award ceremony.  
· Students Union Sabbatical Officers are entitled to 3 guaranteed guest tickets and reserved seating in the VIP block at the award ceremony.  

· Musicians who have supported previous graduation events (verified by the Music Dept) are entitled to 3 guaranteed guest tickets and reserved seating in the VIP block at the award ceremony (10 tickets reserved).

Stewards
· Please refer to the Graduation & Registry Events website for terms and conditions.
Visa Requests

· If you need to extend your visa in order to attend your graduation ceremony, we advise you to take a copy of the invitation sent to you by the Graduation & Registry Events Office as evidence. We cannot provide you with a Visa letter. Alternatively contact your International Student Adviser, Student Support & Guidance Department.

3. Marketing 
a) Registry Website

· The Office is responsible for reviewing and updating the Registry web pages on a monthly basis.
b) Publicity/Advertising 

· Liaise with the University’s Marketing Department/Design & Print to ensure consistency and a professional approach.

· Liaise with the University Marketing Department to identify new media and to adapt a more creative approach to marketing materials.
· Review current uniform style for events and implement any changes every September.

· The preferred method for mailings is via email, however if mailings are sent via the post they will be sent 2nd class and A5 in size. All mailings should be sent in bulk on the same day.

· The office is responsible for advising the Mail Room annually of posting dates and quantities.

c) Registry Events Calendar (Registry staff only)
· The office is responsible for detailing existing and future events such as registration, examinations and graduations via an events calendar, enhancing communication both internally and externally.  

· The Office has a responsibility to liaise with all Registry Offices on a termly basis in order to establish dates of planned and future events.

4. Student ID Cards (Smartcards) 
a) Batching

· To enable the production and allocation of smartcards, batch codes are created by the Graduation & Registry Events Office. The office creates these codes by regularly checking the registration schedule maintained by the Student Records & Examinations Office. For all other groups/cohorts starting a programme, where a face-to-face registration event is not organised, it is the responsibility of the academic department to notify the office for smartcard production by emailing smartcard@canterbury.ac.uk with the programme information, no later than 4 weeks prior to the registration date.  The department must also instruct as to whether the smartcards are to be returned to that department and if not, where they should be sent.  Production of Smartcards takes 5-10 working days and therefore, if no notification is received by the office, there will be delays in students gaining access to library, e-library and other student services.

· Student data is uploaded to the appropriate batch code using an area of study code and session code (if applicable); these must be submitted when requesting smartcards for a new group or cohort. In the case of programmes that run at multiple locations e.g. collaborative programmes, v-level area of study codes and appropriate session codes should be provided so that the office can separate the smartcards into cohorts. However, if the academic department is happy to split these themselves then a top level area of study code will suffice. Details of any direct entry students should also be given in the request.

· The office will regularly upload student data using area of study and session codes to ensure that all eligible students are captured for smartcard production, and to ensure any late applicants are picked up.

· A smartcard can only be produced once a student has been progressed to at least prospective (PRS), their record contains the data necessary for production and they have been attached to a batch code. 

Student data requirements, the following information is mandatory for smartcard production:

Student Name

Address (Permanent & Term Time - if only one address this should be flagged as both permanent & term time)

Photograph

Programme End Date

Faculty/Department (to determine their “association”, e.g. Health & Social Care)
· Where a programme is not included for smartcard entitlement the Programme Director should apply for inclusion via the Academic Registrar’s office, for the application to be approved by the Pro-Vice-Chancellor (Academic). The office holds a list of excluded programmes.

b) Photos

· Submission

· All eligible students are required to submit a digital photograph if a smartcard is to be produced.  Photos must be submitted via the StudentNET web portal in .jpg format. https://secure.canterbury.ac.uk/studentnet/v2 (for existing students) and www.canterbury.ac.uk/welcome (for new applicants).
All new applicants should be advised of this web address on their acceptance letter, as submitting a photo along with other pre-registration activities is mandatory for the production of a smartcard.

This can be carried out at home, or by visiting one of the self service web cams available at all campuses. Photos will not be taken at registration events, students will be directed to self service PC’s to upload a photo.

· Digital photos submitted for smartcard production must comply with the published regulations which can be found on the StudentNET photo upload application and www.canterbury.ac.uk/smartcards.

· Four weeks prior to all centrally organised Registration Events, The Graduation & Registry Events Office will download an up-to-date list of all students due to attend who have not at that time, uploaded a photograph.  An email will be sent to each student (cc. Department Administrator) as a reminder of the deadline.

· To ensure a smartcard is available for students at their registration event they must submit a photo no later than 10 working days prior to the event date. For students who do not attend a registration event the 10 working day rule still applies, a smartcard can then be available upon arrival to the programme. Any student who submits a photo after this time cannot be guaranteed to have a smartcard available on arrival and will experience delays in access to services such as library, e-library, out of hour’s access to Augustine House, catering and access to some buildings/student accommodation.

· The office will annually delete all photos stored for 8 years or longer.

· Checking

· All photos submitted via StudentNet are checked by the office daily. Any photos that do not meet the required standard will be rejected and deleted. The student will be emailed to this effect and asked to upload an acceptable photo.

· Accepted photos are attached to the Smartcard Management System (SCMS) and the student’s Ql record and providing that all other mandatory data has been captured a card can be produced. 

· Once a student has all the necessary data present in Ql, including a photo and he/she has been attached to a batch code, their data will then be authorised for smartcard production via SCMS.

c) Receipt, Storage, Distribution & Collection


· Batch codes are authorised daily via SCMS.

· Smartcards are delivered to the Graduation & Registry Events office by courier from the external card bureau (Euclid) 5-10 working days following authorisation.

· Smartcards are delivered pre-activated and ready for use therefore, smartcards held at any campus i-zone or by the academic department should be stored in a secure place.
· The office is responsible for the overall distribution of smartcards whether they are sent to the i-zone for collection or to the academic department (including collaborative partners) for distribution at their discretion.
· Ideally all new 'First Cards' should be collected in person by the student for security and verification purposes however, where this is not possible, smartcards can be passed to the academic department on the student's behalf and should be arranged at the time of the initial request.  In such cases the office will 'Issue' the smartcard on SCMS before forwarding the smartcards to the academic department. N.B. Smartcards should not be distributed to students until fully enrolled (ENR) on Ql. Smartcards collected by the student from the i-zone will be 'Issued' via SCMS by the i-zone staff. (N.B Issuing the smartcard on SCMS merely records the date of 'handing over' the smartcard, it does not affect functionality).
· The office track the movement of smartcards by recording every delivery received from the external card bureau. The date a batch is received and sent to who and where are noted in case of any discrepancy.  Any student queries relating to smartcards sent to academic departments for distribution will be forwarded to the academic department for resolution.  A charge will be incurred by the academic department for any smartcards lost prior to distribution to the student.  
· Where a smartcard is not sent directly to the student, given out at lectures, or forwarded to collaborative partners, it will be available for the student to collect at either the i-zone, or the academic department, Students must collect this as soon as possible. If a student's smartcard is still being held 3 months after delivery the student will be sent a reminder via email and if no response is received within 10 working days from the reminder being sent the smartcard will be destroyed and the student will incur the replacement fee should they then decide a smartcard is needed.
· A smartcard should only ever be handed over/sent to a student once they are fully enrolled (ENR).

d) Replacement, Blacklisting & Delivery

· Replacement smartcard requests must be made through the i-zone either in person, by telephone or email. 

· The office will contact the student within 5 working days to determine the reason for the request and advise of any applicable charges. The enquirer is required to contact the office back within 10 working days, or the enquiry will be closed and they will need to raise a new one. 

· Students will incur a £8 replacement charge for smartcards in the following instances:

Lost

Damaged

Stolen (where a valid crime reference number can’t be provided)

Any changes to a smartcard for personal preference e.g. using a familiar name, or change of photo (where the student has had the opportunity to submit a photo of their liking - subject to regulations)

Where certain printed information is inaccurate and the cardholder has had the opportunity to verify/correct prior to card production
Any charges that do apply are made on an individual basis.

· Smartcards will be replaced free of charge in the following instances only:

Faulty (must be reported to the University as soon as possible after collection)

Stolen (where evidence of a valid crime reference number has been provided)

Change of photo - where an old photo has been used and the student has obviously changed their appearance

Change of Faculty e.g. moving to or from the Faculty of Health & Social Care

Change of end date - where the expiry date of the current smartcard has less than 6 weeks left

Change of name - legally changed by deed poll or marriage 

The card never arrived in the post to the individual’s address

Where there is an issue with the quality of the printed photo, any charge will be at the discretion of the Registry. 

· When a replacement smartcard is requested the student will be emailed to let them know their smartcard has been ordered and what to do when it arrives.
· Smartcards reported as lost or stolen are blacklisted as soon as possible after the report is received, an email with the student’s details is sent to Security, Catering and for Medway students to the Drill Hall Library. A false temporary card number is assigned to the student’s SCMS record by the office to stop services: Library (ALEPH), Chubb access and printing. Once a smartcard has been blacklisted in this manner it cannot be re-activated if found again. The student will be required to pick up the cost of replacement.

· Replacement smartcards are delivered to the student via Royal Mail 2nd class post direct from the external card bureau to the address that the student has specified. Smartcards cannot be posted to an overseas address.

· In certain circumstances the office may need to change the student’s address on Ql to the Registry office address for delivery of a replacement smartcard. This will usually only happen if a student does not have a UK address.

· Upon receipt of the replacement smartcard the student must contact the i-zone to activate their smartcard to enable them to use associated services.  More information on activation of smartcards can be found at www.canterbury.ac.uk/smartcards. 
5. i-zone

· The Graduation & Registry Events Office acts as liaison between the Registry Department and i-zone.
· The office is responsible for updating the Registry frequently asked questions spreadsheet on a termly basis via a Registry representative from each office. The FAQs and quick calls (presets) are then updated to ‘ask the i-zone’.
· A member of the Graduation & Registry Events Office will attend the following meetings Registry/Key Contact monthly meetings, at this meeting Registry staff feedback will be relayed to the i-zone and vice versa. Sunrise Users group and Service Level Agreement group.
· The office is responsible for monitoring Sunrise warning of breach emails and to inform the office when a warning has been issued for an outstanding enquiry. The service level agreement is as follows:
Project - 30 working days to resolution

Routine - 5 working days to resolution

Urgent - 3 working days to resolution

Emergency - 1 working day to resolution

Complaints - 5 working days to resolution
6. General
· The office voicemail is checked daily Monday to Friday and calls returned that same day. If the enquirer is not available the office will leave a voicemail message stating date/time of call. 

· Enquiries via the office email/call log are checked and replied or forwarded daily Monday to Friday.

· Resolution of all enquiries for the office is 5 working days.

· Post is collected, stamped, delivered daily.
· Formal team meetings are held monthly.

· One to ones are held with the office Manager every three months.

· The Graduation & Registry Events Office reviews progress yearly and recommends any future developments.

· Post event evaluation/customer service/quality of work questionnaires are available via the Graduation web pages. From the responses a summary evaluation will be produced annually. If rated as poor 25% or above, problem area to be looked at in the future. If rated 40% or above, immediate consideration of problem area, for possible rectification in time for next event.
· Forms, invoices and emails are kept for a year for audit purposes then destroyed. 
· Annual risk assessment review.

· Data Protection - A statement to the effect that student’s details/photo will appear in Registry literature and at times their name will be supplied to a company external to the University etc.
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