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Summary

As a recognised body, the University has a legal obligation to check, verify and retain
copies of identification documentation to fulfil our immigration sponsorship duties and
prevent against fraud. We check documentation during the application process and
again at enrolment to verify students’ identity and to ensure non-UK students have
the right to study in the UK and, specifically, with Edge Hill University.

Glossary of Terms

Application The point at which you apply to study at
Edge Hill
Enrolment The formal process through which terms

and conditions are accepted and an
offer-holder becomes a registered

student

Identification Official documentation confirming the
identity of the holder

Offer-holder Status of an applicant who has received
an offer to study at Edge Hill

Student The word ‘student’ is used throughout

this procedure, however student status
is only confirmed when enrolment is
complete, at which point an offer-holder
becomes a fully registered student
Registration The point at which enrolment is
completed and a student is fully
registered on a programme/module

Purpose

As part of the enrolment process, all students are required to provide a valid form of
identification. Students must enrol in their full legal name (including any middle
name(s)) as shown on their identification. Accepted forms of identification
(dependent on nationality and study location) are set out in this procedure.

For some students, identification may also be verified during the application process,
however all students are required to provide suitable identification during the
enrolment process in order to complete their registration.

Identification requirements are mandatory and, where an accepted form of
identification is not provided, students will not be able to enrol.



Procedure
1. UK and Ireland students

1.1 Students should provide one of the following forms of photographic

identification:

e UK or Irish Passport (preferred)’

e UK Photo Driving Licence (full or provisional) — place of birth must be UK

1.2  Where it is not possible to provide photographic identification, students must
provide two forms of non-photographic identification (one from Section A
and one from Section B).
Section A Section B

Proof of legal Name and Date of Birth

Proof of legal Name and Address

Full Birth or Adoption certificate issued
in the UK, Channel Islands, the Isle of

Bank or building society statement
dated within the last 3 months

Man or Ireland

Certificate of Naturalisation as a British
Citizen

Utility bill dated within the last 3 months

Marriage or Civil Partnership certificate | Student Finance letter

2. Non-UK students (studying in the UK)

2.1 Students should provide the following photographic identification:

e Valid, current passport
AND

e avalid visa, e-visa, or Biometric Residence Permit (BRP card)

2.2 Students with Student Visas

The University monitors students with a time limit on their visa. You must
provide evidence of your current visa status as part of the application process.
The University is required by law to check, verify and retain copies of your
documentation as part of our immigration sponsorship duties. We regularly
check this documentation to ensure our students have the right to study in the
UK and, specifically, at Edge Hill University. For example, you will be
required to provide proof of your arrival in the UK with the immigration entry
stamp in your passport.

T A UK/Irish passport does not have to be in date to serve as ID but must still bear a reasonable likeness
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2.3

2.4

Arriving via E-gates

If you are a student from the European Economic Area, Switzerland,
Australia, Canada, Japan, New Zealand, Singapore, South Korea and the
United States, you can now use E-gates at UK airports. If you are a national
of one of the listed countries, you can use E-gates but we recommend that
you keep your boarding passes or travel itinerary in a safe place as you will
need to provide evidence of the day you arrived in the UK.

Non-UK students should contact the International team at
visas@edgehill.ac.uk with any questions or where the required photographic
identification is unavailable.

3. Non-UK students (studying outside of the UK)

3.1

3.2

3.3

Students studying an Edge Hill programme of study outside of the UK are
subject to the identification requirements of the partner institution.

Where a programme of study at a partner institution permits articulation or
transfer to an Edge Hill programme to be studied in the UK, students become
subject to the requirements of this policy as set out in section 2.

Non-UK students should contact the partner institution with any questions in
the first instance.

4. Study Abroad / Exchange / Summer School students

4.1

4.2

Students attending Edge Hill on a Study Abroad or Exchange programme or
residential Summer Schools for a period of less than 6 months may need to
apply for a visitor visa depending on their nationality. They will need to provide
Edge Hill with a copy of this visa.

All Study Abroad/Exchange students will be required to provide their current,
valid passport as proof of identity and also provide evidence of entry into the
UK.

5. Submitting identification

5.1

Enrolment is completed online and you will be required to upload your
identification documents during this process. To do this you must:


mailto:visas@edgehill.ac.uk

e Upload the correct form of identification according to your nationality (as set
out above)

e Upload an electronic copy (either a high-quality scanned image or a
photograph) of the original document in colour print in JPEG, JPG, PDF or
Word document format (if you are providing a bank statement or utility bill
transactions/balances should be redacted to show only your name and
address)

e Ensure all documents are clear and legible — blurry images will not be
accepted

e Ensure the whole document is visible and that all four edges of the document
are evident in the image

e Ensure the file size is no bigger than 2MB - the system will not accept larger
files

You will be prompted to upload your documents during the enrolment process. If
you have any queries or encounter any issues resizing images, please contact
enrolment@edgehill.ac.uk.

6. Name changes

6.1  All students are required to enrol in their full legal name (including middle
name(s)) as stated on their identification. Once enrolled, should your name
change during the course of your studies, it is your responsibility to inform
Academic Registry and to provide one of the following documents to confirm
the change:

e Marriage certificate

e Decree absolute

e Birth certificate — if you have reverted to your maiden name due to
divorce or any other reason, you must provide your birth certificate
along with written confirmation that you have reverted to your maiden
name for all purposes

e Certified copy of birth entry — if a new name has been recorded in the

birth entry

Driving license

Enrolled deed poll — ‘unenrolled’ deed polls will not be accepted?

Statutory declaration of name change

Police report — if you have adopted a new name for personal

safety/safeguarding reasons

2 https://www.gov.uk/change-name-deed-poll
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6.2

6.3

6.4

For further information, you can contact the Data Support team in Academic
Registry at DataSupport@edgehill.ac.uk.

Name changes should be reported to the University as soon as is reasonably
possible and by no later than the end of teaching for the final term.

Once students have completed their course and final results have been
confirmed by an Award Board, the University will not permit retrospective
changes to the name on a certificate except in specific circumstances (see
Appendix 20: Certification of Awards).

Transgender students are required to enrol in their legal name but are advised
to contact the Student Support Team for further advice and guidance on the
support available at StudentSupportTeam@edgehill.ac.uk

Key to Relevant Documents

Admissions Policy https://www.edgehill.ac.uk/document/admissions-policy/
Appendix 20: Certification of Awards
https://www.edgehill.ac.uk/document/appendix-20-certification-of-awards-
2023-2024/

Support for transgender students
https://www.edgehill.ac.uk/departments/support/studentservices/student-
support-team/support-for-transgender-students/

Annexes
There are no annexes to this procedure.
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