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The UKCISA Manual: Sections 2, 3 and 4 

Sections 2, 3 and 4 of the 
Manual include:
�� Fees and Student Support 

– detailed guidance on 
understanding and applying 
the fees and student 
support regulations for 
England, Wales, Northern 
Ireland and Scotland at 
both higher and further 
education level in each 
case. 

�� Welfare, health and tax benefits – information on 
‘public funds’, eligibility for welfare and income-
related benefits, health benefits and tax credits

�� Council tax and Northern Ireland rates – liability 
to pay council tax, calculating the bill and 
discounts, council tax benefit, appeals and rate 
relief for students in Northern Ireland.

As with other sections of the Manual, any changes 
that occur during the course of the year will be 
notified via our e-news and set out in detail on our 
website.

 Available in print only.
Price £55 (members) £220 (non-members)

Students in financial hardship: an 
adviser’s guide

This guide aims to help 
advisers to minimise the 
occurrence of financial 
hardship and to establish a 
realistic approach for dealing 
with requests for help from 
those students who experience 
financial problems. It considers 
what the institution can do to 
prevent hardship, and how an 
adviser can assess a student’s 
financial situation and help the 
student address the problem.

 Available in print only.
Price £15 (members) £22.50 (non-members)

UKCISA website: fees, finance & student 
support

Our Student Zone includes clear and simple 
information for students but can also be a handy 
reference source for advisers. It includes answers 
to Frequently Asked Questions on fee status 
assessment, student support eligibility, obtaining 
funding for study, living costs in the UK and opening 
a bank account. Our Information Sheet topics 
include:
�� Tuition fees (separate guidance for England, 

Wales, Northern Ireland and Scotland)
�� Ordinary residence: case law for fees and 

Student Support
�� Student Support (separate guidance for applying 

in England, Wales, Scotland and Northern 
Ireland)

�� Financial hardship
�� Council Tax
�� Welfare benefits
�� Sources of funding for international students

 www.ukcisa.org.uk/student

The Members’ Zone includes sections on student 
support and fee status assessment, including the 
“Fees Interactive” online fee status checkers and 
links to guidance and legislation, and a section on 
helping international students open bank accounts in 
the UK.

 www.ukcisa.org.uk/members
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Basic advisory skills for those working 
with international students

This course focuses on issues relevant for those who 
are new to advising international students and offers 
an introduction to the tools and skills needed to do 
the job effectively.

By the end of the course, participants will be 
able to:

—— identify the main objectives of the advice process
—— identify the key stages of the advice process
—— define their role and its boundaries
—— locate useful resources and sources of support
—— revise and/or devise administrative processes 

required when advising international students
—— understand how to develop their interviewing 

skills 

This course is suitable for:
anyone who provides advice to international 
students. This includes staff who have recently taken 
on the role of advising international students as well 
as more experienced staff who wish to consolidate 
their experience. Please note that this course does 
not cover specific advice areas such as immigration 
or fee status.

Dates, venues and course codes:
—— Thursday, 2 February 2012, London (P567)
—— Thursday, 31 May 2012, London (P596)

Fees:
£165 members, £130 students’ unions, £330 non-
members

Orientation for international students
An international student’s first experiences of the UK 
and your institution are crucial. As well as offering 
a welcome, a successful orientation offers a basis 
for successful adaptation to life as a student at your 
institution and is all the more effective if it reflects its 
true ethos. This course is highly participative.

By the end of the course, participants will be 
able to:

—— clarify what their orientation programme is aiming 
to achieve

—— identify resources needed and discuss ways of 
obtaining them

—— experience the various stages involved in 
planning an event

—— identify what needs to be included in a successful 
programme 

This course is suitable for:
those who have recently taken on responsibility 
for, or a key role in, organising their institution’s 
orientation programme. The course might also be 
useful for more experienced staff who may wish to 
consolidate their experience and share their own 
ideas and strategies.

Date, venue and course code:
—— Wednesday, 21 March 2012, London (P581)

Fees:
£165 members, £130 students’ unions, £330 non-
members

Student services and recruitment
Courses
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Frontline responses to the mental 
health needs of international students

A hands-on training course in developing basic skills 
to respond to the mental health needs of international 
students especially at times of confusion and crisis. 

By the end of the course, participants will be 
able to:
use case material and exercises to help develop:

—— familiarity with the signs of, and ways of, coping 
with serious mental illness

—— engagement with the link between stress, 
isolation and psychological difficulties which 
increase the risk of an episode of mental illness

—— skills in linking with combined sources of help 
with minor, sudden or recurring and serious 
mental health problems

—— reflection upon values and beliefs about 
the common and distinctive features of the 
international student experience which relate to 
mental illness and health

This course is suitable for:
international student advisers, counsellors, wardens, 
tutors, medical and welfare staff working with 
international students.

Date, venue and course code:
—— Thursday, 9 February 2012, London (P571)

Fees:
£165 members, £130 students’ unions, £330 non-
members

An introduction to international 
recruitment and marketing

This course will enable anyone working in 
educational institutions to understand the basic 
principles of international marketing and gain an 
overview of the processes involved in the recruitment 
of international students.

By the end of the course, participants will be 
able to:

—— identify how all staff in an institution can input 
into the recruitment process and assess how 
their own specific role fits in

—— gather and interpret relevant information 
necessary for the planning process

—— set objectives which are specific, measurable, 
achievable, realistic and time-limited (‘SMART’)

—— put together a relevant marketing plan
—— consider the range of marketing techniques 

which can be used to carry out a successful 
marketing and recruitment campaign

—— evaluate and monitor the success of the 
institution’s marketing and recruitment strategies

This course is suitable for:
anyone working in the international student arena, 
including international student advisers or those 
new to international marketing and the recruitment 
of international students, who wants a basic 
understanding of the issues involved.

Date, venue and course code:
—— Tuesday, 3 April 2012, London (P585)

Fees:
£165 members, £130 students’ unions, £330 non-
members

Student services and recruitment
Courses

Prepare for Success is an interactive pre-arrival learning tool for international students 
who are getting ready to come to the UK to study. The learning resources about different 
aspects of academic life in the UK help students to find out what British academic life is 
like and what kind of academic skills will be needed for effective study. The activities also 
provide scope for improvement in English language skills.

Learning activities to prepare �
international students for study in the UK

www.prepareforsuccess.org.uk
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UKCISA website

The Members’ Zone of our website includes a wide 
range of resources to promote best practice in 
supporting international students including Prime 
Minister’s Initiative (PMI) supported activities:
�� benchmarking reports on international student 

services in UK further and higher education
�� research into the international student experience 

and related topics
�� codes and guidance including the UKCISA/AISA 

code of ethics for those advising international 
students

�� reports from PMI Pilot Projects and Overseas 
Study Visits

All of the good practice guides listed below are also 
available to download from the UKCISA website.

Good practice guides

Managing accommodation for international 
students: a handbook for practitioners
This guide is aimed at staff who 
deal with international students 
in residential accommodation 
in HE and FE institutions and 
all other staff who support 
international student in 
institutions, policy-makers, 
students’ unions, voluntary 
organisations providing 
accommodation services, and 
commercial providers. It: 
�� sets out good practice on 

the provision of accommodation and associated 
services

�� maps out the issues and points for consideration 
either where practice is too context-specific for 
meaningful generalisation or where it has not yet 
been established in the sector

�� stimulates continuing debate in the education, 
voluntary and private sectors on evolving good 
practice

 +  Available in print and to download.

Planning and running orientation programmes 
for international students
When they begin their period of 
study in the UK, international 
students are removed from 
the cues, clues and familiar 
landscape of their own culture. 
More than home students, 
they are removed from their 
usual support networks and 
mechanisms. Many of your 
new students will be lacking 
direction, not knowing where to 
go, literally or metaphorically. 
Orientation programmes are an essential way of 
welcoming international students to the UK and to 
their new institution, and a valuable way of imparting 
a wide range of information relevant to their stay. This 
guide provides guidance, ideas and a list of practical 
items that you can use as an aid to designing 
orientation events for your students.

 Available to download only.

International students under 18: guidance and 
good practice
The issues relating to 
international students under 
the age of 18 are varied, 
complex and sensitive, due to 
legislation, differences between 
jurisdictions and different 
obligations on different types of 
education provider. This guide 
draws together descriptions of 
regulatory requirements and 
examples of good practice, 
provides sector and country-
specific guidance where applicable, and brings 
together general points of relevance where sectors 
can learn from one another.

 Available to download only.

Managing accommodation  
for international students:
a handbook for practitioners

Planning and running 
orientation programmes for 
international students

International students under 18: 
guidance and good practice

Student services and recruitment
Print and web resources
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Mentoring schemes for international students: 
a practical guide
Mentoring is generally 
accepted to be a powerful tool 
for helping people through 
difficult situations and periods 
of transition. International 
students beginning a period of 
study in the UK face particular 
challenges in adapting to 
their new environment, and 
this guide provides practical 
support to staff in HE and FE 
institutions who are considering 
setting up mentoring schemes specifically for 
international students. It covers all the major points 
you should consider before setting up such a scheme 
and as well as sample documents for you to use as 
the basis for setting up schemes of your own.

 Available to download only.

Volunteering and international students: a 
practical guide
Experiencing British culture 
is an important part of 
an international student’s 
time in the UK; it is a large 
part of why they choose to 
study here. And institutions 
welcome volunteering 
schemes as they increase 
students’ employability, as 
well as providing a way of 
strengthening community links. 
This guide is an overview of the 
issues that you should think about when starting a 
volunteering scheme using international students as 
volunteers. It addresses what you should consider 
at each stage, from ways in which volunteering 
is perceived by people from different cultures, to 
additional risks and legal issues, to issues around 
recruiting international students.

 +  Available in print and to download.

International students in crisis�
a guide for institutions
This guide looks first at some 
of the main factors common 
to different types of crisis, 
considering the issues they 
raise for students and those 
around them, including both 
other students and staff. It 
also looks at particular types 
of crisis. These include a 
student experiencing assault or 
harassment, being accused of 
a serious crime, going missing, 
having mental health problems, serious injury or 
physical illness, or at worst, dying. It also considers 
groups of students being affected by crisis in the 
home country.
The guide aims to provide the international student 
adviser with a range of practical resources, including 
checklists of issues to consider, models of good 
practice and useful publications and organisational 
contacts for further information. It stresses the role 
of institutional policy and procedures in dealing 
effectively with international students in crisis, 
and the importance of ensuring front-line staff are 
properly trained and supported in their work.

 Available to download only.

Mentoring schemes for 
international students: 
a practical guide

International students and 
volunteering: a practical guide

International students in crisis 
a guide for institutions

by Neil Gaskin

Student services and recruitment
Print and web resources
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An introduction to cultural awareness 
and sensitivity

The course is designed to introduce issues of cultural 
awareness to those who work with international 
students. The course will encourage participants to 
explore assumptions about other cultures and their 
own, and ways of interacting more effectively with 
students from other cultures. The course will also 
explore aspects of cultural difference which may 
affect our interactions with students and students’ 
experience of living and studying in the UK. The 
course is interactive and will draw extensively on 
participants’ own experiences. 

By the end of the course, participants will be 
able to:

—— explore the meaning of ‘culture’ and what it 
means to them

—— increase awareness of their own cultures and of 
cultural diversity

—— identify key stages of cultural adjustment and 
possible effects of culture shock

—— develop sensitivity to the ways cultural 
differences may affect their interaction with 
international students

This course is suitable for:
any staff who have contact with international 
students, from managers to front-line staff, from 
administrators to academics.

Dates, venues and course codes:
—— Thursday, 1 December 2011, London (P558)
—— Thursday, 28 June 2012, London (P603)

Fees:
£165 members, £130 students’ unions, £330 non-
members
 

Developing cultural awareness in your 
workplace: training for trainers 

Two-day course
Cultural awareness is important for a wide range of 
staff members who have contact with international 
students in many different contexts. Appropriate 
cultural awareness contributes to the well-being 
of current students and the recruitment of their 
successors. This two-day course will enable those 
with experience of working with international 
students to present training to their colleagues that 
will help them to be more aware of and sensitive to 
cultural difference. Participants will also feel more 
confident about the training process.
Note: this course is limited to 16 participants. Early 
booking is advised.

By the end of the course, participants will be 
able to:

—— assess what culture means personally and how it 
can be explored effectively in the training context

—— gain familiarity with group exercises that can be 
used to explore issues of cultural difference in 
institutions

—— design and present events relevant to different 
target groups within the institution

—— become familiar with general principles of course 
design and learning styles

—— reflect and evaluate their practice as a trainer

This course is suitable for:
those working with international students who 
wish to extend their activities to include cultural 
awareness training. Prior attendance on an 
introductory course on cultural issues such as ‘An 
introduction to cultural awareness and sensitivity’ is 
recommended (see the previous column).

Date, venue and course code:
—— Thursday, 14 June and Friday, 15 June 2012, 

London (P599)

Fees:
£350 members, £200 students’ unions, £700 non-
members

Cross-cultural awareness
Courses
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Cross-cultural awareness
Print and DVD resources

Bridging our Worlds �
A DVD for training staff working with 
international students

In this DVD students from 
across the globe talk frankly 
about the things that have 
surprised, puzzled and 
challenged them about living 
and studying in the UK. 
British students and staff 
also reflect on the issues 
facing international students, 
how they can help with the 
adjustment process, and what 
they themselves have learned 
from the varied perspectives and experiences 
international students bring with them. Together 
with the accompanying Trainers’ Manual, this DVD 
provides a valuable resource for anyone tasked with 
providing training on international student issues. 
It provides a simple way of bringing student voices 
directly into the training room, allowing staff to hear 
authentic accounts of the issues involved. 
It is aimed at trainers wishing to increase awareness 
of international students’ experiences and concerns 
among staff and students within universities and 
colleges; the main sections of the DVD may be 
used for in-house training of staff at all levels and 
areas of responsibility. The specialist sections at 
the end are targeted respectively at those involved 
in welfare advice and in teaching international 
students. The opening four sections can be used 
in both general cultural awareness training and 
topic-based sessions. They are intended as a pick 
and mix selection of sequences on key topics, from 
which trainers can select material most relevant to 
the audience. Clips and sequences can be used 
as triggers for discussion and to support training 
exercises. Some suggested exercises are given in the 
accompanying Trainers’ Manual.
Sample excerpts can be viewed on our website.
Price £60 (including VAT at 20%)

Working with international students: a 
cross-cultural training manual

This publication is a cross-
cultural awareness training 
manual focused on aspects 
of academic, linguistic and 
social life affecting international 
students studying in this 
country. The training activities 
in it cover a broad sweep of 
issues and perspectives that 
reflect the complete experience 
of international students. 
The exercises are divided by 
the nature of the activity from introductory exercises 
to evaluation. Any course is likely to use a variety of 
methods. Each exercise has an estimate of the time 
required to complete the activity, the target group 
and any special considerations. There are also more 
specific sections on activities related to language and 
to academic practice.
The choice of training materials should allow trainers 
to find exercises and ideas to fit their context and be 
consistent with their style of training.

 Available in print only.
Price £45 (members) £60 (non-members)

Discussing difference, discovering 
similarities: �
a toolkit of learning activities to improve 
cross-cultural exchange between students of 
different cultural backgrounds

This toolkit is designed to 
aid academic staff and those 
working with students in 
a support role to improve 
interaction and cross-cultural 
learning between students from 
different cultural backgrounds. 
This includes cultural diversity 
in its broadest sense and 
goes beyond ‘home’ and 
‘international’ delineations. 
The activities included will, 
hopefully, encourage more interaction and deeper 
interaction, and will support students to discuss 
cultural differences and find similarities in a ways that 
feel both safe and constructive. 

 Available to download only.

Bridging our Worlds 
A DVD for training staff working 
with international students

Working with international student: 
a cross-cultural training manual
Colin Lago and Alison Barty

a toolkit of learning activities to improve cross-cultural  
exchange between students of different cultural backgrounds

Discussing difference, 
discovering similarities:
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What delegates said about last year’s conference:
“This was my first conference and found it excellent. I learnt a lot and was able 
to share experiences with people doing the same or similar job as myself.”

“...extremely well organised and everyone was very friendly.”

“I returned from conference reassured despite a year of numerous changes and 
challenges.”

“Thank you to everyone for the best conference I’ve ever been to, with relevant 
sessions, a warm welcome and meticulous planning.”

“Thank you for another successful conference and for giving us inspiration and 
motivation to continue supporting our international students in these difficult 
times.”

“I really enjoyed myself and feel that I came away with lots of useful 
information. I will definitely be putting in for money to attend next year!”

“As always, the UKCISA conference is our chance to reflect as well as network, 
and realise how we fit into the larger immigration/internationalisation picture 
currently happening in the UKBA. Thank you for another fabulous conference.”

UKCISA Annual Conference
University of Warwick �
11-13 July 2012

Dates for your diary
�� Call for proposals: deadline 9 January 2012 
�� Programme available and booking opens online: 2 April 2012

For all currently available details, see 	
www.ukcisa.org.uk/conference
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We are currently working with the School of 
Education at the University of Nottingham to develop 
a Postgraduate Certificate in International Student 
Advice and Support. Full details of the programme 
will be available from the University of Nottingham, 
and signposted from the UKCISA website, when 
it has gained formal approval. The following 
information is provisional and subject to change, but 
we hope provides an indication of the scope and 
nature of the planned programme.

Target audience
�� International student advisers
�� managers of international student advisory 

services 
�� Tier 4 compliance staff
�� any other staff in related roles in further and 

higher education.

Programme aims
To facilitate the professional development of staff 
advising and supporting international students 
in an increasingly complex and highly regulated 
environment by:
�� Enhancing knowledge and understanding of 

relevant legal and ethical issues
�� Building skills in cross-cultural communication 

and advising
�� Developing self-reflection and strategic thinking 

skills

Programme structure
The 60 CATS credit Postgraduate Certificate is 
expected to be made up of four 15 credit modules: 
�� Advice-giving and client care
�� Introduction to legal practice
�� Cross-cultural aspects of advice and support
�� Internationalisation and institutional/sectoral 

context
Initially all modules will be taught in short 
intensive 2.5 day blocks and require attendance at 
Nottingham, although in later years a greater degree 
of on-line learning will be introduced to allow some 
modules to be taken entirely at a distance.

Admission and registration
As the programme is at Masters level, applicants 
will normally be expected to have a first degree or 
equivalent professional qualifications or experience. 
Accreditation of Prior Experience and Learning 
(APEL) may be possible, including for holders of 
the UKCISA/University of Nottingham Certificate 
for International Education Professionals. This will 
be handled on an individual basis as part of the 
admissions process.
It will be possible to take individual modules 
for credit, or to register for the whole PG Cert 
programme. Onward progression into Masters 
programmes at Nottingham may possible – eg the 
MA in Education, the MA in Counselling and/or the 
MA in International Higher Education.

Costs
Fees for Postgraduate Certificate in Education were 
in 2011-12 were £1,400. We expect fees to remain 
at a similar level to this. As the PG Cert requires 
attendance at residential teaching events, there will 
be some additional costs for accommodation and 
subsistence.

Full details of the course, once finalised, will be sent 
to all UKCISA members. If you have any queries in 
the interim, please contact <training@ukcisa.org.uk>. 

Postgraduate Certificate in International 
Student Advice and Support
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Training course calendar 2011
Date	 Course title	 City	 Page

25 Oct 	 Introduction to UK immigration	 London	 7
1 Nov 	 Framework for fees 	
	 (HE in England, Wales & Northern Ireland) 	 London	 13
10 Nov 	 Introduction to UK immigration	 Manchester	 7
17 Nov	 Residence requirements (for fees)	 London	 14
23 Nov	 Principles of Tier 4	 London	 7
29 Nov	 Tier 4 in practice	 London	 8
1 Dec 	 Introduction to cultural awareness and sensitivity	 London	 20
7 Dec 	 Introduction to UK immigration	 York	 7
8 Dec	 Tier 4 and sponsor compliance	 London	 10
13 Dec	 Tier 4 for experienced immigration advisers	 London	 8
14 Dec	 Principles of Tier 4	 Manchester	 7
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Training course calendar 2012
Date	 Course title	 City	 Page

12 Jan 	 Tier 4 in practice	 Manchester	 8
18 Jan	 Framework for fees 	
	 (HE in England, Wales & Northern Ireland)	 Birmingham	 13
24 Jan	 Tier 4 in practice	 London	 8
26 Jan	 Principles of Tier 4	 Glasgow	 7
2 Feb	 Basic advisory skills for those working 	
	 with international students	 London	 16
7 Feb	 Tier 4 and sponsor compliance	 London	 10
9 Feb	 Tier 4 for experienced immigration advisers	 London 	 8
9 Feb	 Frontline responses to the mental health needs 	
	 of international students	 London	 17 
15 Feb	 Introduction to UK immigration	 London	 7
17 Feb	 Tier 4 in practice	 Birmingham	 8
23 Feb	 Framework for fees 
	 (HE in England, Wales & Northern Ireland)	 London	 13
24 Feb	 Tier 4 appeals	 Manchester	 9
1 Mar 	 Principles of Tier 4	 Birmingham	 7
7 Mar	 Framework for fees (Scotland)	 Glasgow	 13
8 Mar	 Tier 4 in practice	 Glasgow	 8
13 Mar	 Tier 4 and sponsor compliance	 York	 10
15 Mar	 Tier 4 for experienced immigration advisers	 Manchester	 8
20 Mar	 Introduction to UK immigration	 London	 7
21 Mar	 Orientation for international students	 London	 16
22 Mar	 Funding, hardship & managing money	 London	 14
28 Mar	 Framework for fees 
	 (HE in England, Wales & Northern Ireland)	 London	 13
29 Mar	 Principles of Tier 4	 London	 7
03 Apr 	 An introduction to international recruitment & marketing	 London	 17
12 Apr	 Principles of Tier 4	 York	 7
16 Apr	 Tier 4 dependants	 London	 10
18 Apr	 Residence requirements (for fees)	 Manchester	 14
19 Apr	 Tier 4 for experienced immigration advisers	 London	 8
26 Apr	 Tier 4 appeals	 London 	 9 
10 May	 Stop Press: recent changes & issues	 Manchester 	 10 
17 May	 Stop Press: recent changes & issues	 Glasgow 	 10 
22 May	 Stop Press: recent changes & issues	 York 	 10 
24 May	 Stop Press: recent changes & issues	 London 	 10 
29 May	 Tier 4 in practice	 York 	 8 
31 May	 Basic advisory skills for those working 
	 with international students	 London 	 16 
12 Jun 	 Tier 4: Work options during and after study	 London 	 9 
13 Jun	 Framework for fees 
	 (HE in England, Wales & Northern Ireland)	 London 	 13 
14-15 Jun	 Developing cultural awareness in your workplace: 	
	 training for trainers (two-day course)	 London 	 20 
19 Jun	 Tier 4 for experienced immigration advisers	 London 	 8 
20 Jun	 Framework for fees (FE in England & Northern Ireland)	 London 	 13 
26 Jun	 Residence requirements (for fees)	 London 	 14 
28 Jun	 Introduction to cultural awareness and sensitivity	 London 	 20 
20 Jul	 Tier 4 appeals	 London 	 9
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UKCISA 
9–17 St Albans Place 
London N1 0NX 
T +44 (0)20 7288 4330
F +44 (0)20 7288 4360
www.ukcisa.org.uk 
UKCISA is a company limited by guarantee 
registered in England and Wales (Company 
Number: 4507287) and a charity registered 
with the Charity Commission for England 
and Wales (Charity Number: 1095294). Its 
registered office is at 9–17 St Albans Place 
London N1 0NX.

Large print version of this brochure
If you, or someone you know, require a large print version of this 
brochure please contact the Training Administrator: 
tel: 020 7288 4330 	
fax: 020 7288 4360 	
email: training@ukcisa.org.uk
or view this information at www.ukcisa.org.uk




