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A student guide to registration and tuition fees

Financial information about University study can look confusing, complicated, and downright scary.  There are several forms to fill in; you have to deal with a number of different organisations and people; and the exact process you go through will be different for everybody.  So there’s a lot of potential complication there; and as a mature student, you are in a good position to have the skills and experience to work your way through it.  This guide will explain the processes of registering with the University and paying your tuition fees, and provide key contacts and ways you can get support while sorting these things out.

Once you have accepted the offer of a place on a TILL programme, you begin the process of registering with the University and paying your tuition fees. If you are taking 60 credits or more, then you are eligible to apply for government funding from Student Finance England.  Section One explains how this funding process works.  Section Two explains how to pay your own tuition fees.
Section One

Tuition Fees

If you choose to seek government funding, you have potential access to two kinds of financial support: firstly, payment of some or all of your tuition fees; and secondly, a one-off course grant of £260.  You apply for funding through Student Finance England, whose phone number is 0845 300 5090, and whose website is:
http://www.direct.gov.uk/studentfinance

You can apply online for financial support by completing a form called the PTG1, available to download from the above websites from August.
  Help in completing the PTG1 form will be provided at the TILL Student Induction Day on Saturday 26th September, and is available at any time from the Student Advice Centre in the Union of Students.  Their phone number is 0114 2228660, and their website is:
http://www.shef.ac.uk/union/advice

When applying for funding, please use the figures from TILL’s highest fee band (Band A); so, for 09/10, if you are taking 60 credits, a total fee of £805.
Please note: It is important to know that you will not receive financial support from Student Finance England prior to starting your studies; normally, it comes through about six weeks after you begin.  You will therefore be given temporary registration for the intervening period, and enjoy all the rights of fully-registered students – the only difference is on our system, showing we’re waiting for the funding body’s decision.
Before you begin your study, you will be able to complete most sections of the PTG1 form, but not section six.  So that the government knows you’re a real student, you’re asked to provide proof of your attendance for all your modules during the first three weeks of the semester.  This is done by TILL sending you a letter towards the start of the semester, which has to be signed by all your tutors to confirm your attendance; and then counter-signed by a named member of TILL staff.  Details on how to do this are given on the letter itself, so the main thing to be aware of is that, once you begin studying at University, you will need to go through this process of confirming your attendance.

Once your attendance letter has been signed and counter-signed, take it, plus your PTG1 form, to the Student Services Information Desk, in the Union of Students.  Their desk is very easy to find, and you will be taken there as part of the Induction Day; their phone number is 0114 2221299, and their website
http://www.sheffield.ac.uk/ssid/

SSiD will then complete section six of the PTG1 form, and return it to you so that you can send it, with the rest of the PTG1 form and other supporting documents, to Student Finance England.  They will decide how much you are entitled to in terms of fee and course grants and will send you written confirmation of your entitlement.  You must send a copy of this letter (sometimes referred to as a Financial Notification) to Registry Services so that they can record the new information on your student record.  Your funding should follow in due course.  Student Finance England will pay their share of your tuition fees directly to the University, and if you have a course grant, they will pay this directly in to your bank account.  
If you are not entitled to have all of your fees paid by Student Finance England then you must pay the balance of the fees yourself.  Fees are paid at Registry Services, which is on Level Six of University House (next door to the Union), and whose phone number is 0114 2221288.  If you are sending documents to Registry Services their postal address is: 
Registry Services, University of Sheffield, Firth Court, Western Bank, Sheffield, S10 2TN
If you’ve done all your paperwork, but Student Finance England hasn’t paid your tuition fees by week nine, then please let us know (through Registry Services or SSiD), and chase them up yourself.   You may be asked to attend an appointment with a member of the Student Fees Team in Registry Services but do not worry.   Registry Services is very sympathetic to the needs of part-time students, and aware that there can be delays at the government end; we’re not going to throw you out of the University, and will do what we can to support you.
More detail on the funding provided by Student Finance England is given on the Fees Structure for Named Award Students document.

Registration
Before you begin your studies, you will be sent a Registration Form by the University, based on the information given on your application form.  Please complete and correct this form where required, and in the section where it asks about fees, write that you are applying to Student Finance England.  Guidance Notes will be sent with the Registration Form to help you to complete it and if you have any questions you can contact the Registration Helpline on 0114 2221288.  You will also be sent a UCard application form.  This is the card that gives you access to the University libraries, computers, and other facilities, and it is extremely important that you obtain this card as soon as possible.

Return the Registration Form and the UCard application form to the address given.  This will give you Temporary Registration, which is almost the same as Full Registration, the only difference being a note at our end saying that you’re expecting Student Finance England to pay your fees.  You still receive a UCard and University computer account.  Temporary Registration lasts for three weeks initially but can be extended if required.  Once you have submitted a copy of your Financial Notification to Registry Services and/or you have paid your fees, you will be given Full Registration status.
Section Two
Tuition Fees

If you are taking fewer than 60 credits per year, or you intend to pay your tuition fees yourself, then you pay the University directly.  You can do this using the payment forms included in the guidance notes sent to you with your registration form (a debit/credit card form and a direct debit form), or a cheque made payable to “The University of Sheffield”.  These need to be sent to Registry Services, whose address is given on the forms, or you can drop them off in person to Level Six of University House, the building next to the Union.
Depending on your financial circumstances, a range of concessionary fees are available from TILL.  Details of these are given on the Fees Structure for Named Award Students document.
If you are paying your own course fees, the University operates a system for spreading the cost for fees over £225.
  An initial deposit payment of 25% of the fees is payable at the start of the course.  A further three payments of 25% each are due on 1 December, 1 February and 1 April by direct debit or debit/credit card.  If your total fee is less than £225, you are required to pay in full at the start of your programme.

If you have any difficulty in paying your tuition fees, it is important that you explain that to the University so that we can offer advice and support.  The Student Fees Team in Registry Services can be contacted on 0114 2221288, or visited in person in University House, next door to the Union of Students.  You can also get financial advice from the Student Advice Centre on 0114 2228660, or the Student Services Information Desk on 0114 2221299.  Both of these services are based in the Union of Students.

Registration

Before you begin your studies, you will be sent a Registration Form by the University, based on the information given on your application form.  Guidance Notes will also be sent with the Registration Form to help you to complete it and if you have any questions you can contact the Registration Helpline on 0114 2221288.  Please complete and correct this form where required, and in the section where it asks about fees, say that you are paying your own fees.  
You will also be sent a UCard application form.  This is the card that gives you access to the University libraries, computers, and other facilities, and it is extremely important that you obtain this card as soon as possible.

You should complete the UCard application form, the Registration Form, your form for payment of tuition fees, and the Financial Guarantee form (included with the Guidance Notes) and return them to the address given.  Once these forms have been received and your payment collected, you will be given Full Registration with the University, and be sent a UCard and details of your computer account.
Summary diagrams and contacts
Section One: If you are applying to Student Finance England for financial support:
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Section Two: If you are paying your own tuition fees:
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All students: Registering with the University:
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Key contacts:
	Student Finance England
	0845 3005090
	http://www.direct.gov.uk/studentfinance

	Student Advice Centre
	0114 2228660
	http://www.shef.ac.uk/union/advice

	Student Services Information Desk
	0114 2221299
	http://www.sheffield.ac.uk/ssid/

	Registry Services / Student Fees Team
	0114 2221288
	http://www.sheffield.ac.uk/ssid/fees


Complete all but section 6 of the PTG1 form before you start studying, using the Student Advice Centre for support.





From August, contact Student Finance England on 0845 300 5090 to request a PTG1 form, or download it directly from: www.direct.gov.uk/studentfinance





In week 3 of the semester, get your attendance letter signed by all your tutors, and counter-signed by a named member of TILL staff.





Take your attendance letter and PTG1 form to SSiD, who will complete section 6 and return it to you.  Send your PTG1 form to Student Finance England.





Send a copy of your Financial Notification to Registry Services. The government pay your tuition fees directly to the University, and (if applicable) your course grant into your bank account.





The University sends you your UCard and computer account details, and, if information about your tuition fee payment is complete, gives you Full Registration status.








Complete the payment forms sent with your registration documents (a debit/credit card and a direct debit form), or write a cheque to “The University of Sheffield”.





Return them to the address given, along with information about fees payment. 





If you have any difficulty paying your fees, contact Registry Services or SSiD for advice and support.





Send payment with your Registration Form, Financial Guarantee form, and UCard application form to Registry Services.











Complete or correct the Registration and UCard application forms the University sends you.











� If you have been resident in the EU for the last three years, but not in the UK, your funding application process is slightly different.  The relevant information and forms can be found at


http://www.direct.gov.uk/studentfinance-eu


and there is an EU customer services team you can contact on 0141 2433570.


� This figure is current as of May 2009.
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