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[bookmark: _Toc178408008]PDSO/DSO: 
Staff:  Karina Borja-Hurtado (PDSO), Nicole Cochran, Brian Hanchett, Amy Gustafson, Michal Wilson, James Walters, Dave Paul, (April Rich - TBD)

1. Principal Designated School Official (PDSO), Designated School Official (DSO)
2. These officials must be identified on the I-17A and abide by the following regulations:
a. Must be either a citizen or a lawful permanent resident of the United States. To prove this status to SEVP, school officials must provide one of the following with the Form I-17A:
i. Copy of U.S. passport (current or expired). Copy of a U.S. civil-issued birth certificate. Copy of an alien registration card. Copy of a naturalization or citizenship certificate.
b. Must be a regularly employed member of the school administration whose office is at the school.
c. Compensation must not come from commission for the recruitment of foreign students.
d. A PDSO may update the school’s list of DSOs by adding or deleting names in the Student and Exchange Visitor Information System (SEVIS). 
3. Federal law requires DSOs to update and maintain student records in SEVIS. A DSO also helps international students avoid problems by advising them on how to follow required processes. Some common issues international students may have questions about or should report to a DSO are:
a. Working in the United States
b. Applying for a driver’s license
c. Applying for a Social Security number
d. Changing their major, program or degree level
e. Changing their education level
f. Transferring to a new school or taking a leave of absence
g. Taking a break from school
h. Traveling outside the United States
i. Moving to a new address
j. Changing their name
k. Requesting a program extension


[bookmark: _Toc178408009]I-20’S: (SEVIS)
Staff: Karina, Brian H., James, Amy, Nicole, Michal, Dave, (April)
1. An I-20 form is a certificate of eligibility for nonimmigrant student status
a. F1 – for academic and language students
b. M1 – for vocational students
2. There are 3 uses for the I-20 and therefore it should be kept in a safe place
a. Paying the SEVIS I-901 fee (mandatory)
b. Applying for a nonimmigrant visa – issued up to 120 days prior to study start date
c. Entering the United States 
i. Initial entry into the U.S. can be no more than 30 days to start of program
ii. Travel signature must be updated each year before student leaves the US so that they may re-enter without issues
3. I-20’s may only be issued by a PDSO or a DSO with SEVIS access
4. Language Training I-20
a. Provided to a student who does not have an English proficiency score or who has not met the language requirements for college level academics
b. Active length of study for this I-20 is 16 months
5. Associate degree I-20
a. Provided to a student who has met the English language proficiency requirements to begin college level academics
b. Active length of student for this I-20 is 3 years

6. I-20’s can be extended to complete program at either level
a. Student may need some additional time due to pre-requisites or health issues
b. Students may choose to change their course of study, create new I-20
c. [bookmark: _Int_9R5ALQVS]There are NO extensions for poor performance
7. Dependent I-20’s (spouse or children)
a. Dependent I-20’s are issued as an F2, under the students F1
b. Additional costs must be provided based on the number of dependents
i. The added cost is to cover room/board, living expenses and health insurance
c. Cost breakdown:
i. 1st dependent pays the same amount as the student for room/board, living expenses and health coverage
ii. [bookmark: _Int_nypAMcw5]Proof of financial responsibility (bank statement) must reflect these addition costs


[bookmark: _Toc178408010]APPLICATION PROCESS (inquiries to orientation):
[bookmark: _Int_NrUaoPd2]Staff: Primary April R., back up- Darlene, Dago, Betty, Sue, Amy Gustafson
1. Inquiries (emails/phone/walk-ins)
a. Monitor the International Admissions email and office phone daily
b. Monitor the International Online Applications site
c. Provide standard, yet personalized emails or conversations, addressing specific questions; or refer to appropriate staff member for follow up (such as Amy G.)
d. Who is typically reaching out to IP:
i. Agents, Fairs, Study USA, Independents (student/family/friend)

2. Submit application on-line or paper – required prior to processing application in OAAP 
https://www.skagit.edu/international/application.html
a. Application 
b. Passport
c. Bank statement (verify validity of bank)
d. English test scores – DuoLingo, TOEFL, IELTS (not required)
e. [bookmark: _Int_qTuiCpDJ]$50 application fee (currently not required at this time)*	Comment by Claire Peinado: Darlene and Claire to follow up

3. [bookmark: _Hlk198802260][bookmark: _Toc178408011]Transfer-in Students – 
a. [bookmark: _Hlk198802122]Send student email explaining that they need to email their DSO (cc IP) stating they want to transfer and include our SEVIS School Code: SEA214F00260000. You will then be able to connect with their DSO. 
b. Send student our acceptance email. Some schools are okay with the email and some want an acceptance letter.
c. Request that they fill out an application to SVC and send us a copy of their passport. It’s recommended they send college transcript and updated bank statement.
d. If they don’t have a transcript, then accuplacer will be necessary.
e. In a follow-up email, connect the student with one of our advisors. Include a link to the Counseling and Advising Center. 
f. Student must meet with DSO on first day of quarter.
4. Process application – once international program application is complete create student file folder in SharePoint 
a. Create folders in student file include international programs application, I-20, F-1 VISA (if available), CVV housing application or Homestay application, Passport information. 
b. Check off items collected on the student tracking table (located in SharePoint- International- New Student Applications) 
c. Send High School transcripts to HSCP (Amanda?) counselor
d. Send any transferable credit transcripts request to evaluations (Rob)
e. Manually enter student details into ctcLink system to create EMPL ID account 

[bookmark: _Toc178408012]Process for creating international student’s SVC ctcLink EMPL ID account
1. Check SharePoint student file: All documents are required for SVC admission
a. International Program Application
b. Bank statement
c. Passport 
2. In ctcLink, click on “Add Application”
a. Academic Career “UGRD” undergraduate, ADD
b. Biographical Details
i. First and last name, may add middle if provided
ii. Date of Birth
iii. Marital Status
iv. Sex
v. Update address to come country
i. First change to the proper country, then Edit Address
ii. Enter address to the best possibility from the information provided on the application, OK
vi. Enter in phone number & type, make sure that the country code is correct
vii. Enter in the provided email address and mark as preferred
viii. Click “Citizenship”
i. Enter the country identified on the passport
ii. Enter the passport number
iii. Enter the issue and expiration dates
iv. OK
c. Application Program Data
i. Enter Admit Term
ii. Enter Academic Program “ACADM” academic 
iii. Enter Academic Plan, based on the information provided on application
i. If nothing was provided, enter “UNDECLAC” undecided	Comment by Claire Peinado: Claire and Darlene to follow up; ensure coding is updated - when and by whom?
d. Application Data
i. Application Center “W040”
ii. Admit Type “INT”
iii. Academic Level “First Year”
iv. Click “Complete”
v. SAVE*
*Clicking save will create the Student ID # and will be provided at the top of the page. 
 ** Go to SharePoint and add EMPL ID# number to the student info in the tracking table.

3. In ctcLink, click on “Admissions Processing”
a. Click “Applications to be Processed”
i. Institution “WA040”
ii. View Results
iii. Search for “INT” under Admit Type
iv. Copy ID number
b. Click on “Residency Data”
i. Insert ID number
ii. Institution “WA040”
iii. Effective Term – enter term start
iv. Residency “International”
v. Residency Date – current date entered
vi. Save
c. Click on “Maintain Application”
i. Insert ID number
ii. Click on “Application Program Data” Tab
iii. In the Program Data section, click the (+)
iv. Program Action “MATR” matriculation
v. Click “Create Program”
4. Click on “Student Services Center”
a. Service Indicator 
i. Enter student ID number
ii. Click “General Info” tab 
iii. Click “Edit Service Indicators”
a. Click “Add Service Indicator”
b. SI Code “G06”
c. Reason “INTAD”
d. Enter start term and no end term
e. Click “Apply”
b. Student Group (only once a student is confirmed for arrival)
i. Still under “General Info” tab
ii. Click “Edit Student Groups”
iii. Academic Institution “WA040”
iv. Student Group “RINT” (if not appearing as an option- complete all applications then the list of students to Rachelle Russel) 
v. Effective date should be the Sunday prior to the start of the intended start term
vi. Status “Active”
vii. Click “Apply”
5. Click “Visa/Permit Data” – this step is completed after student’s arrival 
i. Country “USA”
ii. [bookmark: _Int_iKFXFkl0]Type “F1”, possibly M1
iii. Number, add visa number issued
iv. Status “Granted”
v. Duration Type “Years

f. *Process application fee with cashiering or verify wire transfer with Business Office.	Comment by Claire Peinado: Who in the Business Office?  Need introductions
Include student ID number in the wire information
U.S. Bank.
Routing Number: 125000105
Bank Account Number: 153505364635
U.S. Bank's Swift Code is USBKUS44IMT

The address for incoming wire transfers is:
U.S. Bank
800 Nicollet Mall
Minneapolis, MN 55402

g. Enter student information into SEVIS to create the I-20
h. Create the acceptance letter and packet
Located in SharePoint- Email Templates- Packet Materials 
i. Send out the acceptance packet to the student only via email
i. Acceptance Letter, I-20, CVV housing application or Homestay Agreement Form with Homestay address and host family contact info, airport arrival form, orientation dates and campus location information
ii. If a student comes from an agent, send an email notification that the acceptance email was sent to the student. 	Comment by Claire Peinado: Amy should be copied
iii. If student is an athlete- notify athletics that admissions has processed students’ applications- notify athletics of housing status.	Comment by Claire Peinado: Who?  Mitch?  Coach?  Sandy Leber?  Need to clarify
j. Check in with student/agent regarding visa interview and status
i. Should the interview date be delayed past the start date or visa denied, inquire if they would like to defer to a later quarter.
ii. Be sure that all details are noted on tracking table and ctcLink
iii. When a new date has been determined, send a new acceptance letter and I-20 to the student and/or agent.

5. [bookmark: _Toc178408013]Email Communications- student/agent approx. 1.5-2 months prior to scheduled quarter start regarding testing, housing, and arrival. (use templates located in the SharePoint Folder- Email Templates) 

6. TESTING (for Language Placement, Math, and English)
Staff: Melissa, Amy, Karina, 
i. Work with EAP instructors to identify students needing to take the English Placement test (CaMLA)
ii. Send students instructions in the Welcome Email (who sends this?)
1. Instructor's emails students their testing codes
iii. [bookmark: _Int_W8PISEii]Scores are provided to (who? Amy confirm)
1. Lower levels - IP registers into proper EAP levels
2. Higher levels - IP assists scheduling student for the Accuplacer test
iv. Work with testing center to schedule Accuplacer testing (Math & English) for those with acceptable English scores.
v. Scores are provided to advisors registering students for the first quarter	Comment by Claire Peinado: Are these advisors Brian and Michal?
vi. The Business Office applies the B07 on Tuition/fees are held until the first day of the quarter for new incoming students. The B07 hold is removed when final tuition is due.	Comment by Claire Peinado: Do we need to prompt BO?  If so, when and who do we prompt?
*Based on the new protocols for advising and registration, it would be good to meet with CAN and EAP to figure out the next steps for registration as this would happen while the student is still overseas.
** students who arrive a little more than a week before classes and have 3 days and could complete testing, advising, registration and orientation held by the IPO staff.

International Transfer Credits
Per Rob Hatfield: 
Here’s the flow of how SVC has processed international transfer credits:
1. Students need to have their international transcripts evaluated by a member of NACES; www.naces.org (this may take up to 8 weeks)
The evaluation needs to be course-by-course (not basic version) so all the courses, credits and grades are listed.  
It doesn’t matter which agency within the NACES group is used but the cost might be different between agencies if the student wants to compare
 
1. The report completed by the agency is considered the official document.  The report needs to be sent directly to SVC from the agency just like a college/university
What is also helpful (but not required) is having a copy of the original education documents for comparison to the agency’s version.  The original language version.
 
1. The international documents from countries whose official language is English (UK countries, Canada (except for Quebec), Australia, etc) doesn’t necessarily need to be evaluated by an agency.  The advantage for a student to have a report done is they can use it for employment also in case an employer doesn’t know if the school is accredited or if it’s the same education has the U.S. system.  Or if they transfer to another school, the report will already be done if the school doesn’t do their own evaluation of the credits/classes.
 
1. For translations, usually the reports from the NACES agencies are in English so we do not necessarily need a translated version because the agencies will do that as part of their service.  If the documents do need to be translated, any translation service is fine and/or I’ve asked SVC students/staff for help with any words that I do not understand.  Translation Services are expensive so we do not need the documents translated separately from what NACES will do for their report for transfer courses

Also, the college courses transferred are mainly in the social science area unless we have course descriptions.  A lot of the time we don’t know the level of math and/or science based on just the transcript.

[bookmark: _Toc178408014]HOUSING – CVV, Homestay, Alternate Housing, Private/Personally Arranged 
https://www.skagit.edu/campus-life/housing/international-student-home-stay.html

CVV- application available on-line
https://www.skagit.edu/campus-life/housing/cvv-application.html

1. Students are strongly encouraged to apply for housing as early as possible, usually with their application or shortly thereafter, especially if their intention is to live at CVV.
2. [bookmark: _Int_HvCrvjDF]Only students who are 18 years of age or will be turning 18 within the quarter may apply to live at CVV.
3. It is strongly encouraged that students purchase the bedding package through CVV prior to arrival
4. Any application received by IP for CVV will be forwarded to MV.CVV@skagit.edu for processing.
5. CVV and IP will be in continual communication for students’ placement, arrival, and any special needs.	Comment by Claire Peinado: Again, specify who.  Griffin?
6. Students of any age are welcome to apply to live in a Homestay, but if a student is under 18, Homestay is their only housing option.
Homestay
International Program Coordinator will receive and review Homestay application from student.
[bookmark: _Int_dJMBDIZT]Review of the current and available homes to pair with the student.
1. Contact the host to share student information and see if the host is interested in the student.
2. Send the host the student’s information and send the student the host information and encourage them to reach out to one another prior to arrival for introductions
3. Complete HOST AGREEMENT Form and include agreement in student file
4. Note homestay address in student information on tracking sheet

Alternate Housing (is this an option?)
Alternative Housing - Apartments
5. WHO? acts as liaison between the college and the rental companies, arranging housing agreements with local apartment complexes and furniture rental companies
a. The agreement should be no more than 2 quarters long
6. The Program Coordinator will work with the Business Office on contract and payment planning. In addition to the cashiers to set up student payments
7. [bookmark: _Int_PKsensV8]Alternative Housing is initiated if and when all other housing options are full
8. All under 18 students need to be placed into Homestays first

Private or personally arranged housing 
Private or personally arranged housing
9. Students have the right to find their own housing if they are 18 years of age or older.
10. Outside of providing resources for searches, the student will arrange and process this agreement on their own.
11. Underage students are permitted to live with close family, friends, or relatives in the community.
12. The student must provide their current address to the IP program (April) for tracking/immigration purposes.

[bookmark: _Toc178408015]ARRIVALS
Staff: 
vii. Arrival information is: 
1. Provided in the acceptance letter and in the orientation schedule
viii. Arrivals dates are scheduled for set days prior to each of the quarters, approx. 3-6 days prior to the first day of the quarter, assuming everything else has happened prior to arrival
1. Students are only allowed to enter the U.S. no more than 30 days prior to the start date of the quarter in which they will enroll
a. IP set schedule if able to offer the free airport pick-up service
b. Students arriving outside of these dates, would need to arrange their own transportation and accommodations
ix. Students/agents must return the Arrival & Pick-Up Request form with their flight information
*Form is available in SharePoint- Emails- Acceptance Packet
1. They will then receive a confirmation from IP with details on where to meet the driver
2. Form includes contact information in case there are any issues
x. Arrange and schedule: (who?)
1. Drivers for the set arrival dates
2. Reservation of additional vans as necessary
3. [bookmark: _Int_oTcxAz2p]Create all pick up information, including large sign with students name
4. Prepare an arrival packet for each student with information for the upcoming days with a water and a snack
xi. Drives are typically arranged to group as many flight arrivals as possible together to save on trips, between the hours of 7am and 7pm 
xii. Students in the dorms will be offered the opportunity to schedule a shopping trip after arrival or the next day
xiii. Students are delivered to their intended housing (CVV or Homestay)


[bookmark: _Toc178408016]ORIENTATION – held in person (held the Friday or Monday before classes begin)	Comment by Claire Peinado: Amy to review this section	Comment by Amy Gustafson: I have reviewed it - it is correct
b. Preparation:
i. Schedule and reserve room with video access
ii. Organize volunteer students interested in Peer Mentoring for the day	Comment by Claire Peinado: I don't think we have this, but you could coordinate support and collaboration with Student Life?
iii. Coordinate with on and off campus resources to participate day of
1. Student Life 
2. Office of Equity and Inclusion
3. Campus Security
4. SKAT
5. Library/IT
6. USDA
7. LewerMark
8. Clubs
iv. Shop for breakfast items and order lunch to be delivered or picked-up
v. Gather supplies for the day
1. Print outs, extra pens, and paper
2. Sign in sheet and name tags
3. Plates, cups, and utensils
4. Update Power Point per quarter
5. Emergency Contact Form

Day of:
vi. Places directional signs out to Orientation location
vii. Arrange the room for small groups of students with a Peer Mentor at each table
viii. Have students sign in and drop off their documents - I-20, Passport/Visa
ix. Provide them with the ER form to have completed and turned in by the first day of the quarter – kept in a binder for easy grab and go access
x. A DSO will sign the I-20’s on the 2nd page (travel signature), and make copies of all documents for IP records
xi.  DSO will print out the I-94 and give a copy to student upon returning the ER form
xii. Ensure that insurance has been added to the new student prior to paying
xiii. Proceed with the Orientation – ice breaker, PP, activities, campus tour & group photo
xiv. End of day, take students to Lewis Hall
1. Pay tuition and/or housing
2. Get student ID cards & Bus passes


FIRST WEEKS OF THE QUARTER: (April? Karina?)

1. ctcLink ENROLLMENTS – within the first 2 days of the quarter, verify that all students are enrolled properly per SEVIS and SVC requirements
a. Minimum of 12 credits, 10 of which need to be faced to face before enrolling in an online class
b. Verify that tuition has been paid in full, unless a prior agreement for an exception was made and noted in the student’s file

2. LEWERMARK – by the 3rd day of the quarter enrollment needs to be sent in for insurance
a. Update prior quarters student list with new students
b. Delete any students no longer enrolled
c. Make sure to include all details, including any changes in address 
i. Non-international students who come from a foreign country may be allowed to enroll in LewerMark with permission (DUAL citizen)
ii. Spouses and dependents must also have insurance coverage while in the US and can enroll through LewerMarks’ sister program: Lewer Global
d. Mid-quarter an invoice should be received, and IP will need to work with Business Office to take care of payment

3. HOMESTAY
a. An orientation for new students living in a Homestay takes place within the first week of the quarter.
i. Students will be provided with a handbook detailing valuable information regarding living in a Homestay	Comment by Claire Peinado: Do we have this?
ii. A review of the contract and commitment for Homestay – rules & regulations
iii. [bookmark: _Int_DEWDvAVw]How to handle difficult situations and who they can speak with to resolve issues
iv. Vacation processes
v. Move out processes 
b. Agreement signing will take place within the 2nd week of the quarter between the host and the student in the presence of the coordinator
c. No changes or alterations to the signed agreement without prior notification to the coordinator, who will then provide an updated agreement to be signed by all parties involved

4. SEVIS – by the 10th day of the quarter all current students should be registered within SEVIS for the current term (must be completed before 30 days)
a. Must be performed by either the PDSO or a DSO
b. This can be done individually or in a batch
c. Make sure students who are no longer enrolled at the college are processed properly, and notation is made in student’s file
i. Terminated
ii. Transferred
iii. Deferred
iv. Canceled
v. Authorized Early Withdraw
d. Verify any mid-quarter entries and complete the process as soon as they are registered and enrolled in classes.
e. Double check the “ALERTS” and address the issues 

5. COMMISSIONS – processed and completed no later than the 3rd week of the quarter
a. Run an enrollment report with total credits and tuition only for current term
b. Identify students processed through agents who have signed agreements with SVC
c. Calculate the commission owed to the agent for each student for the term
i. Commissions are paid for 6 terms of enrollment
d. Work with the Business Office to assist in making the payments to agents
e. Send out email correspondence/invoices to agents that payments have been processed


MID-QUARTER:

1. Early Alerts – follow up on any early alerts and students who have been struggling to confirm their progression and see if there are any additional steps necessary
2. Insurance - add IINS codes to student accounts for upcoming quarter
3. Schedule meetings to discuss student plans for next quarter: 
a. Graduating
i. Returning to home country, may stay in US up to 60 days (grace period)
ii. Transferring to a university
iii. OPT
b. Continuing studies at SVC
i. Confirming registration 
ii. Confirm housing is secured
c. Not graduating or continuing at SVC
i. Returning to home country, must exit the US prior to the start of the next quarter (no grace period)
ii. Transferring to a new school, ensure paperwork is complete
iii. Confirm housing & move out policies are followed (Homestay/CVV)
4. Emails 
a. registration notification to current students about making appointments for advising prior to registration
b. reach out to new potential students/agents regarding their status for the upcoming quarter
c. send out reminders to students regarding vacations and making sure that their I-20’s are properly signed
d. send reminders to current students about moving processes
e. send out feelers to host families to see who is available and open for the next quarter	Comment by Claire Peinado: Neta?


END OF QUARTER:

1. Current Students
a. Confirm that current students have completed registration for next quarter
b. Confirm that students have paid their tuition by the deadline or have worked with IP to make alternate arrangements
c. Follow up on student academic status and progress, and make changes to classes if necessary
d. Complete any Homestay move out paperwork
e. Review status and levels for all I-20’s
i. Update level when necessary (new I-20)
ii. Extensions
iii. Terminations/AEW
iv. Transfers
f. Make sure students have a current travel signature on their I-20 before traveling outside the US
2. New Incoming Students
a. Confirm any new Homestay placements for new students arriving next quarter
b. Confirm arrival information has been received
c. Secure drivers for scheduled arrival dates
d. Confirm arrivals with CVV and host families


Ideas! QUARTERLY EVENTS:

1. Fall Quarter – collaborate with EAP and/or Student Life for a fall/Halloween activity
a. Halloween Party
b. Pumpkin Patch
c. Hosts for Thanksgiving
d. Food Bank Volunteering
e. Shopping trip to H-Mart
2. Winter Quarter – collaborate with several campus groups
a. Organize and host Lunar New Year events/activities
b. Ski trips to Mt. Baker
c. Shopping trip to H-Mart
3. Spring Quarter – 
a. Trip to the Tulip Fields and Snow Goose
b. Organize a Host honors dinner (every other year)
c. Hiking
d. Shopping trip to H-Mart
4. Summer Quarter – 
a. Hiking
b. Kayaking trips
c. Camping
d. Shopping trip to H-Mart





[bookmark: _Toc178408017]All information from Homeland Security – Study in the States
Maintaining Status | Study in the States (dhs.gov)

MAINTAINING STATUS
While studying in the United States, it is important to maintain your F or M student status. Your status relates to the purpose, or reason for why you want to come to the United States. The U.S. Department of State issues you your visa based on your intended purpose. 

If the Department of State issues you an F or M student visa, this means that you are coming to the United States to study. You should not take any action that detracts from that purpose. Maintaining your status means:
· Fulfilling the purpose for why the Department of State issued you your visa.
· Following the regulations associated with that purpose.

F-1 and M-1 students share the same primary purpose for coming to the United States however, F-1 students enroll in more traditional academic programs, while M-1 students enroll in vocational programs. Because these two types of programs are different in nature, the types of benefits an international student may be eligible for and how long they may remain in the country depend on whether they are an F-1 or M-1 student.  Learn more about these specific differences by reviewing the F&M Student Status: Know the Difference infographic.
[bookmark: _Int_sJaDa1YF]Below are actions to take in order to properly maintain your status.

ARRIVAL
When arriving to the United States, both F and M students must:
· Enter the United States no more than 30 days before your program of study begins.
· Immediately contact your designated school official (DSO) when you enter the United States.
· When you arrive at school, you need to contact your DSO again, no later than the program start date listed on your Form I-20, "Certificate of Eligibility for Nonimmigrant Student Status."

EDUCATION
While studying in the United States, both F and M students must:
· Attend all your classes and maintain normal academic progress. If school is too difficult, speak with your DSO immediately.
· Maintain a full course of study each term. If you cannot study full time, contact your academic advisor and DSO immediately. You may be eligible for a reduced course load in limited circumstances.
· Speak to your DSO and academic advisor before dropping a class.
· [bookmark: _Int_TjyjGqSF]Talk to your DSO about requesting a possible program extension if you do not think you will complete your program of study by the end date listed on your Form I-20. An extension must be requested before your program end date.
FULL COURSE OF STUDY
To maintain your status as an F-1 or M-1 student in the United States, you must enroll in a full course of study at the Student and Exchange Visitor Program (SEVP)-certified school where a designated school official (DSO) issued you the Form I-20, “Certificate of Eligibility for Nonimmigrant Student Status,” you used to enter the United States.
The definition of a full course of study varies depending on both your status (F-1 or M-1) and the program of study you attend. For instance, U.S. government regulations define a full course of study at an SEVP-certified kindergarten to grade 12 school differently than at an SEVP-certified college or university.

FULL COURSE OF STUDY REQUIREMENTS FOR POST-SECONDARY PROGRAMS

F-1 POST-SECONDARY REQUIREMENTS
F-1 post-secondary students have several requirements they must abide by to remain compliant.
· F-1 undergraduate students at a college or university must take at least 12 credit hours per term. 
· F-1 students in postgraduate programs at a college, university, conservatory, or seminary must take a full course of study as certified by the institution.
· [bookmark: _Int_mZcmYIqR]F-1 students in other post-secondary liberal arts, fine arts or other non-vocational or English language learning training programs must meet 18 clock hours per week if the majority is classroom instruction or 22 clock hours per week if the majority of the program instruction does not take place in the classroom, such as laboratory work.

Online courses cannot count toward a full course of study for an English language training student.

If you are an F-1 student in a post-secondary program of study and are unsure if your class schedule meets the requirements for a full course of study, talk to your DSO. Your DSO can verify that your class schedule for this academic term meets the requirements to maintain your status.  If meeting this full course load requirement is difficult for you, talk to your DSO immediately to discuss if you are eligible for a reduced course load. For more information, please read the “Reduced Course Load” and “Reduced Course Load for Language Limitations” sections below.

ONLINE COURSES AND “DISTANCE LEARNING”
An online, or distance learning, course for the purpose of international student regulations means a course that is primarily offered through technology and does not require the student's physical attendance for classes, examinations, or other purposes integral to completion of the class.
· Only one online or distance learning class can count toward a full course of study for an F-1 student during each term or semester.
· No online or distance learning classes may count toward an M-1 or ESL student's full course of study requirement.
If you are unsure which courses count toward the requirements for a full course of study, talk to your DSO to verify your schedule meets the requirements to maintain your status.


WORKING IN THE UNITED STATES
The U.S. government takes working illegally very seriously. This page will help you learn the basics of the work authorization process. 

There are limited work opportunities available in the United States for F-1 students. For this reason, before coming to the United States, F-1 students must prove they have the financial ability (e.g., present bank statements) to pay for tuition and living expenses while studying. If you decide that you want to work, the first step is always to talk with you designated school official (DSO).

If your DSO knows you are working without permission, they must report it through SEVIS, meaning your SEVIS record will be terminated. That means that you will have to leave the United States immediately, and you may not be allowed to return.

ON-CAMPUS
On-campus employment is work that F-1 students whose status is Active in SEVIS may apply for. On-campus employment is specific to work that takes place on campus or at an off-campus location that is educationally affiliated with the school. Examples of on-campus employment include working at a university bookstore or cafeteria.

Active F-1 students may apply for on-campus employment up to 30 days before the start of classes. To apply, talk to your DSO. If approved, your DSO will provide you with a letter of approval. Take this letter from your DSO and a letter of approval from your employer to apply for a Social Security Number (SSN). All students who wish to work must apply for a Social Security Number.  

If you participate in on-campus employment, you may not work more than 20 hours per week when school is in session. If you have additional questions, please visit the F-1 Student On-Campus page on ICE.gov.   

OFF-CAMPUS
Off-campus employment is work that that takes place outside of a school campus. Off-campus employment is only available to F-1 students who have completed at least one full academic year of their program of study, and who have an economic hardship that qualifies for the Department of Homeland Security’s emergent circumstances.

To apply for off-campus employment, you must explain your economic hardship situation and receive approval to work from your DSO. If your DSO determines that the situation applies, he or she will recommend you and give you an updated Form I-20, “Certificate of Eligibility for Nonimmigrant Status.”

[bookmark: _Int_Md6711X8]Once you have the new Form I-20, you must file a Form I-765, “Application for Employment Authorization,” with USCIS within 30 days of receiving your recommendation.

If USCIS approves you to work, they will send you a Form I-766, “Employment Authorization Document,” (EAD) with the dates that you may work off-campus.

Please note that you cannot begin to work while Form I-765 is pending with USCIS. As with on-campus employment, you must also apply for a SSN. Please see the F-1 Student Off-Campus resource page on ICE.gov for additional information.
























[bookmark: _Toc178408018]Skagit Valley College International Program Practices compliance with Study in the United States requirements

ARRIVALS:

1. As stated, students are allowed to enter the U.S. up to 30 days prior to their program start date
2. Their program is academic based only, that is what the F1 visa means
3. Therefore, if a student wishes to participate in a program, such as athletics, then they should be sure to be enrolled in the quarter in which the program begins or prior to be in line with their academic program

MAINTAINING STATUS:

1. Enrolled in at least 12 credits per quarter
a. More than 21 or less than 12 credits student must receive approval from IPO
b. At least 10 out of the 12 credits must be in a classroom, face to face
c. Attendance is required for both in person and online classes
i. Summer or a Vacation quarter have some different options, please check with IPO in advance
ii. Final quarter prior to graduation, a student is allowed to have less than 12 credits, and at least 1 credit must be in a classroom
d. Going below 12 credits without permission could result in a terminated I-20 and a need to return home
2. Must maintain a minimum of a 2.0 quarterly GPA

CONSEQUENCES FOR NOT MAINTAINING STATUS: (per SVC)

1. Academic Alert – the first quarter falling below a 2.0 GPS
a. Meeting with  advisor to address concerns/issues
2. Probationary Status - second quarter in a row to fall below a 2.0 GPA
a. Meeting with advisor to make an active plan for progress (tutoring center)
b. Weekly check-ins with advisor to monitor progress and address any concerns
c. It is possible that a student could be suspended from working or participating in athletics at this point
3. Drop of low scholarship – third quarter in a row to fall below a 2.0 GPA
a. It is possible that the college may not allow for a student to continue their studies at SVC for a minimum of 1 academic year
b. Students would be required to return to their home country or transfer to another school prior to the start of the next quarter
c. There is a possibility to petition for reinstatement for one additional quarter for the student to try to improve their GPA
i. This would need to be supported by a DSO and/or academic advisor

WORKING ON CAMPUS:

1. Students must be maintaining active status (see above)
2. Students must be at least 18 years old
3. Students may work between 15-20 hours a week
a. May work more hours during vacation and breaks
4. International students may not apply for Work Study positions
5. Once a student receives a job offer:
a. Job must be present on campus or affiliated with the campus
b. Collect a Job Verification form from IP/DSO
c. Have supervisor complete form and return to IP/DSO
d. IP/DSO will create work authorization letter from IP and Human Resources
e. Student will collect letter, passport, I-20, and I-94 to schedule an appointment at the Social Security Office to apply for a card
f. Once they receive their SS Card and have completed the HR application packet, they will be cleared to begin working

WORKING OFF CAMPUS:

1. [bookmark: _Int_Qiv8I3V9]Off campus employment is not a common practice
2. Off campus employment is only available to students who have completed one academic year of study and who are struggling with economic hardship
3. The hardship must be qualified through the DHS emergent circumstances
4. The student must apply for this option with the help of a DSO

*WARNING – students working off campus without IP and USCIS permission risk possible I-20 termination and deportation*

[bookmark: _Int_5yUYCUr6]CPT & OPT – Two options that would allow students additional work opportunities, OPT is the most common practice at SVC and typically post-completion

1. CPT - Curricular Practical Training
b. Training must relate directly to the student’s major area of study
c. Training is an integral part of the school’s established curriculum
d. Designated school official (DSO) authorized CPT in SEVIS, and the authorization prints on the student’s Form I-20
e. Occurs before the student’s program end date on the Form I-20
f. Authorization is for one specific employer and for a specific period
g. Student must secure the training opportunity before CPT can be authorized
h. CPT must be authorized before the student can begin work
i. Student can have more than one CPT authorization at the same time
j. One year of full-time CPT eliminates a student’s eligibility for OPT

2. OPT - Optional Practical Training
a. Training must relate directly to the student’s major area of study
b. DSO recommends OPT in SEVIS
c. Student does not have to secure training before the DSO can recommend OPT
d. Authorized by the U.S. Citizenship and Immigration Service (USCIS), and the student is issued an Employment Authorization Document (EAD)
e. Allows the student to work for any employer, if the training relates to the student’s major course of study
f. Can occur before or after the student’s program end date
g. Periods of OPT cannot overlap
h. Students are eligible for an additional 12 months of OPT authorization, when they change to a higher educational level
i. Example:
· Associate -> OPT, Bachelors -> OPT, Masters -> OPT
i. Students should meet with a DSO at least 3 months prior to graduation to begin the application process

TRANSFERING I-20’S
[bookmark: _GoBack]Student must complete the Transfer Form – email to international. Admissions @skagit.edu Link to FORM: 
https://www.skagit.edu/wp-content/uploads/2019/04/svc-international-transfer-student-form.pdf

The basic rules for moving a I-901 SEVIS Fee payment between SEVIS ID numbers are:
1. The I-901 SEVIS Fee must be moved between SEVIS ID numbers for the same individual
Resource for SEVIS questions
Taken From this page.   From this site 
2. An additional I-901 SEVIS Fee is not required (For more information, see the section, Do I pay the fee?)
3. The I-901 SEVIS Fee amount for the new school or program must be equal to the I-901 SEVIS Fee already paid (see the Fee Amount Chart)
4. Only the student or exchange visitor may request the move
https://www.fmjfee.com/i901fee/index.html




Training Materials 
https://j1visa.state.gov/sponsors/current/sevis/sevis-training-videos/
CTCLINK – application processing document 
Homestay – spreadsheet
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