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Process
The Immigration Act requires UCT to report accurately and keep a record of international students registered for studies. Pre-registration is the process of checking and recording information pertaining to international students (full time undergraduate, full time postgraduate, occasional, modular, affiliated etc)  registering at UCT.  

The following is checked and recorded by IAPO in a three step process:

· Possession of a valid temporary resident permit suitable for study
· Fees cleared satisfactorily for registration
· Medical cover obtained

Step 1 – Fees Clearance

Fees cleared by members of the IAPO Finance Section (payment of minimum fees usually required - see Pre-registration Process document for more details).

Step 2 – Copies of Passport ID, Study Permit and medical aid made

Students make copies of the relevant documentation. 

Step 3 – Data Capturing

The block on the students’ PeopleSoft account is lifted and they are able to then register with their faculty.


Method of Pre-Registration
Students need to come to IAPO in person in order to pre-register*. The pre-registration process is in one central location and the faculties could allow the students to come in on particular days. We recommend that faculties build pre-registration into their faculty orientations and inform us of the days that they intend to send the students through to pre-register. IAPO employs pre-registration assistants to aid their fellow students with the pre-registration process.
To make the pre-registration process easier:
· Students can bring their own copies of their passport ID page, study permit and medical insurance cover, together with the original documents. 
· Students can ensure that the required amount of fees have been paid timorously.
*Exceptions to the Normal Method
The following students will be allowed to pre-register  via post:
· Supernumerary Registrars - if they are unable to come in due to hospital commitments. 
· GSB modular students who only come for about 2 weeks at a time during the year and have very intensive schedules
· Postdoctoral fellows
· AIMS students situated in Muizenberg
· PhD students who need to register but are not resident in Cape Town

Please note that, in these cases, certified copies need to be produced and only postal pre-registration will be accepted. Under no circumstances will email pre-registration be accepted.
Reasons why Pre-Registration cannot be done via email:
· Security issues:
· When the pre-registration assistants accept copies, they check that the original documentation is the same as the copy to avoid fraud. 
· The copies of documentation attached to email pre-registrations still need to be printed out. The students in the queue have to pay 50c a copy and we cannot charge some students and not others. 
· IAPO staff are busy with the physical process of pre-registration and are unable to free themselves up for email pre-registration. 
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