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Procedure Description

The following procedure applies when a student wishes to defer their studies.

Step Description Notes

1 Programme Convener receives deferral request
from student in writing

2 Programme Convener to confirm from
Accounts Department that the student’s
account is up to date

3 Programme Convener to complete deferral
request form

4 Programme Convener sends deferral request
form to Registry to action

5 Registry to approve/decline request, update Deferrals are included in
deferral register on the server and draft deferral [the maximum period of
letter reqistration

6 Registry sends letter to Programme Convener to

inform student of start and end date of deferral
period (if approved)

7 Programme Convener to update Academic
Report
8 Registry to make a note on the Learner

Management System

9 Registry to send updated deferral register to
accounts department for them to put the
students account on hold for that period

10 Registry to monitor deferral periods and inform
Programme Conveners accordingly
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