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Related Documents

WI-ACAD-02 Course Withdrawal Academic Counselling Guidelines

to Student Central

For Student’s Pass holders
1)Cancellation of Student’s Pass
2)Copy of recent passport
3)Copy of Student’s Pass

Student submits Enrolment/Change of Enrolment Variation(Diploma/Certificate) form for course withdrawal

Student Central updates the shared withdrawal tracking list and distribute the documents to Academic
Services Officer and Student Administration Officer.

A

Academic Services Officer receives the Enrolment Variation
(Diploma/Certificate) course withdrawal from Student Central

Is student under
age of 18?

NO
v

Academic Services
Officer seeks
student’s parent/
guardian approval for
course withdrawal

Academic Services Officer checks with
Finance if there is any outstanding fee
payable by the student

d-Yes Approved?

Any
outstanding
fee?

No

Student is
referred to
Finance to settle
outstanding fee

v
Academic Services Officer conducts
course withdrawal counselling
according to Course Withdrawal
Academic Counselling

4

Academic Services Officer obtains approval
from Director of Academic Services

Approved?

Student continues course and
withdrawal application is
cancelled and form is filed in
student’s file

A
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Yes

\

confirmation to student by email and c

Academic Services Officer sends course withdrawal

Administration for follow up action

opy to Student

!

a) Maze
b) Shared course withdrawal tracking list

Academic Services Officer updates the applicable systems for course withdrawal

/

File circulation form with student file is circulated to department as indicated
on the form for record and/or required action
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