Withdrawal Procedure

These procedures are designed to ensure that withdrawals and transfers when notified to Student
Records are both timely and accurate. The data derived from the Learner Record provides the
basis for the Colleges' claim for funding.

Student attendance stops IN YEAR
Please see notes on tutor role in the Personal Tutor CHECKS
section of the Tutor Handbook for guidance on

dealing with non-attendance.

*Tutors to carry
out weekly checks
on audit registers

Establish that the student has withdrawn from the whole
programme or and individual learning aim (module) or Student has
not attended for a 4 week period (unless reason for non-
attendance is known and audit evidence is available)

/ N

Individual Learning Aim
Programme (Course) (Module)
A 4 ¢

Complete the STUDENT Complete the MODULE
WITHDRAWAL / TRANSFER WITHDRAWAL FORM
FORM available from the available from the Staff

Staff Intranet with the last Intranet with the last date of
date of attendance (to be attendance (to be taken from
taken from the audit register) the audit register) and the
and the reason for withdrawal reason for withdrawal

It is vital that the last date of attendance is accurate as this could *Census checks to
lead to an under claim or an over claim of funding verify the data on

the Individualised
Learner Record

Completed form to be returned to Student

TUTOR: Records within 1 week of known withdrawal

|

Amendment processed on the Learner Record

STUDENT s - . . *Student Record
RECORDS: }/(\;l:rr:]m 5 working days of receipt of withdrawal Assistants to carry

out sampling of
audit registers on
a regular basis

A 4

Tutor with responsibility for completion of the
register to check that the amendment has been

TUTOR: processed in agreement with the audit register.
' Check the student status using the College
Information System.
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