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TITLE:
STUDENT REGISTRATION (INCLUDING WITHDRAWAL)
PURPOSE/SCOPE:
To ensure that all students are registered as efficiently and promptly as possible and that their details are accurately entered and maintained in the College Management Information System.

RESPONSIBILITY:
For completion of CRS1 form lies with the Section Leaders.


For making all necessary arrangements for registration lies with the Academic Information Officer / Administrator in conjunction with all Section Leaders.


For the issue of registration timetables / appointment slips and blank STD1 forms lies with the Academic Information Officer / Administrator.

For ensuring the completion of all relevant sections of the STD1 form lies with the Section Leaders.


For ensuring that all students are registered lies with the Section Leaders.


For data input lies with delegated registration staff.


For the issue of swipe cards lies with delegated registration staff.


For the issue of reminder lists to Faculties lies with the Academic Information Officer / Administrator.

For checking that there is an STD1 form for each student enrolled on a class lies with the Faculty Administrator.

DEFINITIONS:

APPENDICES:
Forms

Details of Course and Class (SU-CRS1)

Student Withdrawal / Transfer Slip (SU-RWTS)
Reference Documents
Registration Timetable – Sample (SU-RTS)

RELATED

INFORMATION:
Student Enrolment Form (STD1A)


Student Enrolment Form - Non Central (STD1B)

Student Enrolment Form – Evening (STD1A – EVENING)
Student Enrolment Form – Leisure (STD1F)
Student Registration, Student Data Input - Work Instructions
There are other variant STD1s for particular client groups not listed, but handled in the same way.
Originated
Approved
Date
1.0
COMPLETION OF CRS1 FORM

1.1
The Section Leader will complete a SU-CRS1 form for any course, which the Section is intending to deliver.

1.2
The Section Leader will submit the SU-CRS1 form to the CMIS office at least one week before the class is due to start.

1.3
For any course due to start at the beginning of a session the Section Leader will submit the SU-CRS1 form to the CMIS office before the end of the previous academic session.

2.0
CENTRAL REGISTRATION - In College

2.1
All classes taking place within the main college building will be registered centrally unless alternative arrangements have been agreed or unless they are Leisure classes.

2.2
For courses such as Special Needs and for ESOL classes where student enrolments tend to be ongoing the Section Leader may request that the STD1 is completed by Faculty staff and passed onto Faculty staff for processing.  Refer to section 4 of the procedure.

2.3
Arrangements for Central Registration
2.3.1
Faculty administration staff will notify the Academic Information Administrator that a registration slot is required and they will agree the slot details with them.

2.3.2
The Academic Information Administrator will maintain a timetable of booked registration slots, which is available to staff to review via the staff intranet.

2.4
Pre Registration


The Section Leader will ensure that:

2.4.1
The Section Leader or Programme Coordinator inserts the course and class code on the STD1A form.

2.4.2
Each student completes all personal details on the STD1A form.

2.4.3 The form is checked prior to registration by the appropriate Section Leader or Programme Coordinator.
2.4.4 The students attend registration at the appropriate time and location, accompanied by an appropriate member of Faculty staff.

2.4.5 The students take to registration: 

a) Partially completed STD1A form.

b) Fee evidence as appropriate

Pre Registration continued
2.4.6
It is acceptable for Faculties to mail merge the students details onto an electronic version of the STD1A form to preprint the form before giving to the students. However the forms must still be checked according to 2.4.3.

2.5
Registration
2.5.1
Delegated registration staff will enter the student details into the CMIS system in accordance with the issued work instructions.

2.5.2
The student will sign the form thereby agreeing to abide by College rules and regulations and taking ultimate responsibility for the paying of their fees.

2.5.3
The delegated registration staff will issue each student with a swipe card for monitoring their attendance.

2.6
Late Registration

The Section Leader will ensure that for any student who has not been centrally registered, due to enrolling late or for any other reason:
2.6.1
The appropriate Section Leader or Course Tutor inserts the course and class code on the STD1A form.

2.6.2 The student completes all personal details on the STD1A form.

2.6.3 The form is checked prior to registration by the appropriate Section Leader or Programme Coordinator;

2.6.4 The student reports to the student registration point;

2.6.5 The student takes to the student registration point;

a)
Partially completed STD1A form.

b)
Fee evidence as appropriate.

2.6.6 Registration will be carried out in accordance with section 2.5 of the procedure.

3.0
REGISTRATION - LEISURE STUDENTS

3.1
Leisure staff will complete the STD1F and enter it directly into the CMIS system using their own entry screen.

4.0
NON CENTRAL REGISTRATION

4.1
The Academic Information Administrator will issue to the Section Leader a supply of blank STD1B forms for the students to be registered.

4.2
The Section Leader will ensure that:

4.2.1 Each student completes all parts of the STD1B form under the direct supervision of a member of the academic staff;

4.2.2 The member of academic staff completes the course and class code, source of finance and student category and ensures that the student has correctly completed the boxes for ethnicity, disability and permission to record;

4.2.3 The form is checked by the appropriate Section Leader or Programme Coordinator;

4.2.4
The students sign the form thereby agreeing to abide by College rules and regulations and taking ultimate responsibility for the paying of their fees;

4.2.5
The completed forms are submitted to the Faculty office as soon as possible.

5.0 TRANSFER OF STUDENTS

5.1
If a student transfers from one course to another, then the Section Leader of the section to which the student is transferring will complete a Student Withdrawal / Transfer Slip.

5.2
The student will be asked to complete a new STD1 form and will be sent to the student registration point with the following items:

· New STD1 form

· Transfer form

· Swipe Card

· Original STD1 form (if the student is transferring within the same Faculty)

· List of subject details for any subject the student is already doing and will continue to do on the new course

5.3
The member of registration staff will process the information as required and issue the student with a new swipe card for the new course.

6.0
STUDENT PROGRAMME WITHDRAWAL

To ensure that student withdrawals are processed timeously:
6.1
Lecturers should alert the Guidance Tutor if a student has not attended a class for three consecutive weeks.
6.2
The Guidance Tutor should contact the student to ascertain the situation. If the student has actually withdrawn or there is no communication back from the student then the Guidance Tutor should inform the Programme Coordinator who will complete a Student Withdrawal / Transfer Slip. The form should indicate the reason why the student has withdrawn.

6.3
The Programme Coordinator should sign the Student Withdrawal / Transfer Slip and submit it to the Faculty Administrators.
6.4
The Faculty Administrator will process the withdrawal on the CMIS system, sign the form and pass it to the Student Registration Office.
6.5
Registration Staff will update the fee record for the student accordingly and process any fee refund required. The withdrawal form will be passed back to the Faculty for storing.

7.0
REGISTRATION MONITORING


To ensure that no student registrations are missed:

7.1
The Academic Information Officer will arrange for a regular issue to the appropriate Faculties of a list of all classes, which started at least three weeks previously, and for which no enrolments have been entered into the CMIS system.

7.2
The Faculty Administrator will check when filing STD1s that all are present when compared with the lists on the CMIS system. If any are missing then they will contact the Registration Office to try and locate the missing form. If they cannot locate them then they should inform the Academic Information Officer so that auditors can be informed in advance.

8.0
AUDIT OF PROCEDURE

8.1
All aspects of the procedure will be subject to regular audit by the Quality Development Unit.
9.0
RETENTION OF FORMS

9.1
All STD1 / Withdrawal and CRS forms mentioned in this procedure must be retained by the Faculty for three years so that they are available for audit.
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