HDR Student Change of Program Workflow Tuesday, October 30, 2007

NOTE: Both local areas must approve a change of program and
be clear about any funding/scholarship issues

Student — Negotiates with relevant staff in local areas and lodges a
formal request in writing.

Local Areas — Delegated Authorities approve or declines the
program

Approved Declined

Local Area - Current

Local Area- Makes Program Owner Advises
changes to supervisor panel student. Provides a record of
if necessary. Forwards notifcation to Student
approved form to SAS Records to place on the

Scholarships Office student’s file

END

Fees Office —
Check if any
impact on Fees.
Alter if necessary.

Scholarships Officer . Adjust Student System to reflect any
changes in scholarship details (e.g. charge code etc). Advise HR
if appropriate Advise Fees Office.

Enrolments Officer - Adjusts Student System to reflect the
change in Program.. Advise the student by email of the approved
extension. Place a record of the approval on the student file. Give

file to Student Records Office
END

Student Records — Store
the file




