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Access to HE Diploma

Request to Change a Student’s Registered Units 
An admin fee of £50 is applied for each student
	Provider and site:
	

	Date of Request:
	

	Diploma Title:
	

	Run ID:


	

	Course Start Date:
	

	Student’s Full Name:
	

	Date of Application to UCAS:
	

	Is this request beyond the 26 week deadline? (see Certa Policy)
	


This form should be completed after reference to the “Policy and Protocol for Accepting Changes to a Student’s List of Registered Units”.  This can be viewed on the Certa website
· Amendments to a student’s list of registered units can only be considered in “exceptional circumstances”
· The amendment to the change of units must not give the student making the request an unfair advantage in relation to other students on the course

· The amendment must be consistent with the rules of combination for the named Diploma

· The amendment must not be used in any way that allows a student to improve their grade profile through substitution of new units for ones already achieved

· The request must not exceed a total credit value of 9
· This request must be fully completed.
· It must be made clear to the student that the Head of Access to HE will consider all request and that this request is not guaranteed to be granted.

	Rationale for request and full description of student and provider action prior to this request to substantiate the change 

	
	Yes
	No 

	(a) Student changing choice of HEI course:

	
	

	Full description of prior action taken 

	
	

	(b)  Administration error 
	
	

	Full description of prior action taken

	
	

	(c) Provider unable to offer a registered unit/s through unexpected absence of delivery staff, where replacement staff were not available:
	
	

	Full description of prior action taken (eg student contact with higher education institute, staff absence, other unexpected extenuating circumstances)


	List all documentary evidence which must accompany this request (eg evidence from HEI of student contact)



	Unit(s) to be removed (maximum of 9 credits)

	Prefix
	Code
	Credit Value
	Title

	
	
	
	

	
	
	
	

	The tutor and student are confirming that the Unit(s) being requested to be removed has/have not been commenced by the student or assessed by the tutor and will not give the student an unfair advantage in relation to other students on the course.    


	Unit(s) to be added (maximum of 9 credits)

	Prefix
	Code
	Credit Value
	Title

	
	
	
	

	
	
	
	

	The tutor and student are confirming that the Unit(s) being requested are in accordance with the Rules of Combination for this Diploma.   The amendment will not be used in any way that allows a student to improve the grade profile through the substitution of the Unit(s). 


	The student is signing this request for change to registered unit/s after receiving early information and guidance from the provider about choices of optional unit/s available to them within their chosen diploma and that they were prompt in informing the course tutor for
 a request to a change of unit/s.  The student is also signing to say that their chosen higher education institute/s has been informed.  

	Name:
	
	Date: 
	

	Signature: 

(the actual signature is required and not just a change of font)




	The provider is signing this request for a change to registered unit/s to confirm that the request for a change of unit/s is in line with the AVA Policy for changes to student’s units. The provider also confirms that the requested unit/s sit within the same curriculum as the original unit/s and that they have contacted all higher education institutes to which the student/s has/have applied, advising them of a change of unit/s.  The provider has also advised the student/s affected, to notify the higher education institute/s to which they have applied in respect of the change.    The provider supports this request.

	Name:
	
	Date: 
	

	Signature: 

(the actual signature is required and not just a change of font)


For Certa Use:
	Date request received:

	

	Start date of Diploma checked: 
	

	Indicate any previous requests by this student or provider:
	

	The Rules of Combination have been checked and are appropriate:
	

	Documentary evidence received?
	

	Approved, signed and dated by Head of Access to HE (within 5 working days of receipt):
	

	Passed to Access to HE Committee for requests beyond 26 weeks:
	

	Date processed, fee agreed, invoice request raised and provider informed:
	

	EM informed of student name and units:
	

	Details of the request recorded ready for the Access to HE Committee
	

	All documentation scanned  and saved on quartz:
	


	Any further comments/actions required?

	


�Does this need rewording – what if it is past the deadline?  Surely that indicates they have not been given information early enough?  Julie would like to discuss
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