Open Awards Access to HE – Request for Late or Amendment of Registration

Access to Higher Education - Request for an Amendment to a Learner Registration
(Please ensure that you read this carefully before completing the request form.)

 Important Guidance for Providers 
QAA Regulations require that learners must be registered on Access to HE Diplomas no later than 12 weeks from the start date of the course run or by the date of an official application to HE, whichever occurs first. 
Open Awards may consider amendments to registrations i.e. transfers but only in “exceptional circumstances.” 
In this context “exceptional circumstance” is defined as “circumstances which are outside of the student’s control”
In considering any request Open Awards will need to assure itself that:
· The circumstances are exception (i.e. outside of the learner’s control).
· The amendment to the registration does not give the learner making the request an unfair advantage in relation to other learners on the course, 
· The amendment is consistent with the QAA Assessment Regulations and other requirements of the specification. 

A request for an amendment will not be allowed if it fails to meet any of the following criteria: 
· It must not create a situation where a student is at any time registered for, or may be able to achieve more than 60 credits.
· Must be consistent with the Rules of Combination for the Named Diploma on which the student is registered. 

· Cannot be allowed if the unit/s to which the amendment relates is one that has already been delivered on the student’s course, and for which other learners have already been assessed. 
· Must not be used in any way that allows a student to improve their grade profile through substitution of new units for one already achieved

· Must not exceed a total credit value of nine.

· Must be completed no later than 26 weeks after the planned start date of the course for which the learner is registered.  

QAA provide the information below about amendments to registrations in their FAQ document ‘Access to HE Diploma Specification 2013 Frequently Asked Questions’ available here.
Please complete sections A to E on the form below and return to ahed@openawards.org.uk . 
No requests for amendments to registration can be received later than 26 weeks from start date.
Open Awards will consider this request and will formally notify the provider of its decision regarding the requested amendment 

Please note that this form should be completed by a Senior Manager or a named Quality Contact. Requests from Tutors, Assessors and IVs will not be considered.

Section A – Submitter Information
	Your Name
	     

	Organisation 
	     

	Role 
	     

	Email Address
	     

	Telephone Number 
	     

	Date of Application 
	     


Section B –Learner Information

	Name 
	     

	Date of Birth
	     

	Learner No 
	     

	Full Diploma Title on  which the learner  is currently registered
	     

	Run ID 
	     

	Start date of run
	     

	Date of original registration
	     


C – Details of type of Amendment Requested 
	Type of amendment requested

	

	1. Change to individual units     FORMCHECKBOX 


	Please provide full and accurate details of the change to registration being requested, including all unit titles and codes involved.


	2. Change to an  alternative module within the same 
Diploma     FORMCHECKBOX 


	Please provide full and accurate detail of the titles of the alternative modules to be changed. Include ‘from’ and ‘to’.


	3. Transfer to another approved Diploma Title     FORMCHECKBOX 



	Please provide full and accurate details of the titles of the approved Diplomas and run IDs involved. Include ‘from’ and ‘to’.


	Please provide full and accurate details of the exceptional circumstances in which this request has arisen. (Please note in this context exceptional circumstances are defined as circumstances which are outside of the learners control) 



	Please provide details of what measures have been put in place to ensure that a similar instance is not able to occur again, (if applicable)



Section D – Provider Confirmation that the request meets the QAA criteria
	Criteria
	
	

	In making this request I can confirm that: 
	Provider Response 
	For Open Awards Use Only 

	The unit/s to which the amendment relates is not one that has already been delivered on the student’s course, and for which other learners have already been assessed.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Does  not exceed a total credit value of nine
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Does not create a situation where a student is at any time registered for, or may be able to achieve more than 60 credits.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	The requested change does not in any way  allows the student to improve their grade profile through substitution of new units for one already achieved
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	The request has been completed no later than 26 weeks after the planned start date of the course for which the learner is registered
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Is consistent with the Rules of Combination for the Named Diploma on which the student is registered. 
	 FORMCHECKBOX 

	 FORMCHECKBOX 



Section E – Confirmation of HE application status of learner affected by this request
	Has the learner submitted an application to H.E. either through UCAS or any other means at the time of making this request?

	Yes FORMCHECKBOX 
     No FORMCHECKBOX 


	If yes –

You must inform the learner that they must notify the higher education courses to which they have applied of the details of this change, as failure to do so could lead to withdrawal of the offer of a place when the HEI provider receives the transcript of student achievement after the learner has completed their Diploma.

Please confirm that in making this request you have made the learner aware of this.

	Yes FORMCHECKBOX 
     No FORMCHECKBOX 



Section F – For Open Awards Use Only
(Confirmation that the request meets the QAA criteria)
Having considered this request Open Awards has:

	Approved the late registration  

	Yes FORMCHECKBOX 
     No FORMCHECKBOX 


	Reason for non-approval 

	AVA officer authorising this request 
	

	Date 
	

	Exceptional Circumstances Noted/Comments
	

	Amendment Made by:                                                        
	

	Date
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