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

Access to Higher Education - Request for a Late 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 requests for late registrations 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 exceptional (i.e. outside of the learner’s control)
· the late registration does not give the learner affected by the request,  an unfair advantage in relation to other learners on the course

No requests for late registration can be received later than 26 weeks from start date of the course .
Open Awards will consider this request and will formally notify the provider of its decision in relation to the request. Please note that late registration fees will apply in accordance with Open Awards Fees and Charges.  
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 to be  registered
	     

	Run ID 
	     

	Start Date of Run
	     

	Date of original registration of other learners 
	     


Section C – Circumstances resulting in this request 
	Please describe fully the exceptional circumstances that have occurred which have resulted in this request 

	     


Section D – Preventative Measures
	Please provide full details of the procedures that have been put in place to prevent such a situation happening again? 

	     


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 – 
Is the Diploma Title and the units for which the learner is now to be registered for are identical to those listed on their HE application

	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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