
Request to 
withdraw received 

by Academic 
Programme 

Manager

Is the 
Withdrawal due 

to Covid-19
No

Advise the student 
to submit the CoE 

for drop and advise 
them of the refund 

policy

Inform Visa, 
Insurance and 
International 
Support Team

Process refund if eligible 
and requested

Yes

Explore Alternative options with student- Online- 
Deferral or part time study for the semester

What has the 
student decided

Withdraw

Explain the impact 
on visa, insurance 

and further 
progression/ course 

completion

Defer

Does the student still 
wish to withdraw 1

No

Yes

Inform Visa, 
Insurance, Refunds

1. The student may not be eligible for a refund and this can be reviewed on a case to case basis.

Inform  Insurance, 
Visa and Finance

Deferral completed Does the student 
wish to apply for 

refund
Yes

Is the student 
eligible for a 

refund?

No

Send the 
exceptional refund 

form

Yes Initiate the Refund 
process

Inform the outcome 
of the refund 

application to the 
student

Process Exceptional 
Refund

End

Explain the impact 
on visa, insurance 

and further 
progression/ course 

completion

Defer to next 
semester

Inform International 
Support Team

International 
Support Team 

to inform 
International 

Refunds 


