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CHANGE OF ENROLMENT   


Academic Year 
THE HEAD OF SCHOOL’S SIGNATURE IS REQUIRED FOR BOTH WITHDRAWING UNITS AND ADDING UNITS

Please use BLOCK/CAPITAL letters and indicate with “N/A” where questions are not applicable.  

Please submit completed form to your School or post to 19 Mouat St (PO Box 1225), Fremantle, Western Australia 6959
	STUDENT DETAILS   This Section Must Be Completed


	Student Identification Number:
	  
	  
	  
	  
	  
	  
	  
	  
	
	


TITLE eg. Mr/Ms/Sr                     SURNAME/FAMILY NAME                                                   GIVEN NAMES
	     
	     
	     

	Contact Phone Numbers
	Home:
	     
	Work:
	     

	
	
	
	
	

	
	Mobile:
	     
	Email:
	     

	

	Course Code & Name
	     


	Are you an international student?                                                Yes:
	
	No:
	


	CAMPUS
	MODE
	SEM

YYSX eg 08S1
	STARTING DATE (if required)
	UNIT CODE
	UNIT TITLE


	UNITS TO BE ADDED TO CURRENT ENROLMENT:

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


	UNITS TO BE WITHDRAWN FROM CURRENT ENROLMENT:

If you receive AUSTUDY or YOUTH ALLOWANCE and are reducing the number of units please contact Centrelink to check your continued eligibility.

	INTERNATIONAL STUDENTS must maintain a full time (100%) study load to meet the requirements of their visa.  Please see the International Officer in Student Admin if you are unsure of your study load.

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	Reason For Withdrawal - If you wish to apply for retroactive withdrawal with no financial or academic penalty – supporting documents MUST BE attached. See information on back of form.

	     

	


	SIGNATURES OF APPROVAL

	Course Coordinator
	
	Date:
	

	
	
	
	

	Second Course Coordinator (if double degree or units to be studied at another campus)
	
	Date:
	

	Student Signature:
	
	Date:
	


THIS ENROLMENT FORM WILL NOT BE PROCESSED IF YOU HAVE ANY OUTSTANDING FEES OR FINES

It is your responsibility to make sure this form is received by Student Administration for processing.
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GENERAL INFORMATION

•  DATE OF EFFECT

Changes will be effected from the date your form is signed by your course coordinator. You should ensure that the form is received before the relevant deadline. Deadlines are advertised in the Student Guide and on the calendar on the University web site: www.nd.edu.au

•  PROOF OF LODGEMENT

If you mail the form and require proof of lodgement you should send it by Registered Mail.  It is recommended you keep a copy for your own records.

•  APPROVAL 

All unit enrolment and course changes require approval by your School. The University will notify you of any authorised amendments to your enrolment or changes which have not been approved. Submitting a form does not guarantee approval of enrolment into that unit.

•  LATE ENROLMENT FEE

University General Regulations state  that a late enrolment fee will apply for enrolments after the advertised date. Applications for unit enrolments in higher degrees by research are accepted at any time without penalty.
• INTERNATIONAL STUDENTS

International students must maintain a full-time load for the duration of their course of study as part of their visa conditions.  If you are not enrolled full time you will be in breach of Department of Immigration regulations.

•  GENERAL UNIVERSITY REGULATIONS

Your rights and responsibilities as a student of The University of Notre Dame Australia are outlined in the General Regulations of the University and these can be viewed at http://www.nd.edu.au/about/general/regulations/general/index.shtml.

•  WITHDRAWAL BEFORE OR AFTER THE CENSUS DATE

If you withdraw on or before the census date of your unit(s) your FEE-HELP liability or HECS-HELP liability and Student Learning Entitlement (SLE) will not be affected, ie  you will not be liable to pay your HECS-HELP student contribution amount for the unit(s) and you will not incur a HECS-HELP or FEE-HELP debt for the unit(s).  

If you withdraw from a unit after the Financial Penalty Date/Unit Census Date you will still be responsible for payment of the fees or your FEE-HELP or HECS-HELP liability for that unit and, if appropriate, your SLE will be reduced accordingly.  The list of census dates is published on the University web page.

If you withdraw after the census date due to extenuating circumstances beyond your control, you may apply to the University to have your up-front fees credited to your account or your HECS-HELP and SLE for the unit(s) re-credited or your HECS-HELP debt removed or your FEE-HELP balance re-credited (whichever is applicable).  If you are a HECS-HELP student and you paid your student contribution amount up-front, you can also apply to have the amount refunded.  

Applying for Re-crediting/Remission

You must apply prior to 12 months after your withdrawal date for a re-credit, remission or refund.  Your application must be in writing, stating the unit(s), semester, course and providing detailed information regarding the extenuating circumstances.  Independent documentary evidence eg a letter from your doctor or counsellor, must be supplied to confirm the extenuating circumstances for the application to be processed.  Address your application to the Re-crediting/Remissions Officer, Fees Office, The University of Notre Dame Australia.

The University must be satisfied that the extenuating circumstances were:

· beyond your control,

· unusual, uncommon or abnormal,

· did not make their full impact on you until on or after the census date and

· were such that they made it impracticable for you to complete your unit(s) of study requirements.

Each application will be judged on its own merits and the student will be advised of the University’s decision.  If you are not satisfied with the decision HECS-HELP and FEE-HELP students have a time line of 28 days to apply for a review of the decision, stating the reasons why you are applying for a review.  If after 45 days of lodging an application for a review you have not been contacted by the University, the reviewer is taken to have confirmed the original decision. If you are still not satisfied with the reconsidered decision, an application can be made to the administrative Appeals Tribunal (AAT) for a review.  The AAT will advise you of its procedures.  You can also access this information on the AAT website: www.aat.gov.au.  Please see the University web page on Re-Crediting and Remissions for further information.

	Privacy Statement: The information provided in this form will be used for the purposes of, and in relation to, your enrolment at The University of Notre Dame Australia. Where the privacy principles apply, the University restricts access to those staff members who may need the information in the carrying out of their responsibilities in the academic and/or personal interests of the student.  The University does not provide, by commercial arrangement or otherwise, the personal information of students or other stakeholders except in the following cases: a) when authorised in writing by the  student to do so, and  b) where required or authorised by law to government and regulatory  authorities; credit reporting and fraud-checking agencies; to your authorised representatives  (e.g. legal representatives).
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