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CANCELLATIONS, WITHDRAWALS AND TRANSFERS

ACADEMIC MANAGEMENT POLICY 4



1. INTRODUCTION
The purpose of this policy is to ensure Manukau Institute of Technology (“MIT”) students are treated fairly and consistently with regard to cancellations, withdrawals and transfers.  It sets out the conditions under which a student will be considered for a refund of tuition fees after the cancellation of a course or following withdrawal. 

This policy applies only to New Zealand citizens or those with permanent residence.  International students should refer to Academic Management Policy 5 Cancellations, Withdrawals and Transfers of International Students.

2. POLICY

2.1. All students will be treated equitably and consistently with regard to cancellations, withdrawals and transfers, and the refund of fees. 

2.2. On-Site Delivery Students Refund Table
	Circumstances
	Refunds
	Administration Fee

	Withdrawal/Transfer form submitted to Institute prior to course start date OR course cancelled.
	100% tuition fees plus full non-tuition fees
	
Nil

	Withdrawal/Transfer form submitted to Institute within one calendar week of the start date or 10% of the course duration, whichever is the lesser.
	100% tuition fees plus full non-tuition fees as appropriate
	
Nil

	Withdrawal/Transfer form submitted to Institute after one calendar week (or 10% of the course duration, whichever is the lesser), but less than two calendar weeks from the start date (or 20% of the course duration, whichever is the lesser).
	80% tuition fees.  No non-tuition fees refunded
	Up to $50.00 (inc GST) per application

	Withdrawal/Transfer form submitted to Institute from the third week after the course start date OR after the course commencement where course less than 0.03 EFTS OR student withdrawn from study following academic or disciplinary procedures.
	Nil
	N/A





2.3. Distance and Flexible Learning Refund Table
	Circumstances
	Refunds
	Administration Fee

	Withdrawal/Transfer form submitted to Institute prior to course start date OR course cancelled OR if did not have any communication with lecturer. 
	100% tuition fees.  Non-tuition fees may be refunded
	
Nil

	Withdrawal/Transfer form submitted to Institute within the first week following the initial communication with the lecturer.
	80% tuition fees.
No non-tuition fees refunded
	20% of the course fees up to the maximum of $50.00(inc GST)

	Withdrawal/Transfer form submitted to Institute after one week from the initial communication with the lecturer OR student withdrawn from study following academic or disciplinary procedures.
	Nil
	N/A



3. PROCEDURES

3.1. Cancellations

3.1.1. MIT reserves the right to cancel a programme/course if there are insufficient enrolments prior to programme/course commencement.

3.1.2. If the Institute cancels or postpones a programme/course all student fees will be refunded in full or credited to another course.

3.2. Withdrawals

3.2.1. A student must complete an official Withdrawal / Transfer form to withdraw and apply for a refund from any course that he/she is enrolled in.  These forms are available from Academic Registry.  All applications must be submitted to Academic Registry along with supporting written information.

3.2.2. The date of withdrawal will be taken from the date the completed withdrawal application form is received by the Academic Registry.

3.2.3. A withdrawal application from a course will only be accepted within the enrolment period that the student is enrolled on that course.

3.2.4. Automatic Withdrawal for Community Learning Non-Assessed Courses
a. Students who attend less than two sessions over the first two weeks of their enrolment will be withdrawn by the relevant faculty/department.

b. Students who do not attend two sessions over the first two weeks may not re-enrol unless the relevant dean/head of department approves the re-enrolment.  This will only be considered in special circumstances, for instance, injury, bereavement, critical family business or company business, and where appropriate written supporting documentation has been supplied.

3.2.5. Automatic Withdrawal for Distributed Learning Assessed Courses
Students who do not submit an assessment and/or coursework or have made insufficient connection over the first six weeks of their enrolment will be withdrawn by the relevant faculty/department.  Insufficient connection is where a student has not made the number of connections equivalent to 10% of the hours of the course/s.  A connection is where a student has:
· Attended a classroom and/or
· Logged into eMIT and/or
· Made phone/email contact with staff.

3.3. Refunds

3.3.1. Any refund will be calculated from the date the Withdrawal / Transfer form is received by the Academic Registry.  Refund amounts can only be held in credit for the year the refund has been processed unless agreed in writing by the Academic Registrar and Planning Manager.

3.3.2. If a student notifies the Institute in writing before a course starts that they wish to withdraw they will be refunded all fees.

3.3.3. Students who are withdrawn from study following academic or disciplinary procedures are not entitled to a refund of fees.

Specific refund provisions for on-site delivery students
3.3.4. For courses of less than 0.03 EFTS there will be no refund once the course has commenced or after the exam entry cut-off date (whichever is the earliest).

3.3.5. For courses where no fees are charged, there is obviously no refund.  

3.3.6. If a student withdraws in writing within one calendar week of the course start date or 10% of the course duration, whichever is the lesser, they will be refunded 100% of the tuition fees and non-tuition fees (where appropriate) with a nil administration fee.

3.3.7. If a student withdraws in writing after one calendar week from the course start date or 10% of the course duration, whichever is the lesser, but less than two calendar weeks from the course start date or 20% of the course duration, whichever is the lesser, has elapsed, they will be considered for a refund of 80% of the course tuition fees less an administration fee (up to a maximum of $50.00 including GST).  Non-tuition fees will not be refunded.

Specific provisions for distance and flexible learning students
3.3.8. If there is no student communication with the course lecturer eg. email, phone call, Emit access; or an assessment or assignment has not been received, the student will be deemed as “did not attend”.  The student will receive a full tuition fee refund but no non-tuition fees will be refunded.  The student may retain the course materials.
NOTE: If a student returns the course materials and the relevant dean/head of department deems the materials reusable, the non-tuition fees will be refunded.
3.3.9. If a student withdraws within the first week of their initial communication with the course lecturer, they will be refunded 80% of the course tuition fees less an administration fee (up to a maximum of $50.00 (including GST).  The student may retain the course materials.  
NOTE: If a student returns the course materials and the relevant dean/head of department deems the materials reusable, the non-tuition fees will be refunded.

3.3.10. After one week from the initial communication with the course lecturer, the student will not be eligible for a refund.

No refunds after refund period other than on compassionate or exceptional grounds
3.3.11. If a student withdraws after the second week of the course start date, or in the case of distance or flexible learning students after one week from the initial communication with the course lecturer, there is no refund entitlement apart from:
a. Compassionate Considerations:
Written applications to withdraw after two weeks, or one week in the case of distance or flexible learning students, must be accompanied by appropriate evidence from the student.  All applications will be considered by the Academic Registrar and Planning Manager (in consultation with the relevant dean/head of department where appropriate) only under the following compassionate considerations that affect the student’s study ability:
· illness
· injury
· events beyond the control of the student.

b. Exceptional Circumstances:
Refunds, or transfer of funds to another programme/course or to the same programme/course for a different intake, may be made in exceptional circumstances at the sole discretion of the Director Academic (in consultation with the relevant dean/head of department where appropriate) upon written application from a student.   In exceptional circumstances, and for specific courses, the Director Academic may also approve a change to the policy regarding refunds for specific courses.

General provisions
3.3.12. In any case no refund less than $10.00 (including GST) will be made.

3.3.13. A refund may take up to three weeks to be processed, except in the case of Compassionate or Exceptional Considerations which may take longer.

3.3.14. If a student is entitled to a refund, that refund will be made to whoever paid the fees, eg the student loan provider in the case of student loans.

3.3.15. Where a student withdraws or drops out from a programme or course before fees are paid, the refund policy is applied in reverse and the student is responsible for payment of outstanding fees as notified.

3.3.16. If a student has changed course more than once in a year then the withdrawal/transfer date will apply from the start date of the course in which he/she was originally enrolled.

3.3.17. This procedure will be based on courses not programme of study, eg Dip Bus is two semesters, not a full year (ie the withdrawal period will commence from when the course commenced rather than when the programme commenced).

3.3.18. Full-time and part-time courses will be treated in the same manner with regard to this policy.

3.3.19. If a student has other fees owing to the Institute, those fees will be deducted from any refund.

3.3.20. External examination fees will be refunded (less a $50.00 including GST administration charge) if a withdrawal is advised before the cut off date as set by Manukau Institute of Technology each year.  If fees have been sent to the examining body a request for refund must be made directly with the appropriate organisation within the publicised time frame.

3.3.21. Refund of any New Zealand Qualification Authority Unit credit fees will be made in full, but only in circumstances where a refund for the relevant subject is processed.

3.3.22. Credit balances of less than $10.00 (including GST) sitting in student’s fees accounts at the end of each year, will be transferred to the Manukau Institute of Technology Student Assistance Fund account, unless an objection in writing is received before that date.

3.4. Transfers

3.4.1. A student must complete and submit an official Withdrawal/Transfer form to Academic Registry to transfer from any course that he/she is enrolled in.  These forms are available from Academic Registry.

3.4.2. A $20.00 (including GST) administration fee may be charged for each transfer initiated by a student between courses and/or semesters/terms (this does not include between the same course within the same enrolment period ie classes).  This fee may be charged at the discretion of the relevant dean/head of department or their nominee.

3.4.3. If an administration fee is charged, the fee is to be paid by the student before the transfer application is accepted by the faculty/department.  It will not be processed until it has been approved by the programme leader/senior administrator and if applicable, any outstanding fees have been paid.

3.4.4. If a transfer involves any extra fees the student must, at the time of requesting the transfer, pay or arrange for payment of that amount.

3.4.5. The student must pay any direct costs incurred by the department/ faculty eg equipment, uniforms, books.
3.4.6. If a student has changed course more than once in a year then the transfer date will apply from the start date of the course in which he/she was originally enrolled.

3.4.7. Full time and part time courses will be treated in the same manner with regard to this policy.

3.4.8. Transferring to another institution is a withdrawal from Manukau Institute of Technology.  Fees are not transferable between institutes.

Transfer for on-site delivery students
3.4.9. Transfers may only be accepted within two weeks from the course start date and within the current year, calculated from the start date of the course in which the student initially enrolled.

3.4.10. Within the two weeks from the course start date, students may transfer to another course that is running at the same time or later in the year, if places are available.

Transfers for distance and flexible learning students
3.4.11. Transfers may only be accepted within one week from a student’s initial communication with the course lecturer.

3.4.12. Within one week from their initial communication with the course lecturer, students may transfer to another course that is running at the same time or later in the year, if places are available.

3.5. Company Fees
If a company has stated that they are paying the fees for a student, by producing an order number or a letter confirming payment, the company is then liable for any outstanding fees if a student withdraws or transfers.  They are still liable even if a student has left their employ.

3.6. Complaints and Appeals
Students who believe they have been unjustly treated by any decision, action or omission in respect of the administration of this policy should seek to have their complaint dealt with in accordance with the provisions of Policy 16 Complaints Resolution (excluding Harassment and Academic Appeals).   

4. EVALUATION/OUTCOMES
4.1. Policy is available on the intranet and on the website.    

4.2. Review periods and new policy suggestions are monitored by the Academic Registrar and Planning Manager and the Director Academic. 

4.3. The Academic Registrar and Planning Manager will report annually to the Director Academic on Cancellations, Withdrawals and Transfers and any issues that arise. 

5. AUDIENCE
All staff, potential students, students and external stakeholders.

6. CONSULTATION SCOPE
Reasonable and appropriate consultation with staff, students and external stakeholders.

7. RELEVANT DELEGATIONS
7.1. Refunds
7.1.1. Council Delegation to the Chief Executive: Authority to approve refunds to students whether domestic or international, of all or any part of the fees paid or to be paid to the Institute (Statute 5 Delegations: CE/FI 7).

7.1.2. Chief Executive to the Director Academic (sub-delegation): Authority to approve a variation to the Cancellations, Withdrawals Transfers Policy to allow for refunds or transfers of funds in exceptional circumstances.

7.1.3. Chief Executive to the Academic Registrar and Planning Manager (Authorisation): Authority to approve refunds of fees as outlined in section 3.3.11(a) to this policy to individual students on compassionate grounds. 


7.2. Transfer Fees
7.2.1. Council Delegation to the Chief Executive: Authority to prescribe fees for administration services (Statute 5 Delegations: CE/FI 8).

7.2.2. The Chief Executive to relevant deans of faculty/heads of department or their nominees (Authorisation).  Authority to exercise the discretion to charge administration fees as outlined in section 3.4.2 to this policy for transfers initiated by students.

8. RELEVANT LEGISLATION
Education Act 1989

9. LEGAL COMPLIANCE
This policy complies with Institute statutes, regulations and relevant legislation.

10. RELATED DOCUMENTS AND FORMS
Statute 8 Student Discipline
Statute 11 Academic Regulations
Academic Management Policy 5 Cancellations, Withdrawals and Transfers of International Students
Policy 16 Complaints Resolution (excluding Harassment and Academic Appeals).   
Policy 053 Fee Payment
Withdrawal/Transfer Application form

11. DEFINITIONS
“Academic Registry” means the Manukau Institute of Technology Academic Registry located in J Block on MIT’s South Campus.
“Course” means a self-contained block of study
“EFTS” means Equivalent Full Time Student.  
“Enrolment period” means period for a student is enrolled (ie first day of the first course to last day of the last course).
“Full Fee Paying International Student” is as defined by the Ministry of Education Single Data Return.   It excludes Ministry of Foreign Affairs and Trade sponsored students and ITO off job training foreign students.
“Institute” means Manukau Institute of Technology.
“International Student” means a Full Fee Paying International Student enrolled on a programme/course at the Institute.
“Programme” means a stand-alone course, or the combination of courses, with which a student is required to be credited in order to be awarded a specified qualification.
“Student” means a person enrolled on a programme/course at the Institute.
“In distance learning and blended learning environments the evidence of active engagement will include the date when the course/programme began and records such as class discussion input and returned assignments” (Ministry of Education, 2003)
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