
 

NZCCM STAFF PROCEDURES FOR PROCESSING EARLY WITHDRAWALS AND STUDENT FEES 

START                          

Student goes to reception 

and collects the request 

form 

Student completes and 

returns form to reception 

Reception 

gives form to 

QAM 

QAM 

determines the 

grounds for EW 

and SF refund 

status as per 

the policy 

Within the refund period 

Start the 

process of 

early 

withdrawal 

or/and refund Outside the refund period; no extenuating circumstances 

Outside 

refund period 

with special 

consideration  

QAM notifies 

student by email 

when the next 

SMT meeting is to 

be held. 

QAM raises the 

matter at the 

SMT meeting. 

SMT consider 

application and 

make a decision 

QAM writes an 

outcome letter to 

advise the 

student. QAM 

scans and emails 

letter and the 

request form and 

sends copy to 

Reception and 

the Student. 

Process starts 

QAM approves 

process to 

start for the 

application 

Reception receives 

scanned email copy of 

student outcome letter 

and request form for EW 

and SF refund 

Reception notifies NZI if 

student is international of 

the actual date of 

withdrawal by sending 

electronic notice 

Reception notifies study 

link if student is domestic 

of the actual date of 

withdrawal by sending a 

blank VOS 

Reception records in Take2 that the student has been 

withdrawn from the programme. Reception hands the 

outcome letter and request form to accounts 

Accounts notifies Public 

Trust that the student has 

withdrawn and under 

what grounds is the 

withdrawal to be treated 

Accounts processes a 

refund if applicable and 

files the hard copy of the 

outcome letter and 

refund in the student file 

Accounts notifies QAM and 

reception that the process has 

been completed by email 


