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STUDENT WITHDRAWAL PROCESS FLOW

COURSE WITHDRAWAL
FORM SUBMITTED BY
STUDENT

STUDENT'S
AVAILABILITY FOR
COUNSELLING

COURSE
WITHDRAWAL
CANCELLED

WITHDRAWAL FORM
SUBMITTED TO
ASSOCIATE DEAN

ASSOCIATE DEAN
MEET UP WITH
STUDENT

WITHDRAWAL FORM

SUBMITTED TO CAMPUS DEAN
(CD) WITH ASSOCIATE DEAN'S
RECOMMENDATION

WITHDRAWAL FORM
PR N AL APPROVED BY FC AND
STUDENT'S PERSONAL FILE TO
CANCELLATION OF FINANCE FOR RECORD
STUDENT'S PASS AND PDATG
TUITION FEE
PROTECTION SCHEME J\

A

ACKNOWLEDGE LETTER
SIGNED OFF BY DEPUTY
DIRECTOR OF STUDENT
SERVICES TO BE SENT TO
STUDENT

OVER REFUNDS OR

REFER TO
COMPLAINT /
GRIEVANCE PROCESS
FLOW

WITHDRAWAL FORM
SUBMITTED TO FINANCIAL
CONTROLLER (FC) WITH CD'S
APPROVAL

STUDENT'S
PERSONAL FILE
TO BE ARCHIVED
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STUDENT COMPLAINT AND GRIEVANCE PROCESS FLOW

STUDENT INITIATE
COMPLAINT / GRIEVANCE
THROUGH EMAIL, PHONE

WRITTEN
ACKNOWLEDGEMENT TO
COMPLAINT / GRIEVANCE

CALL, FEEDBACK BOX OR
IN PERSON

INCIDENT TO BE

VIA EMAIL BY STUDENT
COUNSELLING WITHIN 1
'WORKING DAY

INCIDENT SUMMARY
REPORT UPDATED
AND INCIDENT
REPORT FILED

INVESTIGATION TO BE
CONDUCTED AND
INCIDENT REPORT TO BE
PREPARED WITH
RECOMMENDED ACTIONS

INCIDENT REPORT
ENDORSED BY DEPUTY
DIRECTOR, STUDENT
SERVICES AND CAMPUS
DEAN

EXECUTION OF
APPROVED ACTIONS
FOR RESOLUTION OF

COMPLAINT /
GRIEVANCE

COMPLAINT /
GRIEVANCE
RESOLVED

SUBMIT TO
MANAGEMENT FOR
RESOLUTION WITHIN 3
WORKING DAYS

COMPLAINT /
E

COMPLAINT /
E
RESOLVED

INCIDENT TO BE
FORWARDED TO CASE

FORWARDED TO CASE
FOR MEDIATION

RESOLVED

FOR MEDIATION
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*

%

* &*
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+*)+)

== JAMES COOK
=~ UNIVERSITY

AUSTRALIA



)+
& . + + % * )) +* > *

( )
+O%2%%() %) * .1 )

STUDENT COUNSELLING PROCESS FLOW

STUDENTS ARE IDENTIFIED FOR
COUNSELLING FOR ANY OF THE AFTER TH
FOLLOWING: CALL OR EMAIL COUNSELLING
- UNSATISFACTORY CLASS STUDENT FOR SESSION, REPORT
ATTENDANCE COUNSELLING PREPARED WITH
- OUTSTANDING FEES SCHEDULE RECOMMENDATIONS
- COURSE WITHDRAWAL
- OTHERS
EXECUTE REPORT
RECOMMENDATIONS SUBMITTED TO
APPROVED SAMPUS DEAN FOR
A 4
REFERRAL TO
PSYRCEERA?\'; ESNIC PUT STUDENT ON LEARNING SUPPORT DISCUSSION WITH
BY FORWARDING REGULAR MONITORING CENTRE BY CAMPUS DEAN ON
COUNSELLING REPORT PROGRAM FORWARDING APPROPRIATE ACTIONS
COUNSELLING REPORT

A
CLINIC TO UPDATE
STUDENT
COUNSELLING WITHIN 2
WEEKS IF
APPOINTMENT WITH
STUDENT FAILS

FOLLOWING UP WITH

STUDENT

A
CENTRE TO UPDATE
STUDENT
COUNSELLING WITHIN 2
WEEKS IF
APPOINTMENT WITH
STUDENT FAILS

CASED CLOSED
AND FILE
ARCHIVED
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