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CANCELLED COURSE

Please ensure this form is passed to the Senior Business Administration Support Services Officer without delay to ensure no further enrolments are taken

	For completion by Curriculum STAFF

	Course No

	

	Course Title


	

	Tutor
	

	Day  
	Time  


	Start date 


	
	Date cancelled
	

	Reason for cancellation
	 FORMCHECKBOX 
 LOW Student numbers

 FORMCHECKBOX 
 NO Tutor

 FORMCHECKBOX 
 Other

	Initials of Programme Area Leader
	

	No. of learners enrolled 
	

	Tutor informed
	 FORMDROPDOWN 


	Any special instructions (eg alternative course(s)) that staff need to be aware of?       

	FOR COMPLETION BY ADMINISTRATORS

	Learners informed
	 FORMDROPDOWN 

	

	Learners to be refunded – please attach Aqua sheet  


Course title of replacement course:         

Start date of replacement course:                      

	Cancelled  - Sessions marked as not taking place on Aqua
	 FORMDROPDOWN 

	
(initials and date)

	Passed to Admin team leader for rooming amendment
	 FORMDROPDOWN 

	
(initials and date)

	Cancelled on the website
	 FORMDROPDOWN 

	
(initials and date)

	Passed to Chris Osborne for Payroll/Contract amended
	 FORMDROPDOWN 

	
(initials and date)

	Learners transferred?
	 FORMDROPDOWN 

	
(initials and date)

	Learners refunded?
	 FORMDROPDOWN 

	
(initials and date)

	Withdrawing learners who have not paid a fee and are not transferring
	 FORMDROPDOWN 

	
(initials and date)
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