
PLEASE NOTE

The deadline dates refer to the date of receipt of the form by the ifs School of Finance

in Canterbury. You must allow sufficient time for postal delays. You can fax the form

to +44 (0) 1227 784331.

CHANGE OF ORIGINAL REGISTRATION

The ifs School of Finance recognises that a change in circumstances can be unavoidable

and that you may need to:

• cancel your overall studies;

• withdraw your module registration;

• change your choice of module;

Whichever scenario is applicable, you must complete the enclosed form and return it to

the ifs School of Finance. Please refer to the table at the bottom of the page for

deadline dates and charges.

Students may also wish to take time out from their studies – for further information on

this please contact the Student Support and Guidance team on +44 (0) 1227 818631

or email guidance@ifslearning.ac.uk.

Students cannot defer their examination entry. If you are experiencing difficulties with

your course of study, you should withdraw from your studies.

REFUND AVAILABLE FOR WITHDRAWALS

Percentage of module registration fee available for withdrawals.

Deadline Dates Refund available

May–October session November–April session

Up to 1 May Up to 1 November 100%

2 May – 9 July 2 November – 9 January 50%

10 July – 30 September 10 January – 31 March 0%

1 October – examination 1 April – examination Changes not accepted

EXPLANATION OF TERMS

Module registration fee – See schedule of fees in the guidance notes. The percentage

refund will be based on the full course fees, and any outstanding amounts will be

deducted from the refund. (Please note, the University of Manchester registration fee*

and membership subscription fees are not refundable).

*The UoM registration fee will only be refunded if you are withdrawing your first registration towards

a qualification, before the course start date.

Withdrawal – Cancellation from the module, ie you have begun your studies but

because of changes in your circumstances you are unable to complete the current

course of study. However you should bear in mind the time-limits for the programme

of study you have undertaken.

Changes after 1 May/1 November

Module change – you have begun your course of study, but find that the module you

are studying is no longer appropriate to your career aspirations. You should apply to

withdraw from your existing course and apply for a new course in a subsequent

session.

Tuition provider change – you have registered for a module and begun your course

of study, but find you cannot continue with your current tuition provider. You should

apply to withdraw from your existing course and apply for a new course in a

subsequent session.

Changes after 30 Sept/31 March

Unable to attend the examination – Please read the section on extenuating

circumstances.

COMMENCEMENT OF NEW COURSE

If you need to change your module or tuition provider before 1 May/1 November you

will still be eligible for a course of study starting in May/November. However, if you

change your module or tuition provider after 1 May/1 November, or withdraw from a

course of study at any time, your next course of study will need to be registered by the

published closing dates. Full fees would need to be submitted with your registration.

The closing date for courses of study commencing on 1 May is 31 March and for

courses commencing on 1 November it is 30 September. Registration forms will be

sent automatically to anyone who is currently studying a University of Manchester

validated qualification with the ifs School of Finance.

EXTENUATING CIRCUMSTANCES

The ifs School of Finance recognises that after the withdrawal deadline date, students

may experience exceptional circumstances that are beyond their control, and may render

them unable to sit the examination or to perform to the best of their abilities. In such

cases, students should complete the Extenuating Circumstances Application Form, which

can be found on our website at www.ifslearning.ac.uk/qualifications/forms.cfm.

All claims must be supported by independent documentary evidence and

submitted to Awards and Curriculum within four weeks of the examination date.

Claims received after four weeks of the examination date will not be accepted.

Acceptable cases would normally include death or serious illness of a close relative or

personal illness that can be substantiated with a medical certificate. Cases not

considered would be holidays, house or job move or simple lack of preparation.

All cases of potential extenuating circumstances will be considered by the Assessment

Review Group (ARG) prior to the issue of results. Students should be aware that sitting

examinations against medical advice would not be considered by the ARG.

The ARG has the authority to discount attempts (whether or not the examination is

actually sat) and extend the time limit for completion of the programme if it considers

the case to be appropriate. Please be aware that any fees paid are NOT refundable or

transferable. Re-sit fees must be submitted with the relevant re-sit form when the

student next intends to sit the examination.

IF YOU REQUIRE ASSISTANCE

If you are unsure of your best course of action please call Student Support and

Guidance on +44 (0)1227 818631.

Please return your completed form to:
Student Support and Guidance

ifs School of Finance

ifs House

4–9 Burgate Lane

Canterbury

Kent CT1 2XJ

United Kingdom

DB07/08



Application form for registration changes

Essential information and rules for withdrawals and changes for the May – October/
November – April tuition session

The ifs School of Finance is a registered charity, incorporated by Royal Charter.

QUALIFICATIONS

BSc (Hons) Financial Services/Associateship

Degree Top Up (available to existing ACIBs and ACIIs)

Applied Diplomas in Financial Services Management (20 credit modules only)

BSc (Hons) in Financial Markets and Management/Associateship

ifs School of Finance Associateship Pathway

Foundation degree in Financial Markets and Management

Diploma in Higher Education in Financial Markets and Management

The following notes aim to:

(i) clarify the ifs School of Finance’s requirements and your responsibilities regarding
changes to your registration;

(ii) provide a timescale for withdrawals and changes.

YOUR DETAILS

ifs number

Title (eg Mr)

First name(s)

Last name

Address

Postcode

Daytime Tel No.

Fax No.

Email Address

I wish to make a change to my original registration information.

�� WITHDRAW – I authorise you to credit my membership account with 

100% / 50% / 0%* of my registration fee.

*Please circle % applied for by referring to the table on page overleaf.

�� CHANGE MODULE CHOICE – Prior to course start date only

STUDENT DECLARATION AND DATA PROTECTION

The UK Data Protection Act (1998) requires us to obtain your explicit consent to

process your data. We will process your data in accordance with these principles. We

will not give your details to third parties except where necessary for the fulfilment of

your registration; it will only be used for the purposes noted here. We will release

examination results and details of qualifications gained at the request of your

employer, provider of tuition or anyone who has an interest in your academic progress.

When you achieve your qualification the ifs School of Finance will publish your award

in Financial World and/or a national newspaper. Completion and submission of this

registration form signifies your consent to the processing of this data. 

I have read and fully understand the terms and conditions as laid down on the

following pages: I specifically note that if I withdraw after 1 May/1 November I will not

be eligible to sit the examination in October/April; I understand that the ifs School of

Finance will confirm in writing that my request has been granted; I understand the

scale of charges; I undertake to agree to these conditions.

The ifs School of Finance will not accept any changes unless your claim is submitted

on this form, incomplete forms will be returned.

I agree to the above conditions.

Signature*

Date

From time to time the ifs School of Finance may wish to send you information on its products and services that may be
relevant to you. If you do not wish to receive further information please tick the box ��

*Please note that all unsigned forms will be returned and will result in a delay in the processing of your application.

REASON FOR CHANGE

Please continue on a separate sheet of paper if necessary, and provide supporting

documentation if applicable.

Module name Existing tuition provider
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