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CoC Worklist

ACoC used to report changes
A SFE reassesses and updates student record

A Student receives revised entitlement notification
A Updates applied to payments and SIS records
A Submitted in real time via SIS

A Common CoC reasons:

U Withdrawal or suspension
Resumption of study
Transfer (course/module/provider)
Repeat study
Change in study intensity
Change to Tuition Fee Loan
Changes to Credit values
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CoC Worklist

You should regularly review If the student information held
and update the Change of on SIS is not correct you must
Circumstance Worklist. submit a Change of

Circumstance notification
(CoC) as soon as possible.

OFFICIAL

You should submit a CoC as
soon as you become aware
that a student needs a CoC.
This ensures that you meet
your obligations under The
Lifelong Learning (Student
Support) Regulations 2026.




A Check the CoC Worklist regularly

A Raise CoCs if student information is incorrect

CoC Worklist A Submit CoCs as soon as identified

A Ensures accurate records and funding

A Supports compliance with LLE regulations
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CoC Worklist

-

A Submit CoCs via: Single submissions

N3
] |

A Bulk uploads

A Bulk upload through LLE File Imports i CoC

A Files must pass validation checks

A Follow technical specifications for successful upload Guidance available on HE
Gateway
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CoC Worklist

After clicking on the CoC Worklist radio button, the following screen will be presented:

Course Mame | | Study Mode

SLC Course Code | | Delivery Method | Select ~ |
Campus | Select Vl Cwalification | Select Vl

Lewel of Funding | Undergraduate Vl Course Fee Amount(£) |

Course Start Date (dd/mmfyyyy) From | | To | |

CRM or SSM | | Date of Birth (dd/mmfyyyy) | |
Surname | | Mumber of Records to Display per Page
Foremame(s) | |
Date the Application was added fo the CoC Worklist (dd/mimuyyyy) From | To |
Clear Search & Results Display Results Export Results
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CoC Worklist

Detailed CoC Results

Once you've entered your search criteria, select the Display Results button to search all student
details in the system. The search will retrieve those that match your criteria.

The search results will appear in the bottom section of the page. They'll be ordered by surname.

Clear Search & Results Display Results Export Results
CoC Search Results
Date
TFL  Course N
. SLC Course Course Attendance Application Create
CRN Full Name Course Name Code Year Amount ‘|"ea_r Code added to CaC
(£} Credits Worklist
-KEV FORENAME
0.7313364004008419 -
+ 77072800169 KEV SURNAME LLE GEOGRAPHY 10000050000 |1 1000.00 360 S 141052025 = Create

0.7037654601133446

FEW CAMNCERIALIC
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CoC Worklist

Expanded Application Detail Section

AJKAMANA
AJKAMANA Registration

+ | 54679261356 AJKAMANA LLE GEOLOGY 10000000003 | 1000.00 1250.00 Confirmed Create
AJKAMANA

Selecting +/ - (Expand/ Collapse) will allow viewing of the full application details in an
expandable window/ screen underneath the selected Applications row.

This is known at the Expanded Application Detail Section. When expanded the student record
will be displayed.
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CoC Worklist

Expanded Application Detail Section

Academic Year: 2025 S5NM: SFDU252295606 . .
Contact Address: 21 GLEMOLDEM STREET Date of Birth {dd/mm.yyyy): 01/05/1991 CI |Ck| ng on the
MANCHESTER history button  will
M11 4PT d I ” f h
Campus: g;’&%ﬂ? UNIVERSITY, MAIN Course/Module: Course p y
Study Mode: PT Course Start Date{dd/mm./ : D1/02023
dy ( yyyy): 01 transactions,
Delivery Method: In Attendance Course End Date(dd/mmfiyyvy): 01/ 102023
Gualification: Bachelor Degree Course Duration: 4 Years 0 Months Reg IStratlon
Level of Funding: Undergraduate Course Year: 1 !
Other Location: Course Fee Amount (£): Q250.00 Attendance and
Tuition Fee Waiver Amount (£): 1000.00 Student to Pay Amount (£): 1250.00
Course Year Credits: 360 Tuition Fee Loan Amount (£): 1000.00 Change Of
e Taught Tuition Fee Loan .
fomemEaE Amount (£): Circumstances for
Foundation Year Credits (£): 20 Foundation Year Tuition Fee
" Loan Amount (£): S00.00
Overseas Credits: a0 Overseas Tuition Fee Loan the StUdent you are
. Amount (£): 600.00 . .
Placement Credits: &0 Placement Tuition Fee Loan VIEWIn
: Amount (£): a00. 00 "
Award Authority: England Domicile: England
Cohort Year: 2025 Registration Status: Registration Confirmed
Current Attendance Status: Current Attendance Code:
Application Status: Approved Last Updated Date: 091242025
Bank Details Held: bl Valid NINO Held: M
NHS Bursary Indicator: N Fee Waiver: A
Transferred Indicator: Reassessed Indicator:
Student Bursary Consent Sponsor Bursary Consent
to Share: W to Share: M
i g
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CoC Worklist

Export Results

SIS users can export the results of a search. You can do this directly from the filter without
viewing the results first, or after viewing the results on screen.

CoC Worklist Export

Enter your filename |EDC Worklist Report |

Export Results

Cancel

Select the filename for the export and the location where you want to save it.
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LLE Import Files - CoC

Go to the LLE Import Files menu and select LLE Import Files . This will open the file type selection

et
./ LLE Import Files

File Type

] Registration () attendance ) coC

There are 3 different import options available, to access one of the processes, select the radio
button for:

1 Regqgistration
1 Attendance
1 CoC

If you are bulk uploading registration, attendance or change of circumstances, you must ensure
the files meet the technical specifications for each process.
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LLE Import Files
CoC

After you've exported the CoC worklist report from SIS, you can update it with your CoCs.
The file can then be imported back into SIS.

1. Select the CoC radio button.

2. Select the Choose file button and browse for the file you want to upload and select it.

[
./ LLE Import Files

LLE Impoart Filles:

File Type

() Registration () attendance | ® coc |

Please specify a file (.csv): | Choose file |Mo file chosen

PLEASE ENSURE THAT ALL CHANGE OF CIRCUMSTANCES SUBMITTED ARE ACCURATE AND ARE FOR CORRECT ACADEMIC YEAR AND APPLICATION.

Contact Details - Pleaze select the contact for this Change of Circumsiance

Select Title First Name Surname Department Telephone Extension Email
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LLE Import Files

CoC

Once you've selected the file, select a contact for the CoC from the list below, then select Import
and Submit to import the file into SIS. The system will check the file. If it fails any of its validation
rules, you'll get an error message.

-
./ LLE Import Files

LLE Import Files

File Type

(_) Registration () attendance ® coc

Please specify a file (.csv): | Choose file | Mo file chosen

PLEASE ENSURE THAT ALL CHANGE OF CIRCUMSTANCES SUBMITTED ARE ACCURATE AND ARE FOR CORRECT ACADEMIC YEAR AND APPLICATION,

Contact Details - Pleaze select the contact for this Change of Circumstance

Select | Title First Name Surname Department Telephone Extension Email
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H Epse rvices Student Information Service

$LC partnering with colleges & universities

Student Information
Home

Registration Home
Attendance Home
Combined Home

CoC Home

Financial Reports

LLE File\ports

LLE Provider Transfers

LLE Manual
Regisfrations

LLE CoCs
LLE Financial Reports
HE Gateway Home

You are administering UNLE UNIVERSITY OF LEEDS
-
\/ Student Information Service Home

Welcome to the Student Information Service
Partners Support Desk: 0300 100 0642 or HEP_Services@slc.co.uk

The Partners Support Desk acts as the primary point of confact for Higher Education Providers with the Student Loans Company therefore they can be contacted for
support with all aspects of HEP Services, including reporting any problems you may be experiencing with the Portal. If you are having difficulties with the system, please
raise this by calling the number above to ensure it can be reviewed as quickly as possible. In circumstances where the Partners Support Desk are unable to resolve the
problem for you, it will be raised with our ICT colleagues for investigation and you will be provided with a reference number once it is available, to keep track of the
issue.

Home | SIS Home

Back to Top

Student Loans Company Ltd 2019

Copyright ¢







H EPse I'VI ces Student Information Service

SLC partnering with colleges & universities

You are administering UNLE UNIVERSITY OF LEEDS

-
m \/ Student Information Service Home

Student Information

Home

Registration Home Welcome to the Student Information Service

Attendance Home

Combinediiome Partners Support Desk: 0300 100 0642 or HEP_Services@slc.co.uk
CoC Home

The Partners Support Desk acts as the primary point of contact for Higher Education Providers with the Student Loans Company therefore they can be contacted for
Financial Reports support with all aspects of HEP Services, including reporting any problems you may be experiencing with the Portal. If you are having difficulties with the system, please
LLE Applicati raise this by calling the number above to ensure it can be reviewed as quickly as possible. In circumstances where the Partners Support Desk are unable to resolve the
poscations problem for you, it will be raised with our ICT colleagues for investigation and you will be provided with a reference number once it is available, to keep frack of the

LLE File 'mports issue.
LLE Pro

LLE Manual
Registrations

LLE CoCs
LLE Financial Reports
HE Gateway Home

er Transfers

Home | SIS Home Back to Top

Student Loans Company Ltd 2018
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LLE CoCs

A There are many cases where the
information on SIS does not match the

student s current S |
not limited to:

A changing course
A withdrawing from their course
A changing provider

A If the information on SIS is not correct you
must submit a Change of Circumstance
notification (CoC) as soon as possible and in
line with the agreed service standard. This
will let us know what changes are needed.



LLE CoCs

On SIS, you can submit CoCs:

A manually through the LLE Applications area
A in bulk by file upload

You must have CoC Administrator access to SIS
to create CoCs.

If you need this added to your account, contact
the User Administrator at your organisation.

The next slides will take you through the types of
CoCs and how to submit each one.


https://www.heinfo.slc.co.uk/resources/guidance/student-information-service-user-guide/introduction/sis-access-and-user-roles/

LLE CoCs

Course or Module Credit and Credit Value

A When submitting a CoC you will be
required to note the number of credits and
their associated credit value.

A The cost per-credit model under LLE
allows providers to charge students in a way
which closer reflects the learning undertaken
by the student.

A For example, in instances of withdrawal,
SLC expect providers to be best placed to
determine the number of chargeable credits

that they believe the student is liable for, and c H A N G EE

this should reflect the taught credits. -

AHEAD
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LLE CoCs

View CoC

Go to the LLE CoCs menu and select View CoC . This will open the Change of Circumstance

Search Criteria. You can use the search options to view the required CoCs.
=] view CoC

Search Criteria

Academic Year 25-26 2w

CRN or SSN | | Date of Birth (dd/mmiyyyy) | |

Forename(s) | | Surmame | |

CoC Type | Select V| Viithdrawal Reason | Select Vl
CoGC Statu | Select w |

Colz Created Date (ddimmdyyyy) From | | T | |

Col Last Updaited Date {ddimmufyyyy) From | | To | | Mumber of Records to Display per Page

Clear Search & Results Display Results

Search Results

Mo search has been performed yet

OFFICIAL
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LLE CoCs

View CoC
Search Criteria You can choose:
Arcademic Year ﬂ Wlthdrawal
1 Suspension
CRM or SSN | | Date of Birth (dd/mmiyyyy) | |
Forename(s) | | Sumame | | ﬂ Resumptlon
1 Repetition i to follow
CoC Type Select v Withdrawal Reason | Select v |
ot Status b 1 Transferi Course

Withdrawal (Internal)

- ]
Suspension Fee and Credit
]

CoC Created Date (dd/immiyyyy)

=

CoC Last Updated Date (ddimmiyyyy) | | Resumption

Mumber of Records fo Display per Page

Repetition M1 Provider Transfer
Transfer - Course (Internal) .

Clear Search & Results Display Results
Fee and Credit

sercnresus [l D

Provider Transfer

No search has been performed yet

UFFICIAL
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LLE CoCs

CoC Status

A dropdown showing options for the CoC search.

Search Criteria
Academic Year 25-26 W

CRM or SSM | | Date of Birth (dd/mmiyyyy) | |
Forename(s) | | Surname | |
Col Type | Select Vl VWithdrawal Reason | Select Vl
CoC Status

CoC Created Date (dd/mimdyyyy)

Saved | |

CoC Last Updated Date (ddimmfyyyy) || Submitted | | Mumber of Records to Display per Page

Sent for Manual Processing

Clear Search & Results Display Results

You can choose: Saved, Submitted and Sent for Manual Processing

OFFICIAL
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LLE CoCs

Withdrawal Reason

A dropdown showing options for the CoC search.

Search Crteria

Academic Year
CRM or SSM | | Date of Birth (dd/mmifyyyy) | |
Foremameis) | | Surnanme | |

Col Type | Select Vl VWithdrawal Reason MNever Attended - confirmm w
CoC Status | Select ~ | _

MNaver Attended - confirmed in error
IEnrulled - Mever Atten dedl
CoC Last Updated Date (dd/mmufyyyy) From | | To | | HMumber of Records §o Left during ccmling off F'Eﬁ‘:'d

CoC Created Date (ddfmmdyyyy) From | | To | |

Left during course

Health
Clear Search & Results

Deceased

You can choose: Never Attended T confirmed in error, Enrolled i Never Attended, Left during
cooling off period, Left during course, Health, Deceased

OFFICIAL
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LLE CoCs

Search Results

The list below shows the fields you'll see for each student record. They'll be ordered by surname.

Search Resulis

: Last Created =~ View
CRN SN Full Name oot cocType SToOM® Status  Updated  CreatedBy  Dateand  CoC
Date Time  Details

sustonsisce srouzeos AMKMANAAKAVANA gooccor O™ ioomoe submited tai2o02s Heckenw 19122035
AJKAMANA AJKAMANA itemal 133929 | VIEW

OFFICIAL



HNew Course Details

Transfer Effective Date (ddfrmmmdyyyy b [ozr1zm2027 | Expected Date of Completion of Maw | 1zz0z28
Cowurse {mimuyyyyl
O : ; Which Year of the course will the student [2 I

aent=r?

Taught Credits [so ]

V|eW COC Deta| |S Taught Tuition Fee Charged to Student (£} [z500 ]

" This course contains penods of Specialist study

When clicked, navigate to e fao | Sty Anrod Cradss o

the View CoC Details page Placement Tuition Fee Charged to Student (£)  |900 |  Chom o St (£ [o
for the relevant CoC.

Foundation Credits I':' I

Foundsation Tuition Fee Charged to Student (£} [':' I

Previous Course Details

Taught Credits = |

Taught Tuition Fes Charged to Student (£) [zo00 |

' This course contains pernods of Specialist study

Placemsant Credits [0 | Study Abroad Credis [o
- Study Abroad Tuition Fes
Placement Tuition Fese Charged to Studemt {(£) [5':':' I Charged to Student (£} [.:.

Foundation Credits [':' I

Fouwndation Tuition Fee Charged o Student (£} [':' I

w1 meed to include additional information so this CoC can be accurately processed. | understand this will cause a delay as the CoC
whill need to be manually processed.

Therse may be notes in this field
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LLE CoCs

CoC Status Definitions

Once you've submitted a CoC, you can view its status by selecting the History button on the students
record, once searched from the LLE Applications page.

1. Go to the SIS Home page and select LLE Applications . This will take you to the Application
search section.

2. To search for a student, input any search filters required and select Display results .

3. To see a st udentidthe seanch esults.alhis will expand tkel steidents record.

Application Search Resulis

SLC Course  TFLAmount STP Amount Attendance Registration Create
CRN Full Name+t Course Name Code € € Status Ctatus CaC
AJEAMANA
AJEAMANA Registration
+ | 54579261556 AJKAMANA LLE GEOLOGY | 10000000003 | 1000.00 1250.00 Confirmad Create

AJKAMANA

OFFICIAL



LLE CoCs

CoC Status Definitions

1. Select History

2. This will open the
Application History
screen.

Application Search Resulits

CRN Full Name 1
AJEAMAMA
AJEAMAMA
548379261586 ATKAMAMA
AJEAMAMA

Academic Year:
Contact Address;

Campus:

Study Mode:
Delivery Method:
Qualification:
Level of Funding:
Other Location:

Tuition Fee Waiver Amount (£):
Course Year Credits:

Taught Credits:
Foundation Year Credits (£):
Overseas Credits:

Placement Credits:

Award Authority:;

Cohort Year:

Current Attendance Status:
Application Status:

Bank Details Held:
MHS Bursary Indicator:
Transferred Indicator:

Student Bursary Consent
to Share:

SLC Course
Course Name Code
LLE GEQLOGY 10000000003

2025
21 GLENOLDEM STREET

MANCHESTER
11 4PT

R NICOLA UNIWERSITY, MAIM
CAMPUS

PT

In Attendance
Eachelor Degree
Undergraduate

1000.00
360

320

30

30

=1

England
2025

Approved

b
M

TFL Amount STP Amount Attendance Registration Create
(£) (E) Status Status ColC

1000.00 1250.00 Regisiration Create
’ : Confirmed

SSN: SFDU2522036006

Date of Birth {dd/mm/yyyy): 01/05/1991

Course/Module: Course

Course Start Date{dd/mmiyyyy): 01/09/2023

Course End Date{ddimmiyyyy): 01/10/2023

Course Duration:
Course Year:
Course Fee Amount (£):

Student to Pay Amount (£):
Tuition Fee Loan Amount (£):

Taught Tuition Fee Loan
Amount (£):

Foundation Year Tuition Fee
Loan Amount (£):

Overseas Tuition Fee Loan
Amount (£):

Placement Tuition Fee Loan
Amount (E):

Domicile:

Registration Status:
Current Attendance Code:
Last Updated Date:

Valid NINO Held:
Fee Waiver;
Reassessed Indicator:

Sponsor Bursary Consent
to Share:

4 vears 0 Months
1
9250.00

1250.0:0
1000010

&000.00

a0 oo

SO0 00

90000

England
Registration Confirmed

091272025

M
b

History
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LLE CoCs

CoC Status Definitions

:'_J Application History

Application Summanry

Student Support Number SFDUZ25229860G SLC Course Code 10000000003 Thls tab Wl” ShOW the

Customer Reference Number 34879261536 Course Name LLE GEQLOGY

Student Name iﬂﬁiﬂiﬁi AJKAMANA AJKAMANA current status Of the
CoC submitted for the

Ewvent Registration Status Updated by Update Date and Time StUdent.

Registration Confirmafion RC CRAMSTKE1 2025-12-09 171326

Registration Confirmafion RC CRAMSTKE1 2025-12-09 17:12:54 If yOU SeleCt

Registration Confirmation RC CRAMSTKE1 2025-12-09 17:11:03 the + icon on the

Mew Application - Approved ARC LLE_APPLICATION_SERVICE 2025-12-09 17:07:54

CoC, the line will
Event expand to show the
Coc History CoC status history.

Atfttendance History

Attendance Status | Updated by | Update Date and Time

Reason for Manual

ColC Type Current Status Status Date and Time Assessment CoC Created By CoC Created Date and Time
+ Withdrawal Submitted 2026-02-09 19:04:35 HECKEMNM1 2026-02-09 19:04:35
+ Fee and Credit Submitted 2026-02-04 10:46:26 HECKEMM1 2026-02-04 10:46-25
+ Withdrawal Submitted 2026-02-02 15:23:37 HECKEMNM1 2026-02-02 15:23:37
=+ Fee and Credit Submitted 2026-01-30 18:23:43 HECKEMNM1 2026-01-30 15:23:458
+ Transfer - Course (Internal) Submitted 2025-12-15 13:39:30 HECKEMM1 2025-12-18 13:39:29
+ Withdrawal Submitted 2025-12-15 12:01:42 HECKEMNM1 2025-12-15 12:01:42

Close History

Shadant L
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HEPse rvices Student Information Service

SLC partnering with colleges & universities

You are administering UNLE UNIVERSITY OF LEEDS

-
m \/ Student Information Service Home

Student Information
Home

Registration Home Welcome to the Student Information Service
Attendance Home
Combined Home
CoC Home

Partners Support Desk: 0300 100 0642 or HEP_Services@slc.co.uk

- - The Parfners Support Desk acts as the primary point of contact for Higher Education Providers with the Student Loans Company therefore they can be contacted for
Financial Reports support with all aspects of HEP Services, including reporting any problems you may be experiencing with the Portal. If you are having difficulties with the system, please
raise this by calling the number above to ensure it can be reviewed as quickly as possible. In circumstances where the Partners Support Desk are unable to resolve the
problem for you, it will be raised with our ICT colleagues for investigation and you will be provided with a reference number once it is available, fo keep frack of the
LLE File Imports Issue.

LLE Provider Transfers

LLE Manual
Regisfrations

LLE Eiancial Reports

HE Gateway Home

LLE Applications

Home | SIS Home Back to Top

Copyright © Student Loans Company Ltd 2019

https://nexttest.secure.hepservices.slc.co.uk/heisis/faces/sis_homexhtml#
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Provider Transfer COC

A A transfer occurs when a student stops attending
one module or course and starts another

A This can be at the same prévider (HEP) or a
different provider

A The student continues their overall period of
eligibility

A The student must communicate their intention to
transfer

A Applies even where the transfer is planned for the
next academic year

A Lack of communication may mean the case is
treated as abandonment, not a transfer

OFFICIAL
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Provider Transfer COC

A Receiving provider must record credits and credit
value for the new course/mopule

A When a student transfers away, the current provider
must supply completed/taught credits and values

A Accurate credit information is required for eligibility
assessment

A Ensures the student does not exceed maximum
credit limits for the service year

OFFICIAL
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Provider Transfer CoC

You can create a CoC manually from LLE Applications area. This guide will tell you how to use the Create
CoC function . If you'd like the technical specification with information on the bulk upload process, please
refer to the HE Gateway.

1. Go to the SIS Home page and select LLE Applications.

2. This will open the LLE Applications screen

3. Search for your student(s) with the search options available.

4. Select Display Results

Application Search Resulis

SLC Course TFL Amount ST Amount Attendance Registration Create
CRHN Full HName Course Name Code () (€] Status Status ColC
AJEARMAMA
AdEARANA LLE Reqgisiration
4+ 54879261586 AJKAMANA CECLOGY 10000000003 1000, 00 1250.00 Confirmed Create
AJEARMAMA

5. Select the Create button

OFFICIAL
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Provider Transfer CoC

:J Change of Circumstance

Change of Circumstance

Change of Circumstance Type | Provider Transfer *-'*|

Cancel | Continue

A Select Provider Transfer from the Change of Circumstance category dropdown.
A Select Continue.

AThe studentods details wildl be automatically popul a

OFFICIAL
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Transfer Course Internal CoC
(expected delivery 01/12/2026)
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Transfer
Course
(Internal)
COC

You can use an internal Transfer CoC when a student moves between courses
at your university or college during the academic year.

The service level for processing a post-payment internal Transfer CoC is 20
working days in off-peak periods. During peak periods (from August to the end
of November) it is 30 working days, where the CoCs cannot be processed
automatically

We can only process internal Transfer CoCs automatically if they:
A match the criteria for automatic processing
You can create a CoC manually from LLE Applications area. You can also

create them in bulk by uploading a csv file. This guide will tell you how to use
the Create CoC function

OFFICIAL
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Transfer Course (Internal) CoC

:J Change of Circumstance

Change of Circumstance

Change of Circumstance Type | Transfer - Course (Internal) *-'*|

Cancel | Continue

A Select Transfer - Course (Internal) from the Change of Circumstance category dropdown.
A Select Continue.

AThe studentods details wildl be automatically popul a

OFFICIAL
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Transfer Course (Internal) CoC

Change of Circumsztance Type & Academic Year

Previous C Detail
Change of Circumstance Type Transfer - Course (Internal) Tevious Lolrse tetals
Academic Year 25-26 Taught Credits ‘320 ‘
Taught Tuiion Fee Charged o Student 800,00 \
CRN SSN Surname Forename(s) Date of Birth (£:|
54579261586 SFDU25229860G AJKAMANA AJKAMANA AJKAMANA AJKAMANA 01/05/1991
Taught Course Tuiion Fee Liabity (%) 800,00 \
This course containg periods of Specialist study
Course Name LLE GEOLOGY
Placemen Credit 60 | Study Abroad Creits 30 \
SLC Course Code 10000000003 Course Year 1
Course Start Date (ddimmiyyyy) 01/09/2023 Course End Date (ddimmiyyyy] 01/10/2023 g:a;emﬁ?]mmm Fee Charged to ‘91][]_[]0 ‘ g:“g‘f ”ﬁf;;ﬂd Tuition Fee Charged to ‘E‘HU-UG ‘
uden uden

Placement Tuition Fee Liakility (£) ‘91][]_[]:} ‘ Sfudy Abroad Tuition Fee Liability (5) ‘ﬁﬂ[]_[]ﬂ ‘

New Course Details

Foundation Credifs ‘31] ‘
SLC Course Code | |
Course Name | | Foundafion Tuition Fee Charged to ‘51][]_[]0 ‘
Student (£)

Clear Search & Results Search Course

Foundation Tuon Fee Lizbity ) (500,00 \

Transfer Effective Date (dd/mm Expected Date of Completion of New M . . . . . L .
(dalmmiyyyy) | Coﬂme [ — . ) I need to include additional information so this CoC can be accurately processed. | understand this will cauze a delay as the CoC will need to be
manually processed.
Which year of the course will the student
enter?
Taught Credits | |

Taught Tuition Fee Charged to Student | |

Taught Course Tuition Fee Liability (£) | |

: This course containg periods of Specialist study

& s

Shedant Loans Company
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Fee and Credit CoCs

>

You should only use a Fee and Credit CoC when a
studentds record appears
credit amount is incorrect.

You can create a CoC from the CoC worklist, the
Detailed application information page or the Create
CoC page. You can also create CoCs in bulk by
uploading a csv. This guide will tell you how to create
a CoC from the Create CoC page.

You should use the Fee and Credit CoC to amend
the number of credits or credit value a student is
undertaking.

When confirming registration, ensure the credit
values are accurate before submitting, as you must
confirm the number of credits a student will study
each year. Any changes can be updated using a Fee
and Credit CoC either before or after registration, so
checking upfront helps avoid later amendments.
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Fee and Credit CoCs

:J Change of Circumstance

Change of Circumstance

Change of Circumstance Type | Fee and Credit Vl

Cancel Continue

Fee and Credit from the Change of Circumstance category dropdown.

Select Continue.

The studentdos details will be automatically popul at ¢

OFFICIAL
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Fee and Credit CoCs

Change of Circumstance Type & Academic Year
Change of Circumstance Type Fes and Credit

Academic Year 25-26

Student Details

CRN SSN Surname
54879261586 SFDU252259360G AJKAMANA AJKAMANA

Forename(s) Date of Birth

AJEAMANA AJEAMANA 01/05/1991

Course Details

LLE GEOLOGY

Course Mame

SLC Course Code 10000000003 Course Year 1

Course Start Date (dd/mmiyyyy) 01/09/2023 Course End Date (ddmmiyyyy) 01/10/2023

Change Details

Taught Credits [320 |

Taught Tuition Fee Charged to Student  [8000.00 |
(£)

Taught Gourse Tuition Fee Liability (£)  [8000 00 |

This course contains periods of Specialist study

Placement Credits [0 | Study Abroad Credits [30 |
Placement Tuition Fee Charged to |9ﬂU.Uﬂ | Study Abroad Tuition Fee Charged to |EﬂU.Uﬂ |
Student (£) Student (£)

Placement Tuition Fee Liability (£) [900.00 | Study Abroad Tuition Fee Liability (£)  [600.00 |
Foundation Credits |3ﬂ |

Foundation Tuition Fee Charged to |5ﬂU_Uﬂ |

Student (£)

Foundafion Tuition Fee Liability (£) |[600.00 |

: I need to include additional information so this CoC can be accurately processed. | understand this will cause a delay as the CoC will need to be
manually processed.

OFFICIAL

If you need to add additional
information to this CoC, you must
select the checkbox after the line
saying, 'l need to include additional
information so this CoC can be
accurately processed. | understand
that this will cause a delay as the
CoC will need to be manually
processed.’

When you've entered all the details
for the CoC, you must now select a
contact for the CoC. This will be a
registered person at your university
or college whom we can contact
about this CoC. Use the radio
buttons within the Contact Details
section to select the contact.

Select Submit.

& s
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Withdrawal COC

Withdrawal CoC

A A withdrawal is when a student stops all scheduled
learning, teaching, assessment, and engagement
A Must be agreed with the provider

A Effective from the last date of
attendance/engagement

Key Points

A Student does not intend to return

A No further fee liability after withdrawal

A Student finance eligibility ends for the course/module
A Effective date = last date of attendance

A Includes all recognised forms of engagement




Withdrawal COC

A Withdrawal CoC terminat e:c
student finance eligibility for either a module or course.

We will reassess their student support and tuition fee

loan when we have processed a CoC.

If a student is to be charged less than the full fee for their
period of study, you need to correct this information with
the Withdrawal CoC, including the number of credits
being charged.

You should submit Withdrawal CoCs as soon as possible
once the withdrawal decision has been made. This will
minimise any overpayment we need to recover from you
or the students, so that they enter repayment at the right
time, and also that their online accounts are up to date.




Aithdrawal COC

Withdrawal CoC T Responsibilities
Withdrawal decisions and effective dates must be

A Discussed with the student
A Clearly communicated

Provider is responsible for:

A Setting the effective withdrawal date
A Confirming any fee reduction

Effective date based on

A When the student stopped using education
services

SLC will use this date to reassess student finance
Evidence may be required if the withdrawal date is
disputed



Withdrawal COC

You should use a Withdrawal CoC when a student
withdraws from their module or course after you've
confirmed their registration.

A withdrawal means the poir
scheduled learning, teaching and assessment activities
and other active and ongoing engagement end in
agreement with you. It also means the student does not
intend to return. They'll have no further obligation to pay
fees to you.

This terminates their period of student finance eligibility.
We'll recalculate their maintenance and tuition fee
support.

If a student tells us that they intend to withdraw from a
module / course, we'll suspend their maintenance
payments. You must discuss the withdrawal with the
student.

You must submit Withdrawal CoCs swiftly and
accurately. This is to ensure our payments to the student
and to you are correct and on time.
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Withdrawal CoC

J Change of Circumstance

Change of Circumstance

Change of Circumstance Type ‘ Withdrawal ‘f‘

Cancel | Continue

A Select Withdrawal from the Change of Circumstance category dropdown.
A Select Continue.

A St u d e detaild will be automatically populated.

OFFICIAL
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Withdrawal CoC

Change of Circumsiance Type & Academic Year

Change of Circumstance Type Withdrawal

Academic Year 25-26
Student Details
CRHN 55N Surname Forename(s) Date of Birth
54879261586 SFDU25229860G AJKAMANA AJEAMANA AJEAMANA AJEAMANA 01/05/1991
Course Details
Course Name LLE GEQOLOGY
SLC Course Code 10000000003 Course Year 1

Course Start Date (dd/mmifyyyy) 01/09/2023 Course End Date (ddimmiyyyy) 01/10/2023

|Date of Last Attendance (ddimmiyyyy)} | | Reason for Withdrawal | Select V|
Taught Credits [160 |
[TEa]ugm Tuition Fee Charged to Student  [3000.00 |
Taught Course Tuition Fee Liability () [8000.00 |
This course contains periods of Specialist study
Placement Credits 60 | study Abroad Credits [30 |
Placement Tuition Fee Charged to |9OU .00 | Study Abroad Tuition Fee Charged to |50[].UO |
Student (£) Student (£)
Flacement Tuiion Fee Liability (€) [900.00 | Study Abroad Tuition Fee Liability (g} [600.00 |
Foundation Credits |20 |
Foundation Tuition Fee Charged to |500 00 |
Student (£)
Foundation Tuition Fee Liability (€) [500.00 |

O I need to include additienal information so this CoC can be accurately processed. | understand this will cause a delay as the CoC will need to be
manually processed.

OFFICIAL

A Enter the Date of Last Attendance . This should
reflect the last point of student engagement. We
use this to process the
entitlement.

A If the student attended for the full first day of the
applicable term, you should submit the last date of
attendance as the second day of that term.

A Select a Reason for Withdrawal from the dropdown
menu. You can find out more about reason codes in
the Withdrawal CoC reason codes chapter. The
options are:

M1 Never Attended 17 confirmed in error
Enrolled T Never Attended

Left during cooling off period

Left during course

Health

Deceased

=4 =2 =2 =2 =2

N
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Withdrawal CoC

Change of Circumsiance Type & Academic Year

Change of Circumstance Type Withdrawal A If you need tO add additional information to this
526 CoC, you must select the checkbox after the

FE— e of Bt line saying, 'l need to include additional
54879261586 SFDU25229860G AJKAMANA AJEAMANA AJEAMANA AJEAMANA 01/05/1991 |nf0rmat|0n SO thIS COC Can be accurately

——— processed. | understand that this will cause a
Course Name LLE GEOLOGY .

3LC Course Code 10000000003 Course Year 1 delay aS the COC WIII need to be manua”y
Course Start Date (dd/mmifyyyy) 01/09/2023 Course End Date (ddimmiyyyy) 01/10/2023 p r O C e S S e d . 6

Change Details

Date of Last Attendance (dd/mmiyyyy) | | Reason for Withdrawal |Selecl V| A When youlve enterEd a” the details for the
e :;Ezm : CoC, you must now select a contact for the
& ' CoC. This will be a registered person at your
Taught Course Tuition Fee Liability () [8000.00 | . .

This course contains periods of Specialist study unlverSIty Or CO”ege Whom We Can ContaCt
Placament Crcts & | sty Abros crcts [ | about this CoC. Use the radio buttons within
g::;:;nﬁlt]mitionFeeChargedtu |9OU.[]0 | g:ﬂg:ﬁﬁit:gadTuitionFeeChargedto |50[].UO | the Contact Detalls SeCthn to Select the

Flacement Tuiion Fee Liability (€) [900.00 | Study Abroad Tuition Fee Liability (g} [600.00 | CcOo ntact

Foundation Credits |20 |

Foundation Tuition Fee Charged to |500 00 |

st 4 A Select Submit
Foundation Tuition Fee Liability (€) [500.00 | ’

O I need to include additienal information so this CoC can be accurately processed. | understand this will cause a delay as the CoC will need to be
manually processed.

OFFICIAL
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Withdrawal COC
Reason Codes

When you submit a Withdrawal CoC for a course,
module (s), you'll need to select a reason code. This
section explains the reason codes and the rules
relating to them.

A student is no longer in attendance at the point when
their scheduled learning, teaching and assessment
activities and other active and ongoing engagement
end in agreement with you.

This is also known as the last day of attendance for
the student. It also means the student does not intend
to return.



Withdrawal COC
Reason Codes

Left during cooling -off period

You should use this reason code when a student
has left during your defined cooling-off period in

term 1.

The effective date of the Withdrawal CoC must
be:

A after the course start date

A when the student is no longer in ongoing and
active engagement with their course

No fees will be charged to the student.

3 M,

i
v




Withdrawal
COC Reason
Codes

Enrolled 7 Never Attended

You should use this reason code when a
student has enrolled on a course but
withdrawn without attending any session.

The effective date of the Withdrawal CoC
must be the day before the course start
date.

No fees will be charged to the student.



Withdrawal COC
Reason Codes

Never Attended 1 confirmed in error

You should use this reason code when a student
has left the course / module and:

A has never been liable for funding

A has had a positive attendance confirmation
submitted by mistake

The effective date of the Withdrawal CoC must
be the day before the course start date. No fees
will be charged to the student.




Withdrawal COC
Reason Codes

Left during course

You should use this reason code when a student
leaves the course after the cooling-off period.

The Withdrawal CoC should be effective from the
point when the studentos s
teaching and assessment activities and other active

and ongoing engagement end in agreement with

you*. This is also known as the last day of

attendance for the student. It also means the

student does not intend to return. They'll have no

further obligation to pay fees to you.

A withdrawal terminates th
student finance eligibility.

*a withdrawal for each module still in progress will be required



