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1. OVERVIEW
The Tuition Fee Refunds Policy (the policy) sets out the University’s approach to handling tuition fee refunds for all students regardless of mode of study. The policy has been prepared by the Academic Registrar and Director of Finance in consultation where appropriate and approved by the University Steering Group. The policy should be read in conjunction with the University Regulations relating to fees. Refunds for tuition fee deposits are covered by the separate Tuition Fee Deposit Policy.

2. FULL AND PART TIME UNDERGRADUATE AND POSTGRADUATE STUDY
Fee refunds for full and part time undergraduate and postgraduate students are relevant where a student withdraws from a course or changes to an alternative course.
2.1 Refund policy where a student withdraws from a course
Where a student withdraws from a course before 1 December, no tuition fees will be payable. A full refund will be made if the fees have already been paid. Where the withdrawal takes place after this date, the student will be liable for the tuition fee for any term (whole or part) that he or she is in attendance. The calculation will be based on the full annual fee amount. Where a student’s tuition fees are being paid under a contract between the University and the Strategic Health Authority (or other relevant body), the terms of the contract applying to withdrawal will apply.
2.2 Refund policy where a student changes to an alternative course
Where a student changes to a different course with a different fee attached to it, where the fee of the new course is lower, a refund of the difference between the two fees will be made if the change is made before 1 December. After this date, where the new fee is lower, the student will be liable for the overall difference between the two fees pro-rata for any term (whole or part) during which he or she is in attendance on the current course. A refund will be made on the basis of what has already been paid (i.e. either termly instalments or full annual fee). Where the fee for the new course is higher, at whatever point the change is made, the fee for the current course will be offset against the fee for the new course and the student will be required to pay the difference.

3. MODULAR STUDY
Fee refunds for modular study are relevant where a student withdraws from a module, changes to a different module without completing the current module or switches from modular to occasional study.
3.1 Definition of modular and occasional study
‘Modular study’ is defined as the study and assessment of individual modules to gain credit that may be used towards a recognised award of the University. The key elements of modular study are that:
· modules are undertaken on an individual basis (though more than one can be taken at a time);
· credit is awarded for successful completion of the module and passing of the assessment; and
· credit achieved can be used toward a qualification of the University.
Not all degree courses may be studied in modular mode. Course approval must be gained through the relevant Boards and Senate in the usual way before students may be admitted to study in modular mode. 
‘Occasional study’ is defined as the study of individual modules but where the student decides not to undertake the assessment for a module.
3.2 Refund policy where a student withdraws from a module
For modular study students, a full refund will be made if the student notifies the Registry of the withdrawal within a specified period at the start of the module. This period shall be:
· The first three weeks for modules of at least 10 weeks duration[footnoteRef:1]; and [1:  The duration of a module shall be calculated as the time between the standard start and end dates for the module on the Student Records Database. These include teaching and any additional time required to complete and submit coursework.] 

· The first week for modules of between 3 and 9 weeks duration.
No refund will be made for modules of 3 weeks duration or less or where a student notifies the Registry of the withdrawal after the above periods.
For modules that are more than one full term[footnoteRef:2] in duration (e.g. 11 weeks or more), a partial refund will be available. Under these circumstances, the student will be liable for the overall tuition fee pro-rata for any term (whole or part) during which he or she is in attendance. [2:  For modules running during the summer vacation, the period of the summer vacation (weeks 40 -52/53) shall count as a ‘term’ for these purposes.] 

Where a student’s tuition fees are being paid under a contract between the University and the Strategic Health Authority (or other relevant body), the terms of the contract applying to withdrawal will apply.
3.3 Refund policy where a student changes to an alternative module or to occasional study
Where a student changes to a different module with a different fee attached, where the new fee is lower, a refund of the difference between the two fees will be made if the change is made within the period specified under section 3.2 of this policy. Where the fee is lower and the change occurs outside the period specified under section 3.2, the student will be liable for the overall difference between the two fees pro-rata for any term (whole or part) during which he or she is in attendance on the original module. A refund will be made on the basis of what has already been paid. Where the fee for the new module is higher, at whatever point the change is made, the fee for the current module will be offset against the fee for the new module and the student will be required to pay the difference.
In some cases, it is not appropriate for the module to be changed (e.g. where the modules have different credit weightings or the subjects are significantly different) so the student must be recorded as withdrawing form the first module and re-registering for the second. In order to support student retention, where a student is required to withdraw under these circumstances but he or she is not entitled to a refund according to the criteria set out in section 3.2 of this policy, wherever possible, the fee for the current module will be offset against the fee for the new module. Where the new fee is higher, the student will be required to pay the difference. Where the new fee is lower, no refund of the difference will be made.
Where a student switches from modular to occasional study, he or she will only be considered for a 10% fee refund where no part of the assessment for the course has been undertaken.
3.4 Administration Fee
For any changes relating to modular study where a student withdraws or changes to an alternative module or occasional study, the student will be charged an administration fee. For all students, this charge is £10.00 per module.

4. POLICY REVIEW
The policy is reviewed every three years to ensure it continues to meet student needs and expectations and remains in line with the University’s operational requirements and academic structures. 
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