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----------------------------------------------------------------------------------------------------------------------- 

1. Standard student registration procedure 
 
1.1 One year provision 

Students undertaking any Access to HE Diploma must be registered for units to a 
maximum value of 60 credits no later than 12 weeks from the start date of their Access 
to HE course, or before the student makes a formal application to a higher education 
course through UCAS or any other application process, whichever date occurs first1. 
 
LASER will provide the necessary documentation and procedures to enable students to 
be registered against units to a maximum value of 60 credits via its Quartz Web Portal 
service. 

 
1.2 Two year provision 

Where students are to be registered on two year Access Diploma courses, please 
contact the LASER Access Office (01227 811827) or email accessenquiries@laser-
awards.org.uk  for further assistance. Students can be registered against units worth 30 
credits within 12 weeks of the commencement of the course in the first year and the 
remaining 30 credits within 12 weeks of the commencement of the course in the second 
year (earlier if possible). 

 
----------------------------------------------------------------------------------------------------------------------- 

 
2. Procedure for amendments to a student unit registration in ‘exceptional 

circumstances’ 
 
2.1 Conditions under which a request for amendment may be made 
 

In ‘exceptional circumstances’2 a provider of Access Diplomas may request an 
amendment to a student’s registration after 12 weeks but no later than 26 weeks after 
the start of the course. 
 
Such a request for an amendment may be only be made if the amendment does not give 
the student making the request an advantage in relation to other students on their 
course, and is consistent with QAA assessment  regulations and other requirements of 
the specification. In particular an amendment is not allowed if it conflicts with any of the 
following criteria.  

 
Amendments:  

  

 must not create a situation where a student is at any time registered for, or may be 
able to achieve, more than 60 credits  
 

 must be consistent with the rules of combination for the named Diploma for which the 
student is registered 
 

                                                           
1 See QAA ‘The Access to Higher Education Diploma specification 2013’, paragraph 8. 
2
 See QAA Access to HE Diploma specification 2013, Frequently asked questions v3 

mailto:accessenquiries@laser-awards.org.uk
mailto:accessenquiries@laser-awards.org.uk
https://www.accesstohe.ac.uk/AboutUs/Publications/Pages/outline-specification.aspx
http://www.accesstohe.ac.uk/AboutUs/Publications/Documents/Access-Spec2013-FAQ-V3.pdf
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 must not be allowed if the unit to which the amendment relates is one that has 
already been delivered on the student's course and for which other students have 
already been assessed   
 

 must not be used in any way that allows a student to improve their grade profile 
through substitution of a new unit for one already achieved  
 

 must not exceed a total credit value of 9 credits  
 

 must be completed no later than 26 weeks after the planned start date of the course 
for which the student is registered  
 
 

2.2 Definition of ‘exceptional’ circumstances 
 

Good practice in course delivery should ensure that students are given early information 
about any choices of optional units available to them on their chosen Diploma, and they 
should make their choices to reflect their interests and progression ambitions. However, 
it is recognised that there may be exceptional circumstances outside of a student's 
control that mean that an amendment to a registration needs to be made.  
 
Whilst each request will be considered on a case by case basis the following should be 
used as a guide to defining circumstances that the AVA would consider to be 
‘exceptional’. 
 
The following examples are for guidance only and are not intended to preclude other 
circumstances. 

 

 Where a student would be prevented from being able to study the specified units as a 
result of a prior medical condition, or one that developed whilst s/he was on the 
course which would physically prevent a student from being able to achieve a 
particular unit, for example in a Creative Arts or Sport Science context. However in 
such cases consideration should be given to the use of an Aegrotat Award. 

 

 Where a provider of Access to HE Diploma courses was unable to continue to 
provide the units against which the student was registered, despite every effort to do 
so.   
 

 Amendments to unit registrations would not usually be accepted in response to a 
university offer where the requirement cannot be met from the units available within 
the Diploma course.  In the first instance LASER would expect an attempt to be 
made by the Access providing institution to contact the higher education institution 
concerned to have the offer amended. LASER would also seek to directly intervene 
with the HEI should this step not work. We would however view all applications on a 
case by case basis. 
 

Please note: only units already within a Diploma’s existing rules of combination can be 
submitted as part of an application to amend a student registration (i.e. new units may 
not be added to a Diploma in year). 

  



 

Page | 4  
V2 

2.3 How to submit a request to amend a student registration 
 

2.3.1 Where a request to amend a student registration is made it must originate from an 
authorised member of staff within a LASER approved Access to HE centre (usually 
an Access Coordinator/Manager). Please note that as per QAA requirements LASER 
will record and monitor all requests by Access providers to amend student 
registrations. 
 

2.3.2 The procedure (responsibility for actions denoted in bold below) 
 

 An ‘Access student unit registration amendment application’ (Reg1) should be 
completed and signed3 by the authorised member of staff at the Access to HE 
providing institution. Please note that applications must contain adequate 
supporting details to support the request. 

 

 The LASER external moderator for the Access Diploma must approve and sign4 
the request. 

 

 The request application is submitted to the LASER Access Quality Manager. 
 

 LASER will review the request and respond with either request for further 
information or a decision within 7 working days. 
 

 Where a request is approved LASER will return the completed form granting the 
request and a copy of this must be kept by the Access providing institution 
and a copy given to the named Access student for inclusion in their final portfolio. 
 
Please note where a student’s registration details are amended after the student 
has applied to higher education the Access providing institution must advise 
the student to notify the higher education courses to which they have applied of 
this change, as failure to do this could lead to the withdrawal of the offer of a 
place when the higher education provider receives the transcript of student 
achievement after the student has completed their Diploma. 

 

 Where a request is declined LASER will return the completed form confirming 
this and will provide feedback on why the request was declined. 

 

 LASER will update its student records accordingly. 
 

 An administration fee of £10 per amendment will be invoiced by LASER  
 

----------------------------------------------------------------------------------------------------------------------- 

 
3. Changing a student registration from one Access Diploma to another 

 

A student can be switched from one Diploma learning aim to another Diploma learning 

aim after initial registration in the following circumstances: 

 

                                                           
3
 Electronic signature via an email is accepted 

4
 Electronic signature via an email is accepted 
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 The application is made before the end of the first term for one year courses and 

before the end of the second term for two year courses. 

 There is a valid reason for doing so which is supported by an authorised person 

at the provider. 

 Proper regard has been given to the feasibility of a student being able to catch up 

with work for the new Diploma at the point of the re-registration5 

 The LASER procedures to change a student registration in year are followed 

(Reg2 form submitted). 

 The applicable administration fee6 is paid to LASER if the re-registration is 

accepted. 

 LASER approves the request 

 

----------------------------------------------------------------------------------------------------------------------- 

 

 

 

  

                                                           
5
 Some Diplomas share units and where this is the case re-registration is more likely to be approved. 

6
 For 2014-15 this is £25 
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Access student: unit registration amendment application 
(Reg1)  
 

Student name  Laser Reg no.  

Access course provider  

Title of Access Diploma  

Unit(s) to be removed  

Title Level Credit 
Value 

Unit ID 

    

    

    

Replacement unit(s) 

Title Level Credit 
Value 

Unit ID 

    

    

    

Full description of exceptional circumstances and rationale for the amendment 

 
 
 

List any evidence supplied in support of the request 

 
 
 

Request authorised by 
(signature) and agreement 
to pay fee7 

 Date: 

LASER external moderator 
approved (signature) 

 Date: 

 
 

Feedback from LASER to Access provider organisation (if required) 

 
 
 

For LASER office use only 

Request for further information 
made 

Date: 

Further information received Date:   

LASER Approval  granted/not granted* (*delete 

as appropriate) 
Date 

Signed by authorised LASER 
officer 

 Date  

 
 

                                                           
7
 2014/15 fee is £10 to amend unit registration 
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Access student: Diploma registration amendment 
application (Reg2) 
 
 

Student name  
 

Laser Reg no.  

Access course provider  

Title of Access Diploma 
currently registered against 

 
 
 

Title of proposed new 
Access Diploma title 

 
 
 

Reasons for change 

 
 
 
 

Has due consideration been 
given to the feasibility of the 
student being able to catch 
up with any required work? 

Please provide comment 

Request authorised by 
(printed name and 
signature8) and agreement 
to pay current fee9 

 
 
 

Date: 

 

                                                           
8
 Electronic signature via an email is accepted 

9
 2014/15 fee is £25 


