
 

 

Policy last reviewed: July 2026 

Approved by: University Education Committee 

Published on: Royal Holloway, University of London website 
 

 

ENROLMENT AND 
STUDENT REGISTRATION 
POLICY 

 



  
ENROLMENT AND STUDENT REGISTRATION POLICY 

Enrolment and Student Registra�on Policy  

 

1. Introduc�on and Scope 
 
1.1. This policy outlines Royal Holloway and Bedford New College’s (the ‘University’) policy 

regarding student enrolment and the on-going maintenance of a student’s record. 
 

1.2. The term ‘student’ (you) includes any individual eligible to par�cipate in a university course, 
including those undertaking placements or exchanges, where delivery may be on-campus, 
at an off-site venue or at a partner ins�tu�on. 

 
2. Enrolment with the University 

 
2.1. Enrolment gives you the right to atend the classes and receive tui�on or supervision for 

your course. Enrolment also grants access to relevant University facili�es. 
 

2.2. All Students must enrol for each year of their studies, except for students who have 
interrupted their studies under the provisions in the Academic Regula�ons. 
 

2.3. Students must enrol by:  
 

2.3.1.  Agreeing to the University’s terms and condi�ons by comple�ng the Online Sign-up 
process 
 

2.3.2. Providing relevant documenta�on to verify their iden�ty and the right to study in the 
UK at the outset of the course and, where required, during their studies 

 
2.4. To ensure that Enrolment and Registra�on is maintained with the University, students must 

also pay, at least 50% of the tui�on fees in order to complete enrolment. The remaining 50% 
by Week 1 of Term 2. This applies for each year of study. Any outstanding debts must be 
paid before enrolment can be completed, as outlined in the Student Fees Regula�ons. 
 

2.5. In the case of collabora�ve provision students may have these obliga�ons (2.1 and 2.2) to 
the partner ins�tu�on rather than the University 

 
2.6. Enrolment must be completed within 15 working days of the start of your course, unless an 

earlier deadline has been set by your Department. 
 

2.7. Failure to enrol by the deadline relevant to your course without prior approval and in the 
absence of medical or other good reason, will result in the discon�nua�on of your 
registra�on with the University. The University will undertake the following ac�ons: -  

 
2.7.1. Remove your access to University facili�es which includes but is not limited to 

removing access to Campus Account facili�es such as your e-mail, Moodle and Campus 
Connect, removing access to the Computer Centre, University libraries and the 
Students' Union. You will be unable to receive tui�on/supervision or atend lectures, 
seminars, exams or submit assessments. 

 

https://intranet.royalholloway.ac.uk/students/study/our-college-regulations/attendance-and-academic-regulations.aspx
https://intranet.royalholloway.ac.uk/students/study/our-college-regulations/your-responsibilities-as-a-student.aspx
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2.7.2. If you are in receipt of sponsorship for a Student Route visa, this will be cancelled in 
line with the University’s obliga�ons to UK Visa and Immigra�on (UKVI). 

 
2.8. Late enrolment will only be considered where you have met all of the following condi�ons: - 

 
2.8.1.  It has been agreed by the University in advance 

 
2.8.2. Your grounds for late enrolment are considered appropriate by the University 

 
2.8.3. Where your Department has confirmed that there is a reasonable expecta�on that 

you can catch up 
 

2.8.4. Where you accept that it is your responsibility to catch up, and that approval of a 
later start cannot be used subsequently as grounds for Extenua�ng Circumstances, 
appeal or complaint. 

 
2.9. Further to 2.3.2 to maintain your student record, during your studies you may be required 

to provide relevant documenta�on to verify your con�nued right to study in the UK if you 
are subject to immigra�on control and require permission from the Home Office to enter or 
remain to study in the UK, in line with the University’s obliga�ons to UKVI. For example, if 
you are returning from interrup�on or for resit exams. It’s your responsibility to maintain 
and ensure you have the right to study in the UK throughout your studies at the University. 
 

2.9.1. Failure to provide the required documenta�on may result in the restric�on of access 
to University facili�es and/or interrup�on will be applied to your student record un�l 
you immigra�on status for the UK is resolved. Restricted access may include but is not 
limited to removing access to Campus Account facili�es such as your e-mail, Moodle 
and Campus Connect, removing access to the Computer Centre, University libraries and 
the Students' Union. You will be unable to receive tui�on/supervision or atend 
lectures, seminars, exams or submit assessments un�l your immigra�on status for the 
UK is resolved and you provide the required documenta�on to show you have the right 
to study in the UK. 

 
 

3. Atendance and Engagement 
 
3.1. The University’s expecta�ons in rela�on to atendance and engagement are described in the 

Student Engagement Policy which also describes the consequences for students who are not 
mee�ng requirements.  
 

3.2. If you are in receipt of sponsorship for a Student visa, non-atendance could result in your 
visa being cancelled in line with the University’s obliga�ons to UK Visa and Immigra�on as 
outlined in the Student Engagement Policy. 

 
4. Reinstatement 

 
4.1. Students who have le� the University prior to comple�ng their degree course, who self-

withdrew (e.g. by comple�ng a withdrawal form), were excluded for non-payment of fees, 
or didn’t complete enrolment and had their record closed may request to be reinstated, on 

https://intranet.royalholloway.ac.uk/students/study/our-college-regulations/attendance-and-academic-regulations.aspx
https://intranet.royalholloway.ac.uk/students/study/our-college-regulations/attendance-and-academic-regulations.aspx
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the same degree course, as long as a period of no more than 2 years has elapsed since they 
le� the University. If more than 2 years have lapsed since they le� the University, they 
would need to apply for readmitance via the Admissions process.  
 

4.2. Reinstatements will not be considered for students wishing to study a different, unrelated 
degree course or whose registra�on with the University was discon�nued for disciplinary 
reasons or academic failure. Students wishing to come back to the University to study a 
different, unrelated degree course or whose registra�on with the University was 
discon�nued for academic failure would need to refer to the Admissions policy. 

 
4.3.  For students who require a Student visa to study in the UK, successful reinstatement does 

not automa�cally guarantee that a Confirma�on of Acceptance of Study (CAS) will be 
issued. CAS will only be issued in line with the University’s Student Route Sponsorship and 
Confirma�on of Acceptance of Study (CAS) Issuing Policy. 
 
Students who require a Student visa to study are encouraged to seek support from the 
Interna�onal Advice team prior to beginning the reinstatement process. 
 

4.4.  Reinstatements are at the discre�on of the Chief Student Officer or their nominee and are 
not guaranteed. 
 

4.5. A £300 reinstatement fee is payable at the �me of the reinstatement request being 
submited. This fee is refundable if the University cannot approve the reinstatement 
request. 

 
4.6. If a student has prior debt with the University, this must be paid in full before a 

reinstatement request will be considered. Students should seek advice on the financial 
implications of resuming their studies from the Money Advice team. 

 
4.7. Reinstatements will normally commence from the start of the academic year. Where a 

reinstatement is approved, the return date will be confirmed by the relevant 
department/faculty. 
 

4.8. A Reinstatement request form must be submited a minimum of six weeks before the end of 
term 3. in the year prior to the start of the academic year or proposed return date. Every 
effort will be made to process the request prior to the proposed return date, but there may 
be circumstances where it takes longer to complete the necessary checks and issue a 
decision on whether the reinstatement can be approved. 
 

5. Maintenance of your personal informa�on. 
 

5.1. You are responsible for ensuring your personal details are accurate and up to date on 
Campus Connect. This includes permanent and temporary changes of address, telephone 
numbers including a mobile telephone number and emergency contact details. Any change 
of name must be reported to the Student Services Centre, supported by the required 
documenta�on see the change of name policy for further details. The University does not 
accept responsibility for leters, cer�ficates or other writen communica�on failing to reach 
you if you have not followed the correct procedure. 

https://www.royalholloway.ac.uk/studying-here/applying/admissions-policy-and-procedures/
https://www.royalholloway.ac.uk/studying-here/applying/admissions-policy-and-procedures/
https://www.royalholloway.ac.uk/media/zmqdzovl/student-route-sponsorship-and-confirmation-of-acceptance-of-study-cas-issuing-policy_final.pdf
https://www.royalholloway.ac.uk/media/zmqdzovl/student-route-sponsorship-and-confirmation-of-acceptance-of-study-cas-issuing-policy_final.pdf
https://intranet.royalholloway.ac.uk/students/help-support/international-student-support-office/international-student-support-office.aspx
https://intranet.royalholloway.ac.uk/students/money/funding/managing-your-money/managing-your-money.aspx
https://intranet.royalholloway.ac.uk/students/assets/docs/pdf/general-regulations/2024-25/19.-change-of-name-policy-2024.pdf
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5.2. For UK Visa holding students, the University is bound by UKVI requirements and is obliged 

to keep a copy of your passport, UK immigra�on status document(s) and personal contact 
details, including a UK address and phone number.  

 
5.3.  For Student visa sponsored students only: In addi�on to 5.2, to protect and maintain your 

Student Visa status you must also keep the UKVI informed of any changes to your name 
and/ or other personal circumstances. The University, as your student visa sponsor, must 
provide informa�on to the UKVI about you in certain circumstances and this may include 
your personal contact details. For Postgraduate Research students only, if you are 
undertaking a period of research in another country, this also includes upda�ng the 
University as to your study loca�on. 
 

5.4. The University is commited to handling student data with care and ensuring compliance 
with the GDPR and Data Protec�on Act 2018, which set out the legisla�ve framework for 
managing personal data. The University’s Data Protec�on Policy is available to read online 
here. For more informa�on about your personal data that we collect and use, please see the 
Student Data Collec�on No�ce.  

 
6. University Communica�on 

 
6.1. The University provides an email address free of charge, which is accessible both off and on 

University premises. This address will be used rou�nely for communica�on with you, and 
you are required to check this email account at least once every day. Failure to check your 
University email accounts will not be accepted as reasons for non-compliance with 
University instruc�on 

 
6.2. You are responsible for keeping yourself informed of any requirements that are posted on 

official University no�ceboards, and for collec�ng your mail regularly from no�fied 
collec�on points.  

 
6.3. Individual communica�ons sent from the University to specific students should be regarded 

as applying to the intended recipient only.  
 

6.4. You will be provided with a Student ID card which serves as proof of student status whilst on 
University property. See the Student ID Policy for further details. 

 
6.5. Students retain access to their University e-mail for six months following their course end 

date. 
 

6.6. Students access to University Systems will be retained following their leave date/expected 
course end date (whichever is the earliest) as per the table below. The excep�on to this is 
where the University has withdrawn facili�es for example due to non-enrolment, non-
payment of fees or for disciplinary reasons. 

 
Student Category Reten�on of Access Period 
Undergraduate Students  175 Days  

https://intranet.royalholloway.ac.uk/students/assets/docs/pdf/25.-data-protection-policy.pdf
https://intranet.royalholloway.ac.uk/students/assets/docs/pdf/25.-data-protection-policy.pdf
https://intranet.royalholloway.ac.uk/students/assets/docs/pdf/student-data-collection-notice-final.pdf
https://intranet.royalholloway.ac.uk/students/assets/docs/pdf/student-data-collection-notice-final.pdf
https://intranet.royalholloway.ac.uk/students/assets/docs/pdf/general-regulations/2024-25/17.-studentidcardpolicy2024.pdf
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Postgraduate Taught Students 190 Days 
Postgraduate Research Students 175 Days 
Visi�ng Students 90 Days 
Intercollegiate Students 90 Days 
Kaplan Students 175 Days 
Other Partnership Students 90 Days 

 
 
Related Documents and Links   
Academic Regulations  
Student Engagement Policy 
Student Fees Regulations. 
Student ID Policy 
Student Data Collection Notice 
Data Protection Policy 
Change of Name Policy 
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