
Identify Student Visa holders 
below 100% study load

Email advice to student and 
include links to ‘Notification of 

Reduced Study Load’ form 
and additional information

Student to complete form

Form must be signed by 
Head of Program

Student advised to enrol in 
full load (40cp)

Student must submit form to 
International Student Advisor 

(ISA)

If approved by ISA a new 
Confirmation of Enrolment is 

issued if required

Student applies for visa 
extension using new COE

Form to be submitted to 
Student Centre for 

processing and copy to 
student’s TRIM file

Two weeks after commencement of teaching session

No No

YesYes

Is reason for 
Reduce Study 
Load due to 
academic 
reasons?

Is student 
requesting 

Reduced Study 
Load due to 
extenuating 

circumstances?
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