UNIVERSITY OF SANTO TOMAS
The Graduate School

LATE ENROLLMENT
CHANGE/ADD/DROP Procedure
(2nd Term 2022-2023)

Beginning January 24, 2023

Step 1: CHECK updated course offerings

Please refer to our website for courses which are still OPEN. Kindly note
that our course offerings are still subject to availability of slots.

Step 2: FILL OUT the appropriate form
LATE ENROLLMENT FOR OLD STUDENTS https:/forms.gle/WGY{X2NKvPRH68BNS

LATE ENROLLMENT FOR NEW STUDENTS https://forms.gle/vNH8709XD2th5mY78

Changing or Adding Form 6a

DROPPING
> If dropping selected courses this term  Form 6a

> If withdrawing from ALL courses enrolled this term

Dropping-of-Program FORM

Step 3: UPLOAD the required document/s through this link below:
https://forms.qle/mDmJvkkkUxk5UEq68

For Late Enroliment, Changing or Adding

(1) Letter of Appeal (pdf file) addressed to the Secretary General signed by the student and
noted by the course facilitator.

(2) A Study Plan (MS word file), indicating the dates of missed classes and the schedule of
make-up classes signed by the student and approved by the course facilitator.

USTGS Study Plan

(3) Form éa (if Changing/Adding)

For Late Dropping

(1) Dropping form
Please be informed of the policy on adjustment and refund of fees:
1. A student who officially drops, from a program before the official start of classes shall be
charged five thousand pesos (Php 5,000.00) only.
2. Dropping of course/program affer the official start of classes. A student who officially drops a

course/program within the first two weeks of the term, i.e., from the official start of classes, shall
be charged as follows:

DURATION REGULAR TERM SPECIAL TERM
Within the 1st week 25% 50%
Within the 2nd week 507 100%
After the 2nd week 100%

Application for refund of fees and/or adjustments should be made with the Accounting Office
promptly after dropping the course/program. The date of the actual submission of dropping forms
at the Accounting Office shall be the reckoning date for refund and/or adjustment purposes.

Reference: UST Student Handbook — PPS No. 1014, pages 50-51

Important Note: Beginning January 24, 2023 a grade of "WP" (withdrew with
permission) shall be automatically assigned to officially dropped students.

If your student account has not been updated within 2 working days after filing/application, please reach
out to our staff via our Online Live Support Help Desk - hitps://bit.ly/USTGS-LiveOnlineSupport2022



http://graduateschool.ust.edu.ph/wp-content/uploads/2014/10/Form-6A.pdf
http://graduateschool.ust.edu.ph/wp-content/uploads/2014/10/Form-6A.pdf
http://graduateschool.ust.edu.ph/wp-content/uploads/2014/10/Dropping-of-Program-FORM.pdf
https://drive.google.com/file/d/1V331bNIgckfDNN8138OtI8jhFklCjiEQ/view
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University of Santo Tomas

The Graduate School



Late Enrollment

S T U D Y    P L A N



Instructions: The student must coordinate with the concerned faculty member in filling out this form. The form must be signed by the faculty member before submission.





		Name of Student:

		



		Student Number:

		



		Program:

		



		Course Title:

		



		Course Code:

		



		Course Schedule:

		



		Name of Course Facilitator:

		



		Signature of Course Facilitator:

		









*Insert additional rows if necessary

		Date/s of Missed Classes

		Schedule of Make-up Class/es (Day & Time)

		List of Make-up Activities



		

		

		











