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1.0 OBIECTIVE

To outline the flow process of postgraduate student’s withdrawal from University.
2.0 SCOPE

2.1 All postgraduate students
3.0 ACCOUNTABILITY

3.1 Centre for Postgraduate Studies

32 Postgraduate Office, Centre of Studies
33 Finance Division

3.4 Dar Al-Hikmah Library

3.5 Office of Security and Management

3.6 [IUM Visa Unit

3.7 Office of Legal Advisor

3.8 Assistant Director (N4 1/N44)

3.9 Administrative Assistant (N19/N22/N26)

4.0 ABBREVIATION (If any)
4.1 CPS : Centre for Postgraduate Studies
4.2 CoS: Centre of Studies
43 Deputy Dean Postgraduate
4.4 AD: Assistant Director (N4 1/N44)
4.5 AA: Administrative Assistant (N19/N22/N26)

5.0 REFERENCE
5.1 Postgraduate Regulations (Revised 2022)

6.0 RECORD RETENTION PERIOD
6.1 5-7 years

7.0 PROCESS FLOW
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Responsibility

Flow Process

Remarks

Student

Student intends to
withdraw from University

Main Supervisor
or Head of
Department, CoS

DOFG, CoS

EE— L

»| Fill out the Withdrawal from University Form

!

Main Supervisor/Head of Department (whichever
applicable) recommends

Deputy Dean
(Postaraduate) of CoS to
approve

YES

Get clearance from

Finance Division
Dar Al Hikmah
Library

RSD

OLA

OSEM

IIUM Visa Unit

Student

cPs

CPS

ha respective offices

YES

NO- Submit completed form to CPS

YES

Change applicant's status

y

Issue withdrawal letter

Aclive/Study Leave or
Non Registration
(NR) status only

Student must complete

Section A & F of the
form

HUM-CPS-EXMO1

Section B or C of the
form

Section D of the form

Section E of the form

Clearance from Visa

Unit is compulsory for

International students
only

Remove status of
students with SL or
NR status. Once clear
(Active), CPS to
update status to WD
in PG System and
prepare Withdrawal
Letter within 3 working
days
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ANNEXE

1.0 ANTI BRIBERY MANAGEMENT SYSTEM — MACC ACT 694

11
1.2
1.3
1.4

L5

Soliciting/Receiving Gratification (Bribe) [section 16 & 17(a) MACC Act 2009]
Offering/Giving Gratification (Bribe) [section 17(b) MACC Act 2009]

Intending to Deceive (False Claim) [Section 18 MACC Act 2009]

Using Office or Position for Gratification (Bribe) (Abuse of Power/Position) [Section
23 MACC Act 2009]

Duty to Report Bribery Transactions [Section 25 MACC Act 2009]

2.0 COMMUNICATION TOOL

2.1
2.2
23

Email announcement
Letter to Centre of Studies
Whatsapp group announcement
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