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STEP 1 

Business Office 
Clearance 

1a.  Go to Business Office to get 
clearance for Registration 

1b.  Collect signedBusiness Office 
Clearance Slip 

Go to Step 2 

STEP 2 

Complete 
Registration Form 

2a.  Collect Student Track from 
the Assistant Registrar 

2b.  Review time-table and 
complete the Course Registration 

Form in duplicate 

Go to Step 3 

STEP 3 

Academic 
Advisement  

3a.   Report to your Academic 
Advisor 

3b.  Make changes to course 
selection as required.  

3c.  Ensure that your form is 
signed by your advisor 

Go to Step 4 

STEP 4 

Get Registrar's 
Approval 

4a.  Take completed Registration 
Forms and Business Office 

Clearance Slip to the Registrar 

4b.  Ensure that your Registration 
Forms are signed 

Go to Step 5 

STEP 5 

Pay fees 

5a.  Take the completed Course 
Registration form to the Business 

Office 

5b.  Pay fees 

5c.  Collect your receipt as 
evidence of payments made 

5d.  Leave forms with the 
Business Office 

End 
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STUDENT REGISTRATION GUIDELINE 

Introduction: 

The following summarises the steps that students are required to take when registering at the beginning of each semester.   Students must ensure that they have fulfilled their 

financial commitments to the School from previous semesters before registering for a new semester.  This includes GATE requirements as stipulated by the Ministry of Tertiary 

Education and Skills Training where applicable. 

 

 


