SOP Template: Student and Participant Registration
Procedures

This SOP details the student and participant registration procedures, covering the steps for collecting personal
information, verifying eligibility, processing applications, issuing confirmation, managing data privacy, and handling
cancellations or changes. The objective is to streamline the registration process, ensure accuracy of participant records,
and provide a seamless experience for all students and event attendees.

1. Purpose

To establish a standardized process for registering students and participants, ensuring completeness, compliance with
data privacy requirements, and a positive registration experience.

2. Scope

This procedure applies to all staff and departments involved in the registration and enrolment of students and participants
for academic and non-academic events, courses, or programs.

3. Responsibilities

¢ Registration Officer: Oversee and manage the registration process.
¢ Applicants: Provide accurate information and required documentation.
¢ Program Coordinators: Verify applicant eligibility and approve registrations.

4. Procedure

1. Pre-registration Preparation
o Define eligibility criteria and application deadlines.
o Develop or update registration forms (online or paper-based).
o Communicate requirements and process to prospective applicants.
2. Collection of Personal Information
o Applicants complete and submit the registration form.
o Required information typically includes: full name, contact details, date of birth, identification number,
program or event of interest, and any required supporting documents.
3. Eligibility Verification
o Review submitted information and documents for completeness and accuracy.
o Confirm eligibility based on established criteria.
o Request additional documentation if necessary.
4. Processing Applications
o Enter applicant information into the registration system or database.
o Assign unique registration or participant IDs.
o Flag incomplete or ineligible applications for follow-up or rejection.
5. Issuing Confirmation
o Send confirmation of successful registration by email, message, or letter, including program details,
schedules, and contact information for queries.
o Provide information on next steps, including payment (if required) and orientation details.
6. Managing Data Privacy
o Ensure all collected personal data is stored securely in compliance with data protection policies and
regulations.
o Restrict access to participant information to authorized personnel only.
o Inform applicants of their rights regarding their personal data.
7. Handling Cancellations or Changes
o Establish a process for participants to request cancellation, change of details, or transfer.
o Update records accordingly and confirm changes to the participant.
o Process any applicable refunds or fee adjustments as per policy.

5. Documentation and Records

Registration application forms and supporting documents
Eligibility verification checklists

Confirmation communications

Change and cancellation requests

Data privacy consent forms



6. Revision History

Version Date Description Author

1.0 2024-06-01 Initial SOP release Admin

Note: This SOP should be reviewed regularly and updated as necessary to reflect regulatory requirements and procedural
improvements.
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