Chapter 10
REGISTRATION POLICY
Registration Policy 
Registration
Registration is the systematic process that reserves seats in particular classes for eligible students. A student is registered with the university when she is admitted the first time in the university in any program at any level and deposits registration fee.
Enrollment
Enrollment is the completion of the registration process, and affords the full rights and privileges of a student status. Enrollment is accomplished when registered student is allotted any program and the courses that she wants to study in that program with the approval of competent authority.
Enrollment/Registration within the Course
· A student who is registered for 15-18 Credit Hours in a semester is considered as a regular student in the undergraduate programme (BSB.Com/ BBA/ BPA/ BE/B.Arch, etc.) of the University.
· A student who is registered for 09-12 Credit Hours in a semester is considered as a regular student in the postgraduate programme (MS/ M.Phil) of the University.
· A student who is registered for 09 Credit Hours in a semester is considered as a regular student in the postgraduate programme (Ph.D.) of the University.
Note:
The privileges of the University are not available to any student until she has completed enrollment. A student who is not officially enrolled for a University course may not attend the course. No student shall register after the stated period, unless she obtains the consent, written or electronic, of the appropriate Dean or Director.
The University reserves the right to withhold the privilege of registration or any other University privilege from any student with an unpaid debt/fee to the University. Students are also held accountable for absences incurred owing to late enrollment.
Registration Policy
• A student shall be registered at the time of her first admission in any program of the university at any level and then enrolled in her respective program after the completion of all the legal formalities for admission/registration.
· All the admitted students of undergraduate & postgraduate programs shall be registered as students of Lahore College for Women University.
· A student once registered shall be considered registered for all under-graduate, post-graduate levels.
· If a student migrates from the University for any other Higher Programme, she shall be required to obtain No Objection Certificate (NOC)/Migration Certificate from the university.
· Once allotted registration number shall not change when getting admission in higher levels.
· Only the University Roll Number / Enrolment Number shall be changed with respect to her current allotted program / level.
· Registration fee shall be charged from all students (undergraduate & postgraduate) as per approved rate of the University.
· Once a student gets herself registered in any program of university, no further registration fee shall be charged for the higher programs.
· If a student fails to complete her degree within the approved time limit of University vide letter No. Reg /LCWU/4136 dated 12-03​2015, she shall be re-registered as per policy.
	Programme
	Regular time period in years
	Extension time period in years
	Total time period in years

	BS (Under graduate Degree Programme)
	04
	02
	06

	M. A. / M. Sc (2 Years Degree Programme)
	02
	02
	04

	Ph. D. (Degree Programme)
	02
	02
	04

	
	3-5
	2-3
	07-08


· If the Registration data of a student is entered incorrectly during registration process then she can apply for its correction through proper channel to the concerned office by depositing the fee for correction*.
*If the mistake is at the part of office, no fee shall be charged.
· Registration/ Enrollment card shall be issued to each student. Student shall show the card to any authority of the university on demand.
· If the registration card is misplaced by the student, duplicate card shall be issued with duplicate registration card fee with the approval of competent authority.
· Duplicate card shall be issued after cancellation of original registration card.
Cancellation of Registration
· If a student fails to attend even a single lecture during the first four weeks of the commencement of the semester as per announced schedule, her admission shall stand cancelled automatically without any notification as per University Rule / HEC Rule.
· If a student wants to cancel her registration with the university, she shall have to obtain NOC / Clearance Certificate from the university.
Registration Policy of Jhang Campus LCWU
· Registration policy as per main campus.
Affiliated Colleges Registration Process
· All the admitted students of affiliated colleges shall be registered after receiving registration return list, verified by Head of Institute, and registration fee from the affiliated colleges, as per approved rate, in the university account.
· Each affiliated college shall submit Registration Return on prescribed Performa’s (both signed hardcopy and softcopy) along with enrolment number wise pictures of students (hard copy & scanned soft copy).
· Registration Request Form of each student along with Matric and Intermediate Certificates shall be submitted in the university along with Registration Return.
· Copy of Admission Record of each admitted student shall be deposited in the concerned department in the university.
· The fee shall have to be deposited in the university account by the concerned affiliated college as per list of admitted students.
· Registration No. and Registration Card shall be issued to each student.
Registration Number Main Campus
Registration Number pattern for all levels in main campus is as below.
Jhang Campus
Registration Number pattern for Jhang campus is as following:
· 17/LCWUJ-l

Affiliated Colleges
Registration Number pattern for each affiliated College is as following:
· 17/LCWU(C-201)-1 Govt. Post Graduate Islamia College for
Women, Cooper Road Lahore
· 17/LCWU(G-202)-l Govt. College for Women, Gulberg Lahore
· 17/LCWU(S-203)-l Govt. Post Graduate College for Women, Samanabad Lahore 
Registration Number codified as:
1. First 02 digits shall identify the year of registration.
2. LCWU shall represent the main campus registration number.
3. LCWUJ shall represent the Jhang campus registration number.
4. LCWU(C-201) shall represent the affiliated college (Govt. Post Graduate Islamia College for Women, Cooper Road Lahore) registration number.
5. LCWU(G-202) shall represent the affiliated college (Govt. College for Women, Gulberg Lahore) registration number.
6. LCWU(S-203) shall represent the affiliated college (Govt. Post Graduate College for Women, Samanabad Lahore) registration number.
Re-Registration
Ph.D. Re-Registration Rules 
i. Ph.D. scholar, who is not able to complete her Ph.D. after availing the extension period, shall be re-registered.
ii. Re-Registration cases shall be submitted by the Directorate of Research,    Lahore College for Women University (LCWU) to the Registrar Office, LCWU after approval from Advanced Studies and Research Board (ASRB).
iii.  Re-Registration case shall be submitted by the supervisor to the Board of Studies (BOS) of the relevant department with full justification for the approval.
iv.  Re-Registration shall be considered after the approval from Board of Studies and shall be finalized within ASRB of LCWU.
v.  Previous course work and comprehensive viva voce of the student shall be considered (No need of course work* and comprehensive viva voce again).
* If student changes the area of specialization, she shall repeat two courses of new area of specialization.
1.2. Rules for the Approved Case of Re-Registration
i. Student shall have to submit Rs. 25000/- re-registration fee (Subject to Approval from Finance & Planning Committee).
ii. Ph.D. Scholar shall have to update/revise her synopsis, insert update references and change within the title (if required).
iii. The updated/revised synopsis shall be approved from Board of Studies and the student shall present her synopsis again within ASRB of LCWU for approval.
iv. Student shall be required to submit the thesis after 06 months of approval of synopsis from Advanced Research and Studies Board of LCWU.
v. The minimum and maximum time of thesis submission from 06 months to 5 years.
vi. For second re-registration the student needs to fulfill all the requirements as a fresh candidate of Ph.D.
2. MS/M.Phil Re-Registration Rules
2.1. Re-Registration Policy
i. MS/M.Phil scholar, who is not able to complete her MS/M.Phil. after availing the extension period, shall be re​registered.
ii. Re-Registration case shall be submitted by the supervisor to the Board of Studies of the relevant department with full justification for the approval.
iii. Re-Registration shall be considered after the approval from Board of Studies and shall be finalized within ASRB of LCWU.
2.2 Rules for the Approved Case of Re-Registration
i. Student shall pay Rs. 20,000/- Re-Registration fee (Subject to Approval from Finance & Planning Committee).
ii. MS/M.Phil student have to update/revise her synopsis, insert updated references and changes within the title (if required).
iii. The updated/revised synopsis shall be approved from Board of Studies, Faculty Board and case shall be presented in ASRB for final approval.
iv. Student may submit the thesis after 06 months of approval of synopsis from ASRB of LCWU.
v. The minimum and maximum time of thesis submission shall be from 06 months to 1.5 years.
vi. Second re-registration needs to fulfill all the requirements as the fresh candidate of M/ M. Phil.
3. BS Re- Registration Policy
1. BS Scholar, who is not able to complete her BS (4 Year degree program) after availing the two years of extension period shall be Re-Registered.
2. Application Form of Re-Registration shall be submitted by the student to the Registrar office on prescribed Re ​Registration form.
3. Student shall attach all the relevant/supporting documents with Re- Registration form.
4. Registrar office shall submit the Re-Registration form to Controller of Examinations Office for the assessment of status of student and for comments.
5. If a student is dropped /on probation, then the student shall be allowed by the Controller of Examinations to appear with the regular session with upcoming session of the University, as per University Rules.
6. If a student does not submit the thesis at the time of Re ​Registration the case shall be forwarded to the Chairperson of the relevant department for the approval and comments.
7. Case shall be submitted in the BOS of department if there is a change in plan of work/ Change of title/ any issue related to research work. After approval from Board of Studies of the department, the case with all documentations shall be submitted to Registrar Office for further process.
8. Re-Registration of the student shall be sanctioned by the Registrar, Controller of Examination, and Head of Department and shall be approved by Vice Chancellor.
9. Student shall pay Rs.20,000/- Re-Registration fee (Subject to approved from finance and planning committee).
10. If student needs to attend the classes/coaching, student shall pay the fee as per University rules.
3.2. Rules for the Approved Case of Re-Registration
1. Student shall pay Rs. 20,000/- Re-registration fee (Subject to Approval from Finance & Planning Committee).
2. If the thesis of student is pending, her research work /title/ reference may be revised as per requirements.
3. Student may submit the thesis after 03-06 months of approval of synopsis.
4. The minimum and maximum time of thesis submission shall be from 03 months to 01 year.
5. Second re-registration needs to fulfill all the requirements as the fresh candidate of BS.
Freeze Semester
· A student may take break of a semester due to unavoidable circumstances by applying for a semester freeze. Such student must submit an application verified by the parent/guardian to the Controller of Examinations after due recommendation to the Chairperson of the concerned department.
· Freezing of first two semesters of BS and first semester of MS is not allowed.
· In special extra-ordinary hardship cases the university may develop any criteria for freezing a semester with the prior permission of the Vice Chancellor.
· In case of medical, medical certificate must be duly signed by the medical officer of the university.
Note: The duration of freezing is one year, a candidate who get semester freeze can get re-admission in the next year with upcoming session.
Enrolment Number/ Roll Number Pattern
University shall issue a specific roll number to the student after the registration/enrollment. The pattern of the Roll Number are as follows:
All the Roll numbers shall be prepared by 10 digits showing the detail of the student.
	Digit
	Key
	Detail

	1st & 2nd
	17
	Year of Admission

	Yd
	1-2
	Admission Session

1. Spring Session

2. Fall Session

	4*
	1-5
	Campus/ Affiliated Colleges

1. Govt. Post Graduate Islamia College for women, Cooper Road, Lahore

2. Govt. College for women, Gulberg Lahore.

3. Govt. Post Graduate College for Women, Samanabad Lahore.

4. Lahore College for women University, Jhang Campus

5. Lahore College for Women University, Lahore.

	
	
	Programmes

	
	1-7
	1. BS/B.Arch (Any undergraduate degree program)

2. MS/ M.Phil (Any 2 year degree program)

3. Ph.D. (Any 5-8 year degree program)

	
	
	4. Master Program (M.A/M.Sc.) (Any 2 year degree program)

5. Pharm-D (Five Year Degree program)

6. PGD (One Year Diploma program)

7. ADE (Three Year Degree program)

	6“ and yth
	01-54
	Discipline

	gth (jth 10® ’
	001​

999
	Roll Number of Students


Roll number shall be read as:

Example 1
17 1 5 1 30 010

	17
	Years of Admission Spring Session

	1
	Student of Main campus LCWU

	5
	Enrolled in four year degree program

	1
	Health & Physical Education Discipline

	30
	Student Roll Number

	010
	17 2 5 1 04 010


Example 2
year of Admission
	17
	Full Session

	2
	Student of Main Campus LCWU Enrolled

	5
	In Undergraduate degree program

	1
	Biotechnology Discipline Student Roll

	04
	Number

	010
	


Example 1
1723121 122
	17
	Year of Admission

	2
	Fall Session

	3
	Student of Samanabad College Enrolled in

	1
	Undergraduate degree program Home

	21
	Economics Discipline

	122
	Student Roll Number


Example 1
17 2 4 4 16 201
	17
	Years of Admission

	2
	Full Session

	4
	Student of LCWU, Jhang Campus

	4
	Enrolled in two year Master Program

	16
	English Literature, Discipline student

	201
	Roll Number


Allocation of Code to the Disciplines offered by LCWU, Lahore
	Sr. No.
	Discipline
	Code

	1
	Applied psychology
	1

	2
	Arabic
	2

	3
	Architecture
	3

	4
	Biotechnology
	4

	5
	Botany
	5

	6
	Business Administration
	6

	7
	Chemistry
	7

	8
	City and regional planning
	8

	9
	B. commerce
	9

	10
	Computer science
	10

	11
	Economics
	11

	12
	B. Ed (Hons)
	12

	13
	Education
	13

	14
	Econometrics
	14

	15
	Electrical engineering
	15

	16
	English literature
	16

	17
	Environmental Science
	17

	18
	Gender and Development Studies
	18

	19
	Geography
	19

	20
	History
	20

	21
	Home Economics
	21

	22
	International Relations
	22

	23
	Islamic Studies
	23

	24
	Management Sciences
	24

	25
	Mass Communication
	25

	26
	Mathematics
	26

	27
	Pakistan Studies
	27

	28
	Persian
	28

	29
	Physical Education
	29

	30
	Physics
	30

	31
	Political Science
	31

	32
	Public Administration
	32

	33
	Punjabi
	33

	34
	Social Work
	34

	35
	Statistics
	35

	36
	TESOL
	36

	37
	Urdu Literature
	37

	38
	Zoology Interior
	38

	39
	Design Graphic
	39

	40
	Design Visual
	40

	41
	Arts
	41

	42
	Textile Design
	42

	43
	Studio Practices
	43

	44
	Art History
	44

	45
	Craft & Textile Design
	45

	46
	Pharm D
	46

	47
	Pharmaceutics
	47

	48
	Pharmacology
	48

	49
	Pharmacy Practice 
	49

	50
	Painting
	50

	51
	Pharmacognosy
	51

	52
	PGD-ELT
	52

	53
	Sociology
	53

	54
	Pharmaceutical Chemistry
	54


195

