Appendix B
Withdrawal/interruption of study procedure

1. A student considering or intending to withdraw or interrupt study should first approach his/her personal tutor within the School to discuss the situation. If the student is considering interruption of study, then the resumption of study date should be agreed at the time of interruption.

2. At this point, the personal tutor should discuss with the student his/her problems, drawing attention to any additional support that may be available within the School or elsewhere to alleviate the student’s position.


If the student wishes to continue with the withdrawal or interruption of studies, the personal tutor should fill in section 1 of a Student withdrawal/interruption of study form. The tutor must indicate the programme, mode and year of study, the category of problem encountered by the student and the date of withdrawal he thinks is accurate for the student. The tutor then signs and dates in the appropriate place.


The first part of the form should only be signed by the personal tutor, in the presence of the student, at the end of a one-to one meeting.


The student should then be advised to take the form to the nearest Student Centre reception.

3. The Student then takes the form to the nearest Student Centre to meet a Student Affairs Front of House member of staff.

This member of staff will ensure that the student is fully conversant with the support services available to him/her from the University and those of the Students’ Union. However, if the student wishes to immediately progress the withdrawal process, then the member of staff concerned should complete the second section of the form, indicating the reasons for the student’s withdrawal/interruption of study. The student and the member of staff have to agree on the student withdrawal date, usually the same as the one suggested by the tutor in the first part. Both the student and the member of staff then sign and date the form.

By signing the form, the student agrees the information written down and abides to the University Data Protection Policy.

If the student wishes more confidentiality to discuss his concerns and/or would prefer to see a specialist adviser (Finance, Careers, Diversity…), the Front of House member of staff will book an appointment with the appropriate Student Affairs Adviser (alternatively, this appointment can be arranged by telephone).


If leave of absence agreed, the Student Affairs member of staff completing the form should agree to see the student on his/her return to study.


At that point, the formal withdrawal/interruption of study of the student is completed for the student and the Student Affairs member of staff concerned will send the form to the Campus Records Team Leader, responsible for keying the withdrawal/interruption of study (with appropriate date and reason) into the University’s information system and liaise with the Home Office if necessary (for Visa issues).

4. The Campus Records Team Leader will send the completed and signed form to the Campus Finance Team, who will look into the possibility of a refund or consequences with the LEA/SLC, and will then have to sign and date the bottom of the form to finalise the withdrawal/interruption of study process.


The form must be copied and sent to the Withdrawal & Retention Officer, Room 405, Riverside House, Woolwich.


A termly list of withdrawn students will be cross checked against Banner records. The lists will then be provided to Schools and IPSU.

5. If for any reason the student cannot resume studies on the date agreed then the student needs to inform Student Affairs in writing and another date for resumption of studies should be given.

6. An annual report of student withdrawal and interruption of studies will be submitted to the Learning & Quality Committee.
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	· Be aware of the Withdrawal/Interruption of study procedure

· Follow the procedure

· Get a Student Withdrawal form

· Arrange an appointment with tutor to discuss problems and the decision

· Arrange an appointment with a Student Affairs Adviser to discuss the situation
	· Arrange a one-to-one appointment with the student wishing to withdraw or interrupt study

· Inform himself/herself on the student’s situation

· Indicate to student other alternatives and support available (Counselling, Financial advice, Interruption of study, SU legal advice…)

· Fill the first part of the Student Withdrawal form, giving all relevant information, as well as signing and dating

· In the case of interruption of study, agree a resumption date with the student and indicate it on the form

· Send student to meet a Student Affairs member of staff (Front of House or Adviser)
	· Receive the student and identify what problems lead to the withdrawal or interruption study.

· Arrange a one-to-one appointment with the appropriate adviser if the student wants more privacy and in-depth support

· Make sure the student knows of the help and options available to him/her

· Fill in the second part of the Student Withdrawal form, indicating the motives of the student to withdraw or interrupt study

· Agree with the student the date of withdrawal / interruption (usually the same as the one suggested by tutor)

· Send/give the form to the Campus Records Team Leader
	· On receiving the completed Student Withdrawal form, input the data on the student record

· Look at withdrawal implications for international students and if necessary liaise with the Home Office

· Sign and date the form

· Forward the form to Campus Finance
	· Look at the implications on funding organisations (SLC) and inform the organisation

· Look at the possibilities of a refund of the tuition fees to the student

· Sign and date the form at the bottom to finalise the withdrawal/interruption of study of the student

· Forward the form to the Withdrawal & Retention Officer
	· Monitors the data from Banner

· Cross checks with the forms received

· Provides termly lists of withdrawn students to Head of Student Affairs, Heads of School and IPSU

· Writes on an annual report on Student Withdrawal and Interruption of Study


Glossary

Withdrawal:
Definitive interruption of study with immediate effect from the date agreed on the form and no possibilities of coming back. The student record is no longer active from that date.

Interruption of study:
The student decides to stop his study for a whole term or semester. He/she will return to study at an agreed date (resumption of study date). The record of the student is only temporarily inactive.

Temporary
Similar to Interruption of study, but the interruption lasts less than a term or

interruption of study:
semester of study. The resumption of study date still has to be agreed.
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