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	ACTION
	PROCESS FOR UG/PGT STUDENT WITHDRAWALS

	1
	Complete UG/PGT Withdrawal  Request Form
	Access the UG/PGT Withdrawal request form via the SharePoint site.  (Please note recommended browser is Internet Explorer).
1. International Students [question 5 on UG/PGT form]
The International Student Support Office will be notified of any processed requests for international students to be withdrawn or put on a leave of absence.
[image: image1.png]@ Withdrawal and Leave of Absence Form - UG/PGT - New ltem - Windows Intenet Explorer

OO + {21 ntrssnimneapiaubacatsaisandyy

X 87 WindowsLive Bing

Nithdrawal/NewForm.as

Ferhelp2r st 2P Withdrawal 2P Alltems2Essps ~ @ | B ] 4] X ||

TRootFolder=962Fgsis?i2Ferhelp%2FLists 2P Withdrawal&Source=https?3ASK2F %2Fintranet72Eqol %2Equb %2 Eacti2Euk i2F g

WhatsNew Proile  Mail Photos  Colendar  MSN Share | 8 ~ (21~ 45
Share- S~
i Favorites 5 (Q Queen's University Belfst.. €] Oracle PeopleSoft Enerpr... € Queen's Universty Belfst... (Q Queen's Universit Belfst.. 48 NeSIS Glossary ] srdocs (2 ] srdocs [N Student Records mteials.. ] Trining and Professonl .. {1, Fertiity - Ovulation Calcul... €] index new 2) ] index new

% v B v @ v Pagev Safetyv Toolsw @~
e T e e B S LR x

x Google BE

Ap Check ~ & Transiste = AutoFill =

€ Withdrawsl nd Leave of Absence Form - UG/PG,

a) Sub-plan
Enter sub plan if any

b) Term = 2101 ~
Please select correct term

5. Is the student International (not Home/EU)? *

6. Voluntary, Required or Presumed? *

Is this Withdrawal voluntary, required or presumed?
7. Is Withdrawal Permanent? *

If Yes, PLEASE COMPLETE AL OF QUESTION 7 AND PROCEED TO
ESTION 5.

If No, Please go to Question 8.

a) Date of Withdrawal * S01v/2010 =
Date of withdrawal should not be more than 3
working days from the date of posting.

b) Has/will a request for a retrospective date of withdrawal been made to the Head of DASA?

d) Reason for Withdrawal

Please Select a Withdrawl Reason

e) Please specify Plan/Subplan
Please specify Plan/Subplan the student is transferring
to if this is a Transfer request e.g. ACC-BA-JD/ACC-
ID-FRH

8. Is this a request for a Leave Of Absence? * Yes. Please complete ALL of Question 8.

No. Please go to Question 5.

a) Is this a Term Withdrawal?
Yes. Please go to 7c
No. Please go to 7b

b) Session Withdrawal [ Avtumn

[Cspring

[ summer

[Clother (Short term absence)

Select relevant Session for Session Withdrawal

) Start Date of Leave of Absence * |
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2. Voluntary, Required or Presumed [question 6 on UG/PGT form]
Indicate if the withdrawal request is voluntary (initiated by the student), required (Student Progress Committee decision/other), or presumed (student has registered but has not been in attendance for some time and has not responded to communications).
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3. Date of withdrawal [question 7 (a) on UG/PGT form]
The request form submission date will be taken as the formal date of withdrawal.  Retrospective withdrawals in excess of 3 working days before the submission date will require supporting documentary evidence, authorisation from the  Head of School/School Manager and approval secured from the Director of Academic and Student Affairs.
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4.     Exams [question 10 on the UG/PGT form]
If a Term or Session withdrawal is processed the student will be dropped from all enrolments and will not be registered for examinations.  Should they wish to sit exams, please tick Yes and process a Leave of Absence.
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5. WADM Program Change [question 7 on UG/PGT request form]
Under Reason for Withdrawal select Program Change and enter new Plan/Subplan details.
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CONTACT INFORMATION:
Academic & Student Affairs
Tel: 02890 975003 
Email: dasa@qub.ac.uk
Student Records
Tel: 02890 97 2727
Email: s.records@qub.ac.uk
International Student Support

Tel: 0289 097 3899

Email: iss@qub.ac.uk







