Student Records
Notification of Withdrawal
User guide – Notification of Withdrawal (Student)
Student task
Overview
This online process has replaced the previous paper forms for the Notification of Withdrawal process. It can be found on eVision under the Change of Circumstances tab alongside other changes in your modules of programme of study. 
The most important part of this process is discussing any changes with your course lead, academic tutor, or other university contact e.g. PASS or Student Records. This form should not be the first point at which your intention to suspend is raised.

Screenshots
1. Notification of Withdrawal is clicked. If a request already exists but has not been approved yet, then a review screen will be shown (see step 5). If there are no open requests, then it will continue to step 2. 
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2. The top section below displays your current programme/course details, if there are any errors or discrepancies then please contact Student Records. Please read the guidance at the top of the page carefully and follow the links to more information where applicable. The rest of the page is for recording details of your withdrawal. Please note updating your address for future correspondence will update your recorded home address in SITS.
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3. Clicking Next will show the review details page below. If any changes need to be made please click Back, otherwise clicking Submit will send the details of the request to the indicated approver.
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4. The final page indicates the request has been submitted. An email of the details is sent to your home and contact email addresses.
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5. If an open request, not yet approved exists then the following screen will be shown detailing what has been submitted previously. If you wish to amend any details then pressing Edit will take you back through the process above, and completing the process will save the new details.
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You can use the below panel buttons to request changes to your modules, programme of studies or apply for suspension. These online tasks have replaced the original paper forms. Any decisions made regarding the below
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Notification of Withdrawal - Details

Guidance notes
Please read the guidance on fee liabilty, this can be found within the Student Financial Regulations. These documents can be found, sorted by academic year on the @STU_ADM_PROCESSES_FINANCE_DOCS
Residential Services — I you are in University managed accommodation, please inform the Residential Services Team that you are withdrawing from the University. If you move out without the proper notification you may be liable for additional charges.

Intemnational students on student visas — If you withdraw from your course, the University is obliged to notify the Home Office of your withdrawal. This will result in your visa being cut short; you are strongly advised to contact the Interational Visa and Compliance Advisor at
visa@yorks] ac.uk

Name  CEEEEEED
G

Student code

Year of entry 202213
Current programme of study BA Hons English Literature
Current route English Literature
Programme start date 19/09/2022
Current course BA Hons English Literature
Level of study L4
Department English Literature

Source of funding (e.g. Student Loans Company, Research
Council, or Self)
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Please be advised any changes to your address here will change the registered home address on your student record
You can use the further detalls box, at the botiom of this form, to provide more explanation and address details if there are reasons why the two addresses won't match

Detai No home address on record

Address

Postcode
Telephone Number
Mobile Number

Personal Email
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Guidance notes
This is either the last day you attended, submitted a piece of work, or showed substantial engagement with online YS.JU academic forums such as Moode; for research students, the last point of academic contact).

Please note: The date you withdraw can have a significant effect on the amount of money you may need to pay for your Tuition Fees. This applies to students receiving a Student Loan Company (SLC) tuition fee loan as well as students paying their own fees. The withdrawal date will
also affect your eligibility for maintenance funding from the SLC, bursaries and other benefits.

My exact last date of attendance/active study was:*

Reason for leaving (please select the option which best Personal or family reasons
represents you circumstances, or provide more details below)" e ]

Financial difficulties
Transfer to another institution

Offer of employment

Dissatisfaction with programme or the University (please supply further details below)

Other (please supply further detalls below)

Please use this text box to provide further details (if applicable)
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Guidance notes
The following webpages provide useful information on the implications of withdrawal and should be consulted as part of the process, as well as discussing any changes with your course lead or other relevant member of staff.
Finance Documents webpage

Withdraw from your course webpage

0 | confirm my intention to withdraw from the University and terminate my studies™

0 1 have obtained the advice and guidance | need to make this decision and fully understand
the implications of withdrawing, and | have discussed this with my course leader or another
relevant member of staff*

I have read the Withdrawal factsheet and/or visited the webpages above and understand
the financial implications of withdrawing*

[0 1 have handed my ID card back to the University (Student Information Desk)*

Exit Next
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Guidance notes.

Please review your request below. Pressing back will take you to the starting steps for the type of change you have requested. If you have chosen the wrong type of change, please click exit and start the process again

Date of request submission 16/Aug/2022

Name L]

Studentcode  QEENENEED

Year of entry 202213
Current programme of study BA Hons English Literature

Current route English Literature

Programme start date 19/09/2022
Current course BA Hons English Literature
Level of study L4
Department English Literature
Source of funding (e.g. Student Loans Company, Research sic

Council, or Self)

My exact last date of attendance/active study was:* 16/Aug/2022
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Reason for leaving (please select the option which best
represents you circumstances, or provide more details below)"

Please use this text box to provide further details (if appli

Programme lead/Research lead

Personal or family reasons
Medical reasons.

Financial difficulties

Transfer to another institution

Offer of employment

Dissatisfaction with programme or the University (please supply further details below)
Other (please supply further detalls below)

More details here

Back Exit

bm
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Notification of withdrawal form

Your notification of withdrawal has been sent to the appropriate approver. A copy of your request has also been sent to your university email address.





image9.png
Guidance notes.

Please review your request below. Pressing back will take you to the starting steps for the type of change you have requested. If you have chosen the wrong type of change, please click exit and start the process again

Date of request submission 16/Aug/2022
Name Baensft Zztesting_Email
Student code 220251497
Year of entry 202213
Current programme of study BA Hons English Literature
Current route English Literature
Programme start date 19/09/2022
Current course BA Hons English Literature
Level of study L4
Department English Literature
Source of funding (e.g. Student Loans Company, Research sic

Council, or Self)

My exact last date of attendance/active study was:* 16/Aug/2022
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Reason for leaving (please select the option which best
represents you circumstances, or provide more details below)

Please use this text box to provide further details (if applicable)

Programme lead/Research lead

Personal or family reasons
Medical reasons.

Financial difficulties

Transfer to another institution

Offer of employment

Dissatisfaction with programme or the University (please supply further details below)

Other (please supply further detalls below)

More details here

Exit





