
Leave of Absence/Termination of Studies Scenarios
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Student contacts department to 
discuss problems/attendance.

Department meets with 
student and discusses 

options.

Student continues 
study with 

appropriate 
support 

mechanisms.

Student opts to 
take a leave of 

absence.

Student opts to 
withdraw*.

Student asked to 
complete and 
sign relevant 

form.  
Signed form 

Form sent to 

Case/evidence 
put to Registry to 

consider LoA 

Department concerned about 
student but no direct contact from 

student has been made.

Department to initiate the 
protocol for investigating 

students who have potentially 
disengaged with programme.

Is department 
aware of known 
personal/health/ 
financial issue?

Registry to check 
with Student 

Services if any 
Services** are 

aware of student.

Registry informs 
department to initiate 
failure to participate 

Contact Made?

5 working days

Yes No

* Signed form or email from student account will be accepted as student consent.

** Services includes Counselling, Student Support, DANS and Wardens. 

Student cases will be sent to the Director of Student Services and copied to Heads of indiviudal Services

*** On receipt of a case for leave of absence without student signature, the Registry will liaise with the department (and Student Services where appropriate

Where all parties are agreed that a leave of absence is in the best interests of the student, it will be processed without a student signature.

Note: indicated times are estimated.
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Student contacts department to 
discuss problems/attendance.

Department meets with 
student and discusses 

options.

Student continues 
study with 

appropriate 
support 

mechanisms.

Student opts to 
take a leave of 

absence.

Student opts to 
withdraw*.

Student asked to 
complete and 
sign relevant 

form.  
Signed form 

Form sent to 
Registry for 
processing.

Case/evidence 
put to Registry to 

consider LoA 
without student 

signature.***

Student sent appropriate 
letter informing what 

action has been taken.

Case approved 
without student 

signature?

Case referred back to 
dept for possible 

failure to participate 
route.

Department concerned about 
student but no direct contact from 

student has been made.

Department to initiate the 
protocol for investigating 

students who have potentially 
disengaged with programme.

Is department 
aware of known 
personal/health/ 
financial issue?

Registry to check 
with Student 

Services if any 
Services** are 

aware of student.

Registry informs 
department to initiate 
failure to participate 

procedure.

Contact Made?


