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                                                                        Form W1

	NOTIFICATION OF WITHDRAWAL / EXTERNAL TRANSFER


The University collects and holds withdrawal data for administrative, academic and statutory reasons.  All student data is collected, processed and disclosed in accordance with the Data Protection Act 1998 and will be treated as confidential.  Monitoring reasons for withdrawal also helps the University to improve its services to current and prospective students.

Please complete Sections A & B and return to your Department with any relevant documentation: (BLOCK CAPITALS PLEASE)
	SECTION A (STUDENT - PERSONAL DETAILS)

	Student No……………………………………… …………… Date of Birth…………………………………………………………………………

Family Name………………………………………… ……… First Name(s)………………………………………………………………………..

Programme Title………………………………………………………………………………………………………………………………………..

	SECTION B (STUDENT - REASONS FOR WITHDRAWAL)

	Please state your reason for withdrawal by ticking one of the boxes below.  If more than one reason applies, please select the reasons by ranking in order of priority (1 being main reason).

03 Transferred to another institution*    □          07 Other personal reasons*      □                     I do not want to disclose my reasons  □
04                            Health reasons*     □          10   Gone into employment       □
06                        Financial reasons*     □         11                              Other*      □
*Please provide further information by selecting your reason(s) for withdrawal below.

  Programme (unsuitable)  □                            Programme (other)   □     Tuition fees □            Moved area/region      □
 Programme (too difficult)  □          Accommodation difficulties (residences)    □         Financial (debt)     □                 Personal illness     □
    Programme (too easy)   □  Accommodation difficulties (private/parental)   □        Financial (other)     □            Family reasons     □
          Programme (tutor)   □                               Social adjustment/isolation    □   Childcare reasons     □                 Other     □
Please use the space below if you wish to write a brief explanation of the circumstances of your withdrawal or submit your reasons in a sealed envelope, addressed to the Faculty Administrator in your Faculty Office.

………………………………………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………………………………………

Did you use any University pastoral care support e.g. Counselling Services?   YES  □    NO   □
I confirm that I wish to withdraw from my programme of study             Signature(Student)………………………………………………

Last date of attendance………………………………………………………...Current Date:……………………………………………………..

	SECTION C (TO BE COMPLETED BY THE DEPARTMENT)

	Where the student has NOT completed or is unable to complete Section B, please indicate the reason for leaving below

………………………………………………………………………………………………………………………………………………………………

Signature……………………………………………Date received………………………………Last Date of Attendance………………………...

(Head of Department)

	SECTION D (TO BE COMPLETED BY THE FACULTY)

	Full Refund   □                  Part Refund    □                  No Refund   □   (please tick the appropriate box)      

Enter amount to be refunded £………………………………………  Income Office to raise credit note?   YES □  NO □
Authorised Signature……………………………………………………………………………………………………………………………………

Date received…………………………………………………………    SITS updated         YES □       NO □

	SECTION E (TO BE COMPLETED BY THE INCOME OFFICE)

	Date credit note raised…………………………………………….. ..Authorised signature…………………………………………………………

Amount refunded £……………………………………………………………………………………………………………………………………….


	NOTIFICATION OF WITHDRAWAL / EXTERNAL TRANSFER

GUIDELINES FOR USE 


Why do we need a standard withdrawal form?

The University collects and holds withdrawal data for administrative, academic and statutory reasons.  All student data is collected, processed and disclosed in accordance with the Data Protection Act 1998 and will be treated as confidential.  Monitoring reasons for withdrawal also helps the University to improve its services to current and prospective students.

In what circumstances should a withdrawal form be completed?

All students are encouraged to complete a withdrawal form if they wish to completely withdraw from the University or transfer to another institution (additional documentation such as medical evidence or a letter can also be accepted).  

Does a withdrawal form need to be completed if the student has verbally informed academic or administrative staff of his/her intention to withdraw/transfer externally?

YES, especially if the student requires any sort of refund of tuition fees.  The Income Office can not refund student  tuition fees if they have not received notification of withdrawal/external transfer using the new form (Form W1).

Does a withdrawal form need to be completed if the student has informed staff of his/her intention to withdraw/transfer externally by letter?

NO although we would like to encourage students to complete the form as well as submitting a letter as it would help central support services monitor withdrawals.

Where should the student send the withdrawal form?

Section A & B should be completed by the student and sent to the Department.  

How does the Department process the form?

Section C should be completed by the Department and signed by the Head of Department.  If Section D (to be completed by the Faculty Office) is blank, forward a copy of the form to the Faculty Office.

How does the Faculty Office process the form?

Section D should be completed by the Faculty Office. 

Once completed, send one copy to the Income Office and one copy to the Student Systems & Information Office.

(If Section C is blank when you receive the form, please also forward a copy to the department)
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