	LEEDS TRINITY UNIVERSITY COLLEGE
  WITHDRAWAL FORM




	


Section A to be completed IN FULL by the student (please print clearly)

Name:
 






 ID Number:  






         

                                         


Current Course/Level:






            Date of Birth:



  
            
	            Temporarily
	
	      Permanently
	


I wish to withdraw from Leeds Trinity University College on the following basis:

   I wish to repeat the year: 

(Please indicate which level you wish to repeat)

Please note that the maximum amount of temporary leave that can be applied for at any one time is 12 months.  You should refer to the academic regulations regarding withdrawal before completing this form, (www.leedstrinity.ac.uk/registryservices/Pages/AcademicRegulations).
Reason for Withdrawal (please tick as appropriate):


	Transferring to another institution
	 
	03
	
	Name of institution:   
	---

	#


	
	
	
	 
Name of course & Level:         


	
	
	
	
	
Start date on new course:


Tuition Fee of new course:


	Financial Reasons
	
	06
	 
	

	
	
	
	
	

	Personal Reasons
	
	07
	 
	 

	
	
	
	
	

	Medical Reasons
	
	04
	
	attach medical evidence (for temporary withdrawal)

	
	
	
	
	

	Employment
	
	10
	 
	 

	
	
	
	
	

	Academic Failure (required to withdraw)
	
	02
	 
	 

	
	
	
	
	

	Restarting a different course at LTUC next academic year
	
	11
	
	complete Change of Programme Form  

	
	
	
	
	enter name of new course:


	
	
	
	
	

	Other Reasons
	
	11
	 
	 


	


Section B to be completed by the student
Please provide further details regarding your reasons for withdrawal (tick all boxes that apply):

	Being away from home
	
	
	Location of Leeds Trinity
	
	
	Accommodation
	

	
	
	
	
	
	
	
	

	Being in Leeds
	
	
	Social life at Leeds Trinity
	
	
	Relationship/family matters
	

	
	
	
	
	
	
	
	

	The course
	
	
	Other aspects of life at Leeds Trinity
	
	
	Other reasons (specify below)
	






It is essential that you provide complete and accurate information regarding your date of last attendance 
and withdrawal:

Last Date of Attendance:
Date Leeds Trinity Notified of withdrawal:


Expected Date of Return:
Student Signature:
(For TEMPORARY withdrawal only)

Please take this form to your Progress Tutor, Head(s) of Dept and the Finance Office before submitting it to Student Administration (see overleaf)
Section C to be completed by the Progress Tutor and Head(s)of Department
I am aware that the above named student is withdrawing from her/his course. 

	Progress Tutor
	Head of Department (1)
	Head of Department (2)

	Name:
	Subject 1:


	Subject 2:

	Comments:

	Comments:

	Comments:


	Signed:

	Signed:

	Signed:


	Date:

	Date:
	Date:


	


Section D to be completed by the Finance Officer
I confirm that the above named student has visited the Finance Office and is aware of the financial implications of his/her withdrawal.

Signature:                                                         Tuition fee:                           Amount: 
                     Date:

                                                            amount
                  liable
	




Section E to be completed by Student Administration
  Date form received by
               Student Administration:


Name of LA:





  SSN:

	1
	Eligibility for award checked 
	

	   
	
	

	
	
	

	
	
	
	

	2
	Withdrawal processed on SITS
	
	Administrator (Student Records)

	
	
	
	

	3
	Notification sent to LA and student file:
	
	Administrator (Student Records)

	
	
	
	

	4
	Withdrawal form to student file:
	
	Administrator (Student Records)
 

	
	
 
	
	

	5
	Confirmation sent to student
	
	 Administrator (Student Records)
Administrator (Student Records)
Assistant Academic Registrar 

	
	
	
	

	6
	Informed Border and Immigration Agency (only if overseas permanent WD)

Email: migrantreporting@ukba.gsi.gov.uk
	
	

	
	
	
	

	7
	CAS check (only if overseas permanent WD)
	
	

	
	
	
	


Course                                                                       Level





Please provide more information here:








What needed to be different for you to have considered continuing your studies at Leeds Trinity?








What could we have done to help you stay?








Who within Leeds Trinity did you speak to before making your decision to withdraw?





Student Records & Assessment Officer





Notes:





Course                                      Level









