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Purpose of this form
This form is for a Higher Education student who wishes to voluntarily withdraw from their programme of study. The effective withdrawal date will normally be the date on which the student formally notifies the College in writing. Withdrawal may have academic and financial implications, including Student Finance England reassessment.

Section 1: Student Details

	Student Name
	
	Student ID
	

	Programme title
	
	Level/Year
	

	[bookmark: _Hlk240617660]Programme Leader
	

	Personal email
	

	Telephone No. 
	

	Date Form Submitted
	



Section 2- Withdrawal Request

I wish to voluntarily withdraw from my programme of study.
	Date I am requesting withdrawal from 
	

	My last date of attendance/engagement (if known):
	



Primary reason for withdrawal (tick one): 
☐ Personal circumstances     ☐ Health / wellbeing ☐ Financial circumstances
☐ Employment / work commitments ☐  Academic reasons ☐  Transfer to another provider/programme
☐ Other (please specify): 

Please provide a brief explanation of your reason for withdrawal:
_______________________________________________________________________________________
_______________________________________________________________________________________
_______________________________________________________________________________________



Section 3- Withdrawal discussion
Where possible, your Programme Leader and/or HE Student Liaison Mentor will discuss your withdrawal with you. Before confirming your request, please tick to confirm that you understand the following:
☐ I understand that I remain responsible for tuition fees incurred up to and including my effective withdrawal date.
☐ I understand that withdrawal may result in Student Finance England reassessing my entitlement.
☐ I understand that the College / Registry / Finance will notify relevant funding bodies in line with reporting requirements.
☐ I understand that withdrawal may affect my academic progression and any award or credits for which I may be eligible.
☐ I have been advised to contact Student Finance England before confirming my withdrawal.
☐ I understand that, where appropriate, I may be offered exit support, CEIAG, information about re-application routes and/or a transcript of achievement where eligible.

Section 4 – Student declaration
I confirm that I am requesting voluntary withdrawal from my Higher Education programme. I understand the implications outlined above and that the College will formally confirm my withdrawal in writing once the required approval and Registry processes are complete.

	Student signature
	
	Date
	

	Student Name (print)
	
	Programme
	





Section 5 – Programme Leader / HE Student Liaison Mentor
	Withdrawal Discussion held?
	☐  Yes   ☐  No     Date:

	Effective withdrawal date recommended
	

	Relevant academic/exit award information
	

	Comments/actions/support offered
	

	Name/Signature/Date
	






Section 6 – Programme Leader / HE Student Liaison Mentor
	Decision
	☐  Approved    
☐  Not approved/further information required:

	Comments
	

	Name/signature/date
	



Section 7 – Programme Leader / HE Student Liaison Mentor
	HE Office log completed
	☐  Yes   

	Director of Quality & HE final sign-off
	☐   Approved          ☐  Further action required

	Confirmed effective withdrawal date
	

	Name/ signature/ date
	

	Written confirmation issued to student
	☐   Yes    Date: 



Section 8 – Programme Leader / HE Student Liaison Mentor

	Pro-Solution / enrolment status updated
	☐  Yes      Date: 

	Relevant funding body / Student Finance notification completed
	☐  Yes       Date:     

	Registry / Finance officer
	

	Signature/ date
	



For HE Office use: retain this completed form as part of the student’s formal withdrawal audit trail.
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