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Student Initiated Withdrawal/Early Leavers Policy & Procedure 
 

Purpose 
 
The purpose of this document is to set out the principles, responsibilities and procedures surrounding 
how we support students who request to withdraw from their programme of study and provide a 
framework for responding to withdrawal requests initiated by students and procedures for both the 
student and staff members involved to follow that ensures that all relevant information is made 
available to enable the individual concerned to make an informed choice. This may include academic 
options available to them (dependent on date of proposed withdrawal) such as: 
 
• Information regarding support available to them which may help them to consider whether 

withdrawal is their best option 
• Information on how withdrawal would affect their current and future funding for study 
• Information on any costs that would be incurred at the time of the withdrawal and how these 

would be recovered 
• Provide a procedure for students and staff to follow to ensure that the individual concerned is 

fully supported throughout this process 
 
Scope 
 
This policy accepts that students may withdraw at any point due to personal choice. The policy seeks 
to ensure that students do not withdraw for any reason, including those related to a protected 
characteristic, due to lack of information on the support and guidance which could assist them to 
continue their course to obtain a qualification. The policy applies to all students; however, it is 
expected that it would be positive regarding equality issues as it would ensure that any student who 
needed support was directed to the appropriate service, including Disability and Dyslexia and Student 
Health and Wellbeing services. 
 
Policy 
 
It is Up-skilled Ltd (hereafter Up-Skilled) policy that if a student needs or wishes to withdraw from 
their programme of study: 
 
• We will encourage the student to discuss the decision with their tutor/assessor or with specialist 

support staff and we will provide a supportive and understanding environment for them to do 
so; 

• We will encourage the student to consider the short- and longer-term implications of 
withdrawal and the full range of options open to them; 

• We will provide information, advice, guidance and support to help students to make the right 
decisions for them; 

• Where relevant we will be clear about the opportunities for returning to Up-skilled or 
elsewhere, the mechanisms for doing so and the timescales and financial considerations that 
would apply; 

• We would encourage the student to complete the Exit Review so that Up-skilled can correctly 
assess the date of withdrawal; 

• It is essential that the form is returned. It allows us to calculate the leaving date of the student 
and to understand the reason for withdrawal; 

• In certain circumstances the student may not be able to complete all stages of authorization 
(i.e. have the form signed off) e.g. seriously ill student. In these circumstances the Health and 



Student Initiated Withdrawal/Early Leavers Policy & Procedure Version 1 – January 2020 

 

 

Wellbeing or Disability and Dyslexia Team may be able to assist the student too complete the 
documentation a copy of which will be provided to the student concerned for future reference; 

• We require that all students who have withdrawn from the course should return any course 
resources that has been given to aid learning. 

 
When is This Policy Applied? 
 
This policy will be applied when a student initiates a request to withdraw from their programme of 
study. 
 
Student responsibilities under this policy: 
 
• To work with their tutor/ assessor, to provide the information required relating to their 

withdrawal 
• To obtain and complete the Exit Review 
• To work with staff to obtain relevant information on the options available to them, so they can 

make an informed choice regarding withdrawing from the course 
 
Procedure 
 

1. Students 
 

Up-skilled understand that there may be occasions when a student may wish to withdraw 
from a programme of study. This may be because of personal issues, financial issues or 
academic issues. This is an important decision which may impact on your ability to obtain an 
award from the designated awarding body or even your ability to undertake future study. Up-
skilled want students who are considering withdrawal to understand all the possible 
implications so that they can make an informed decision, Clearly. Up-skilled wish all students 
to succeed and complete their programmes and it may be that we can find a method of 
supporting you to continue studying. There may also be options that you were not previously 
aware of, such as the availability of Awards, Certificates and Diplomas, based on completed 
modules. That can be claimed, part-way through your studies. However, if the decision to 
leave is final, we would also want to ensure that you are aware of any financial implications 
regarding your decision. 

 
Student Actions 
 

1. Make an appointment to see your Tutor/assessor to discuss your possible withdrawal 
(Distance Learning students can have this discussion by telephone) 

 
2. Download a copy of the Student Withdrawal Form (or obtain a copy from tutor/ assessor) and 

complete the relevant sections ready for your appointment. Distance Learning Students 
should ensure that the tutor has their part completed form in advance of the telephone 
appointment time via email  

 
3. At your appointment be open to the suggestions of your tutor/ assessor, who may be able to 

give viable options other than withdrawal 
 
4. If your decision is based on issues that are non-academic, your tutor can refer you to specialist 

services (depending on eligibility and circumstances) can provide emergency funding or put in 
place reasonable adjustments to help you to continue to study. They can also discuss the 
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implications of your withdrawal on Student Loans, benefits and let you know what your 
financial commitments are with regards to withdrawing part way through a course 

 
5. If you decide at the meeting with the tutor/assessor that you do not wish to be referred to 

specialist teams, the tutor/ assessor can authorise the withdrawal from the programme 
 
6. You must return any resources belonging to Up-skilled immediately. If you do not return 

property, Up-skilled reserve the right to issue an invoice to recover the cost of the property 
 
7. If you would be responsible for meeting fee costs personally, our Credit Control team will be 

able to assist you 
 
8. Where a student is unable, due to a health or disability-related reason to undertake this 

procedure, the relevant Welfare and Pastoral team will work with the student find an 
alternative method of providing this information. Information in this way will be accepted as 
if submitted by the student personally. Students will be provided with a copy of anything 
submitted on their behalf. The student should contact Head Office who will make an 
appointment with the relevant team (this could be via telephone etc. as required) 

 
 
 
 
 
 
 
 
 


