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Application for Leave of Absence (LoA) Taught students
	Part A: Student details Please type or (if completing by hand) print in block capitals

	Student Number
	
	Programme of Study
	

	Full Name:
	
	Academic Department
	

	Current year of study e.g. Year 1
	

	Tier 4 visa holder? (International Students only)
	Yes/ No

	Taking a leave of absence will affect your immigration status.  The University will notify UK Visas and Immigration (UKVI) that you are suspending your study and this will result in your visa being curtailed.  You will be required to return to your home country for the time that you are on leave of absence.  You are reminded that it is your responsibility to ensure that you are not in breach of immigration regulations. Advice can be obtained from one of the University's designated immigration advisers: https://www.york.ac.uk/students/support/international/immigration/.



	Mode of Attendance
	Full-time
	
	Part-time
	
	Distance Learning
	
	Online
	

	Resident in University accommodation?
	Yes / No

	If you live in University accommodation, you can be released from your residence agreement when you are granted a Leave of Absence under Clause 34 of your agreement.  To do this, you MUST also complete a Request to Vacate form which you can download from https://www.york.ac.uk/students/accommodation/campus-accommodation/leave-or-change-room/ or request from accommodation@york.ac.uk

	Registered with Disability Services?
	Yes / No

	Source of Funding
	e.g. Studentship / Scholarship / Student Loan

	Reason for Leave of Absence request
	

	  Signed/
Name
	
	Date
	



	Part B: To be completed by academic department : Leave of Absence details

	Tier 4 visa holder? (International Students only)
	Yes/ No

		Date student last attended - LoA start date
	DD/MM/YYYY

	The start date of the Leave of Absence must be the date the student last attended term-time exams, dissertation supervision, seminars, lectures or labs, which is the last date of active study, even where a student’s attendance has been intermittent. For York Online students, attendance includes engagement with the online learning platform. It is essential that the start date of leave of absence is accurate and verifiable as there are regulatory, fees and student finance implications. Any significant gap between start date and leave of absence processing can have student finance implications for students. Student Advisers should be consulted by students in such cases at student-hub@york.ac.uk.

If the start-date of Leave of Absence (i.e. the last date of attendance) is prior to the term in which the request is being made, please explain why the request is being submitted late in the box below. 

	



	Date of return to study – LoA end date
	DD/MM/YYYY

	Please note that the return date should not result in part of the student’s programme being missed.  

	LoA reason/condition of return code (choose one code)
	


	01
	Compassionate
	02
	Programme Transfer
	03
	Disciplinary

	04
	Employment / Placement
	05
	Exchange Programme
	06
	Financial

	07
	Health (mental)
	08
	Health (physical & mental)
	09
	Health (physical)

	10
	Health / Academic
	11
	Health / Compassionate
	12
	Motivational

	13
	Other
	14
	Personal reasons
	15
	Maternity

	16
	Resit exams out of residence
	17
	Resit final exams
	18
	Sabbatical year

	23
	Academic
	24
	Anticipation of failure
	25
	Covid-19

	26
	Compassionate (medical self-certified
	

	Students on medical leave of absence are normally required to provide medical evidence with the leave application as well as later providing evidence of their fitness to return to study. During the Covid-19 period (1 March 2020 until unknown future date), students must NOT be asked to provide medical evidence unless they are already in possession of this. Students MUST NOT contact their GP solely to acquire evidence. 

Students who wish to take leave solely due to the impact of Covid-19 should be placed on Type 25 LoA (Covid-19). Students who would otherwise take medical leave should be placed on type 26 – Compassionate (Medical self-certified) leave. 


	Revised programme end date
	DD/MM/YYYY

	This date is the new end of the student’s programme – for example a 3-year undergraduate student returning to the start of Stage 3 of their programme in 2020/21 will have a new end date at the end of that academic year – i.e. 25/06/2021.  Please note that undergraduate students must complete nine terms for a three-year degree or twelve terms for a four-year degree.



	Is any repeat study recommended? i.e. any study which will take place after the student returns from Leave of Absence that will entail repeating a term or part of a term already studied before the Leave of Absence began
	Y / N

	Start date of Repeat study
	DD/MM/YYYY

	End date of Repeat study
	DD/MM/YYYY

	Year of Study after returning from Leave e.g. Year 2
	

	Transferring to another programme of study on return from leave?
	Y / N

	If transfer is required, a separate transfer form must be completed and submitted with this form.



	Repeat Fees - Students will normally be charged tuition fees for any period of repeat study. Where changes to a programme of study necessitate, or would have necessitated, repeat study, tuition fees will normally be waived. Any leave of absence including a tuition fee waiver request will need SCC approval – if SCC supports the waiver, SCC will then make a request to the Academic Registrar.

	Is some or all of the repeat study unavoidable due to changes to the student’s programme of study? i.e. they would have returned later in the year but are required to return early to avoid missing new essential teaching?
	Y/N

	If Yes, what period of repeat study is required as a result of the programme changes?
	DD/MM/YYYY – DD/MM/YYY

	Please provide a brief explanation of the nature of the programme changes:
	



	If this leave of absence request is an extension to an existing period of leave, please set out the LoA type of the existing leave and any unfulfilled conditions of return:

	Type of LoA, e.g. medical
	

	Return conditions, e.g. medical / academic conditions
	

	How much leave of absence has this student previously had, in total?

	

	If a student has already had more than 3 years of leave of absence, please confirm that it is still feasible for them to complete their programme, in light of any changes to their programme. Does their previously-completed study still meet any new learning outcomes?

	



	Conditions of return

	Students who have been placed on leave of absence due to outstanding tuition fees will be required to clear their outstanding debt (LoA code 06). Students on medical leave of absence (LoA codes 07,08,09,10) normally  have a medical fitness to return condition. However:
During the period of Covid-19 impact, students are asked NOT to contact a GP to acquire medical evidence. Students who would otherwise have been placed on medical leave should therefore be placed on Compassionate (medical self-certified) leave – code 26. Students on this type of leave can instead self-certify that they are well if they are unable to provide medical evidence. A small number of students may, however, still be required to provide evidence of fitness to return if their return to study raises issues of:
· Safeguarding – either of the student of the University community;
· Fitness to Practice;
· Ongoing Support to Study provision as part of a return to study plan.
Such students will be identified by central University support services. In such cases, students will be contacted individually to discuss what alternative approaches may be available. If BoS is aware a student is subject to Fitness to Practice, Support to Study or otherwise have safeguarding concerns, please note these below:

	


	Please list any other conditions – such as academic conditions – below, using the exact text you wish to appear in the letter sent to the student:

	e.g. You will be required to pass your outstanding assessment for Module 1 prior to your return.


	The student must not participate in any work, study or research related to their enrolment during their period of suspension, unless a condition is set for them to do so. Where there is evidence that a student is incapacitated, they would not normally be expected to complete work until close to their return date. If they have work due prior to the start of LoA and are not prevented from working, and have not had an exceptional circumstances claim upheld, it will normally be appropriate for the original deadline to stand.

	During the leave of absence, will the student need to take any University examinations for modules where teaching has been completed?

	Module Code
	Period exams to be taken (Spring/Summer/August resit)

	
	

	
	

	
	


The exceptional circumstances rules and late submission penalties still apply for students on LoA. This remains the case during the Covid-19 period, albeit students can self-certify during this period. See the exceptional circumstances pages for further information.


	After returning from leave of absence, will the student need to take any University examinations for modules where teaching has been completed?

	Module Code
	Period exams to be taken (Spring/Summer/August resit)

	
	

	
	

	
	


Information provided to Student Services only.  Department to advise students of exam dates.

	Library Access –  All students on leave of absence will retain full library borrowing rights.



	Any additional information you wish to provide 

	



	Supporting Evidence - 

	[bookmark: _GoBack]Supporting evidence must normally be provided for all leave of absence. During the Covid-19 period, however, supporting evidence is not required.

Repeat of up to one term can be approved by a Board of Studies – repeat of more than one term will also require Special Cases Committee approval.

During the Covid-19 period (1 March 2020 until unknown future date), repeat study requests should be considered using the following guidelines:

· Students wishing to repeat just summer term 2020 (or an affected York Online module) can do so without evidence of damaged study, but must provide a good reason for why repeat is necessary in light of the updated and simplified exceptional circumstances options during the Covid-19 period. Students are expected to make full use of the exceptional circumstances process. Students will not be permitted to repeat solely on the basis of changes to assessment/teaching during this period - it must be on the basis of exceptional circumstances (which can include Covid-19 impact).

· Students wishing to repeat earlier parts of the academic year must still provide evidence that their autumn/spring terms were damaged by exceptional circumstances if they already have it. SCC would also consider attendance levels, supervisor’s statements and correspondence during autumn/spring showing discussions about difficulties. Repeat is not automatic.

If repeat study is being requested solely because it is made unavoidable by programme changes, evidence is not required to show a student was unable to benefit from the teaching for the repeat period – but Boards of Studies must complete the section on repeat fees on page 3 above. Students making use of automatic Stage 1 failure repeat or “anticipation of failure” repeat do not require additional supporting evidence.

Evidence should be submitted via email alongside this form (see submission method below)

	Evidence attached (please list): (if any)
	





	Statement of support from student’s supervisor

	

	Supervisor Name
	
	Date
	



	Part C: Authorisation by the Chair of the Board of Studies/Graduate School Board


I approve this recommendation for a leave of absence. I confirm that the student has not been using University resources (eg, attending lectures, seminars, supervisions or working in a laboratory) since the proposed start date of the leave of absence.
	Name
	

	Role e.g. BoS Chair
	

	Date
	



	Part D: Submission of Form



Leave of absence requests must all be approved by a Board of Studies/Graduate Board. Further approval is then required from Special Cases Committee unless (all must apply):
· The start date of the Leave of Absence is less than 20 term-time weeks prior to the date the form is received by Student Records / Special Cases.
· The student is repeating no more than one term of study.
· No more than twelve consecutive months of Leave of Absence is requested at one time. 
· Appropriate supporting evidence has been provided (not always necessary during Covid-19 period – see above).

Where these conditions are exceeded, the Board of Studies/Graduate Chair must request approval of the proposed arrangements from the Special Cases Committee by emailing this form (and evidence) to scc@york.ac.uk. If SCC approval is not required, the form should be emailed to student-records@york.ac.uk with supporting evidence.
The form should be sent from the University email address of the Chair of the relevant Board of Studies or Graduate School Board. Alternatively, the Chair may be cced into the emailed request for the Leave of Absence, with the email sent by an administrator in the department.

Please ensure that the form is completed fully and accurately, with all necessary supporting evidence before it is submitted to Special Cases or Student Records. This will save time for both Student Services and academic departments and ensure faster processing of the request. 

Thank you for your co-operation.
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