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PRIVACY NOTICE: Information gathered on this form will be processed within the provisions of the General Data Protection Regulations (GDPR) and used for the purpose of recording and managing leave of absence.  The College is permitted to process personal data where there is a ‘lawful basis’ to do so.  This processing is necessary for the performance of your contract/enrolment. Your information may be shared with relevant College staff for the purpose of recording and managing leave of absence. 

Further information on data protection and your rights are available on our website https://www.serc.ac.uk/customer-privacy 

SECTION A: To be completed by Student   

Personal Information
Full Name: Click or tap here to enter text.
Student Number: Click or tap here to enter text.
Email Address: Click or tap here to enter text.
Contact Number: Click or tap here to enter text.
Programme Information
Programme Code: Click or tap here to enter text.
Programme Title: Click or tap here to enter text.
Year of Study: Click or tap here to enter text.
Mode of Study: Choose an item.
Campus: Click or tap here to enter text.
Programme Co-ordinator/Director: Click or tap here to enter text.
LoA/ IoS Request Details
Period of leave requested start date: Click or tap here to enter text.
Requested return date: Click or tap here to enter text.
Request for fees suspension: ☐Yes   ☐No
Reason for requesting a leave of absence: 
Please explain the reason for your request and attach supporting evidence where required.
Click or tap here to enter text.
Student Declaration
I confirm that the information provided in this form is accurate to the best of my knowledge.
Student signature: Click or tap here to enter text.
Date: Click or tap here to enter text.
Submission guidance:
This form should be submitted as early as possible to your Programme Co-ordinator/Director once the issue has arisen.   Retrospective LoA/ IoS will be considered only where there is a clear and evidenced reason for delayed disclosure.
SECTION B – To Be Completed by Curriculum Management or nominated representative

Outcome 
Leave of Absence/ Interruption of Study Approved: Choose an item.
Reasons for decision: 
Please add a rationale for the decision made
Click or tap here to enter text.
Note: If LOA/ IoS approved please complete section 2-6. If not approved, please complete section 6 only.
Approved Dates
Start date: Click or tap here to enter text.
Return date: Click or tap here to enter text.
Conditions or Requirements for Return
Please state any conditions or requirements that must be met before the student returns to study.   Please include any requirements relating to curriculum changes.
Click or tap here to enter text.


Fees Suspension (where applicable)
If fee suspension has been requested, has LoA/ IoS evidence been forwarded to Student Finance (studentfinance@serc.ac.uk) Choose an item.
Date forwarded: Click or tap here to enter text.
Authorisation
Name of Curriculum Manager or nominated representative: Click or tap here to enter text.
Signature: Click or tap here to enter text.
Date: Click or tap here to enter text.

Notes: 
· Please inform the student in writing of the decision including any conditions of return and key dates
· Please add a copy of this document and any evidence to the relevant Progress/ Exam board folder. 
· For HLA students please send a copy to trainingorganisation@serc.ac.uk
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