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THINKING ABOUT TAKING A LEAVE OF ABSENCE?

(Temporary Withdrawal)

Please read through and make sure you understand (and understand the implications for you) of the following.  Staff in Student Support Services and your Pro Dean would be happy to give further advice. Taking a Leave of Absence is a significant step and you must ask, if you have queries or concerns.

· Leave of Absence requests can only be put in train by your Pro Dean; there are different Pro Deans for Arts/Divinity, Sciences, Medicine, Arts/Divinity postgraduates, Science postgraduates and Medicine postgraduates. In most cases, undergraduates will need to make an appointment to see the relevant Pro Dean in person in order to discuss their request and to have it provisionally approved (it is the Faculty which gives final approval); postgraduate business can usually be concluded via e-mail.  You might want to discuss your request informally, beforehand, with Student Support Services, your supervisor or, indeed, with the Pro Dean.

· For undergraduates and taught postgraduates, Leave of Absence can be requested for (normally) one or two semesters; “extensions” for up to 2 years can also be granted, depending on circumstances.  For research postgraduates, leave is granted on an as-needed basis, with typical requests being for no more than 2-3 calendar months, but with longer periods granted in properly justified circumstances. Leave can be for medical or personal reasons. During the time of their leave, students remain members of the University, with the right to return.

· “Personal reasons” can cover many circumstances including the illness of a child, parent or spouse, wanting to take a belated “gap year”, or just needing time to review options.  The Pro Deans are generally reluctant to put barriers in the way of students who feel they need to be elsewhere for a limited period of time.  They will not, however, agree to a Leave of Absence on personal grounds if it seems that the student is thereby trying to avoid academic failure, i.e. Termination of Studies looming, several re-assessments lined up.

· If a student is not well enough to carry out their studies, then they should probably be on Leave of Absence on medical grounds. For undergraduates, no proof is needed of the health problem itself, but confirmation from a GP (or other practitioner) will be sought when the student is ready to return from Leave of Absence on medical grounds, to confirm their fitness to resume studies. Postgraduates do need to supply confirmation of ill-health from their GP for the University and for their funding body when they apply for Leave.

· There may be financial consequences to any Leave of Absence: for up to date Fees liability see: 

http://www.st-andrews.ac.uk/students/MoneyMatters/Tuitionfees/
· A proportion of accommodation charges (if in University or University-managed accommodation) will also be due.  The full detail of this should be checked out in the Student Finance Guide 2006/2007 (p. 12), http://www.st-andrews.ac.uk/finance/studenthome.html
· There may also be liability if your accommodation is in the private sector – check the lease, and for further advice please contact: Joyce Lapeyre, Money Adviser.

· If an undergraduate student is on Leave of Absence on medical grounds then, in most cases, their funding body will be willing to “replace” the semester’s lost fees upon return to study;  this does not normally apply when the Leave is  on personal grounds, except when the circumstances  relate to caring responsibilities, dealing with a bereavement, or similar. SAAS or a student’s LEA/funding body should be contacted directly about this, although Student Support Services’ Money Adviser can give good advice and assistance. Postgraduate students will, in all cases, need to contact their funding body.

· Students on Leave of Absence can take up paid employment if they are fit and able to do so. They may not be entitled to Job-Seekers allowance. They may be eligible for Incapacity benefit (and other benefits) if on Leave of Absence for medical reasons.  As these benefits have different rules and regulations, please contact Joyce Lapeyre, Money Adviser, for further information and advice.

· It is strongly recommended that students thinking of taking a Leave of Absence discuss their financial situation with the Money Adviser in Student Support Services, Joyce Lapeyre, especially if they are in receipt of Hardship Funds or are in debt to the University.  It is very much worth getting such matters sorted out sooner rather than later.

· If you are an International student (non EEA/EU National) and you are considering taking a Leave of Absence you are strongly advised to seek advice from Wendy Houldsworth, International & Cultural Adviser, Student Support Services, about the implications this will have on your immigration status.  If you are withdrawing temporarily, the Home Office will expect you to return to your home country and only return to the UK when you are fit and well enough to restart your studies.  You will be asked to produce evidence that you legitimately withdrew from study, that you returned home and will, in the case of a Leave of Absence on medical grounds, be asked for a letter from a doctor confirming your ability to return to study.

· As far as academic study is concerned, taking Leave of Absence stops the clock, so that a student will not be disadvantaged in terms of time running out to complete their degree.  Again, it is very much worthwhile checking what modules/course you will be coming back to after your Leave, with either the Pro Dean or Academic Support Adviser, in Student Support Services. This can be done via e-mail while you are “out”, if this is easiest.

· Undergraduate students and taught postgraduate students on Leave will be contacted by the Pro Dean approximately two months before they are due to return to study.  They will be asked to confirm whether they will, in fact, be returning, or if they wish to request a further period of Leave.  Students on Leave of Absence on medical grounds will be asked to provide confirmation of their fitness to return, and they may at that stage be contacted by Student Support Services to discuss their needs when they get back. Once the Pro Deans have re-engaged a student, then they will be back in the system and their module choices for the forthcoming semester can be registered, accommodation arranged, etc.  Research students will be contacted when they are due to return to study, and will normally recommence their research at that point.

Useful contact details:

Student Support Services
01334 46 2720  

sss@st-andrews.ac.uk
Joyce Lapeyre, Money Adviser 

Student Support Services 

01334 46 2240

 jl5@st-andrews.ac.uk
Disability Team, Student Support Services
 01334 46 2038

disabil@st-andrews.ac.uk

Wendy Houldsworth, International & Cultural Adviser 

Student Support Services 

01334 46 2041

wah1@st-andrews.ac.uk 
For appointments with the Undergraduate Pro Deans:-

Academic Support Office

Arts/Divinity 
01334 46 2139

Science/Medicine 
01334 46 2134.

To contact the Postgraduate Deans:-


Dr. S. Lewis (Arts/Divinity)


sl50@st-andrews.ac.uk

Dr. P. Lightfoot (Science)


pl@st-andrews.ac.uk

Prof. S. Harrington (Medicine)


csh2@st-andrews.ac.uk

Academic Support Office (Postgraduates) 

01334 46 2136

For more help and information about this or about anything else, why not speak to Student Support?  Or if you have, then why not speak to them some more!
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