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[bookmark: _Toc492304800]Summary
Apply for Temporary or permanent withdrawal from a current course using SITS Self-Service 
[bookmark: _Toc492304801]Log in to SITS Surrey Self-Service
Access to SITS e-Vision is available from the web browser and enter your normal username and password https://sits.surrey.ac.uk/live/sits.urd/run/siw_lgn 
[bookmark: _Toc492304802]Access Apply for suspension or withdrawal 
From the Registration menu select the option Apply for suspension or withdrawal 
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A summary of the process and guidance is provided 
[image: C:\Users\jc0053\AppData\Local\Temp\SNAGHTML193d041.PNG]
[bookmark: _Toc492304803][image: ]Select Course 
Your active course(s) will be displayed. Click to select the course from which you wish to withdraw 

[bookmark: _Toc492304804]Student/Programme details 
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[bookmark: _Toc492304805]
 Uploading Supporting documents 
Click Upload Documents to upload supporting documentation  
[image: C:\Users\jc0053\AppData\Local\Temp\SNAGHTML1cc7b6f.PNG]
[bookmark: _Toc492304806]Completing your application 
Click Save and Continue to submit your application for withdrawal (you will be alerted to any missing or incomplete fields)
[image: C:\Users\jc0053\AppData\Local\Temp\SNAGHTML1d193fe.PNG]
If you select the response Yes to the above statement this indicates that you are requesting more support and your application will be placed in a Hold state while support is being provided and the following Application is on hold screen is displayed stating that you will be contacted by the relevant department regarding the provision of additional support and guidance.
[bookmark: _Toc492304807][image: ]

[bookmark: _Toc492304808]View/Edit submission
[image: ]On clicking Exit you will be returned to the starting Apply for suspension or withdrawal screen 
The status of an application is listed in the Submitted applications section. Where additional support has been requested (see ‘Completing your application’ above) the message “Additional Support Required (Pending)” is displayed
Submitting/withdrawing your application
Clicking on the View/Edit action button will re-open the Student/Programme Details screen related to that specific application. 

If there is no outstanding support issue select the option to Submit Application and respond to the following Submit Application prompt with Next. A confirmation of your submission will be displayed
[image: C:\Users\jc0053\AppData\Local\Temp\SNAGHTML11251eef.PNG]
Selecting the No option to the prompt “Have you received the support you have asked for” 
(*asterisked above) will result to the application entering the pending state indicated by the message Additional Support Required (Pending)

[image: ]



To Withdraw Application select the option at the bottom of the Student/Programme Details screen

[image: C:\Users\jc0053\AppData\Local\Temp\SNAGHTML10bdb800.PNG]

View Application 
Selecting the option View from the Submitted applications list displays the Withdrawal Application screen which is divided into three primary sections; Student/Programme Details; Application Details; Application’s Audit Trail. 
[image: ]

Use the up/down chevron [image: ] to expand or collapse the section or simply double click the mouse button 

Logging out of Surrey Self-Service
[image: ]When your application is completed please click Logout next to your user name at the top right of the screen 
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Process

If you are experiencing personal difficulties that are impacting on your studies you may be considering a
period of temporary or permanent withdrawal from your studies. We understand that this decision is not
an easy one therefore we want to offer you the best support and advice when making this decision

If you decide to apply for a period of temporary or permanent withdrawal you will need to follow the steps
below:

1. Discuss your options with your personal Tutor/Programme Leader
2. Consider any implications of your withdrawal and seek additional advice from student services
3. Complete and submit the temporary or permanent withdrawal form

Process and guidance

‘Guidance

Any video guidance or instructions will go here.

X Contact your faculty ~

Submit application

Start new application

Submitted applications

No applications submitted

Monitor existing
application





image3.png
Please select the course you [ @ Hospitality and Tourism MSc Programmes.
‘wish to withdraw from

Select the course

SISC Programmes





image4.png
Temporary/Permanent Withdrawal Application

URN
Name Programme Details
Faculty Faculty of Arts and Social Sciences
Department Hospitality & Tourism Management
Programme Master of Science (Level M modules only)
Tier 4?7 No
Previous Withdrawals? No
ALS? No
Type of withdrawal? Temporary v
- - Define type of
Date Suspension requested from 02/0ct/2017 To 31/Dec/2017 . .
withdrawal and specify
Are you in receipt of an NHS bursary 7 | | Yes . date range
AAre you in university Accomodation ? Yes v
Primary Reason for Withdrawal ? Dissatisfied with Accommodation
Bereavement
Programme too demanding
Family commitments
@® Financial
Health/iliness
Maternity Leave
Military Service
No Bursary
Paternity Leave
Dissatisfied with programme
Participation in sporting Event
Stress of the programme
Travel Difficulties/relocation Select singular
VIVMISA ssues Primary Reason
‘Work Related ;
and multiple Secondary Reasons
Secondary Reasons for request | [J Dissatisfied with Accommodation
@ Bereavement
[ Programme too demanding
@ Family commitments
O Financial
O Health/iliness
[ Matemity Leave
 Miltary Service
@ NoBursary
[ Patemity Leave
@ Dissatisfied with programme
@ Participation in sporting Event Type in brief explanation
[ Stress of the programme .
in support of the request
@ Travel Difficulties/relocation
© UKVIVISA issues
O Work Related
Please briefly explain your reasons for Itis with regret that | find it necessary to withdraw from this course due to financial difficulties as a result of a family
‘withdrawal below bereavement

Click to Upload supporting
documentation

Ext Save and Continue Click to continue





image5.png
Upload documents Browse to open Explorer 4

© Open

G =[) » sample Documents [ 43 ][ Search Sample Documents

5]

Organize v New folder

8 ACD Sort by SRN and Datejpg %1 Council_Tax_bill_sample_2017_18.pdf
ienergy Performance Certpdf - Evidence document for appeldocx

T Family budget (monthiy)1.pdf TENL Passport.pdf

@ paysipipg TL{PDFLIGOT13858547 pof

8 Proof of student sttus.docx 5 Sample sppesl document doc
Sissmpc i [ ]

Select a file and
click Open

o v

o e

Upload documents

Browse My Computer

Sample document .docx (12 kb)

(AT — [}

Name m Rename documen
if required (78

Close to
continue





image6.png
Before submiting tis applicaton wouid you lie to be contacted by the following services {o provide support and guidance ?
1. Student Support Services — Student Money/ Housing
2. Student Support Services — Student Money/Housing Student Support Services — Student Money! Housing

Read statement and
respond

=
No, I have aready received support
Back Continue





image7.png
our appiication has been placed on hold
An email has been sent to the relevant departments who wil contact you shorty regarding further support and guidance avalable to you
You can return to comlete or withdraw your application at any time however please note that you wil receive a request

=1




image8.png
Last Updated Status Action
17/Augi2017 Application has been

approved
07/Sep2017 Additional Support

Required (Pending)





image9.png
Ploase briefly explain your reasons for | Justification 070917
withdrawal below

DCipg

Click to Submit

Submit

Bxit Withdraw Appication ication

Isubmic Appiaton Respond

% Yes/No

Have you received the support
you have asked for ?

Add
comment

Please add any comments Yes | received required support
regarding the support you Thank youl
received here

Click
Next

Your Application has been submitted

You will receive an email shortly confirming this

Exit





image10.png
07/Sepi2017

Additional Support
Required (Pending)

=2





image11.png
Plaase briefly explain your reasons for
withdrawal bolow

Ext

complete as required

Havo you received the
support you requested?

Any Comments onthe | thank you
support you recived

Your application has been succesfully vithdrawn Next

You will eceive an email confiming this shortly

Ext





image12.png
Withdrawal Application

Application Details Expand/Collapse section
Application Status Submitted after Request
for Support
Activity Actioned By Initiated Activity Comments.
‘Student Submited Application After Support Request Anne Other 07/09/2017 11:39. NO!
‘Student Requested Support (Application on Hold) Anne Other 07/09/2017 1109

Exit





image13.png




image14.png
Logged In: Lﬁ 2




image15.jpeg
UNIVERSITY OF

SURREY




