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UNIVERSITY COLLEGE DUBLIN 
Withdrawal Notification Form
Withdrawal is where a student leaves their programme of study permanently and ends all activity associated with their studies before they have completed the programme for which they are registered.

Before completing and submitting this form you are strongly encouraged to seek support and advice from your Programme Office/School Office/Graduate School Office in the first instance in relation to your options.* You are also advised to read UCD Withdrawal Procedure which can be accessed at http://www.ucd.ie/registry/academicsecretariat/wd_procedure.pdf.  

You do not need permission to withdraw but it is your responsibility to formally notify the University of your intention and to return your student card. 
Please return this completed form along with your student card to your Programme Office or School Office.** Your confidentiality is assured. Only those people who will process your notification will have sight of this form.
Your Programme Office/School Office shall give you a photocopy of your notification form that has been signed and dated by the Programme Office/School Office. You should keep this as a record and confirmation of your date of withdrawal.
Please note that you remain liable for fees up to the date you formally submit this completed form to your Programme Office/School Office.***
*     While your Programme Office/School Office/Graduate School Office is your primary point of contact, you can also find a current list of UCD support systems at http://www.ucd.ie/students/studentsupport.html.
**    All applications from students on undergraduate programmes are submitted to their Programme Office and applications from students on graduate programmes are submitted to their School Office/Programme Office.

***   Information on the fees’ implications of withdrawing for all students can be found on the Fees and Grants section of the UCD Registry website at http://www.ucd.ie/registry/adminservices/fees/withdrawing_from_a_course.htm and information on refunds can be accessed at http://www.ucd.ie/registry/adminservices/fees/refunds.htm.
Students complete Sections A – C. 
Section D is completed by the Programme Office/School Office.



	A. PERSONAL and PROGRAMME DETAILS

	Student Name
	

	Student number
	
	Telephone number 
	

	E-mail Address
	

	Permanent Postal Address
	

	Programme Title and Code
	

	

	B. REASON(S) FOR WITHDRAWAL

	The University would be interested in learning the reason(s) for your withdrawal from your programme of study at UCD. 
Your confidentiality is assured. Only those people who will process your notification will have sight of this form.

Remember, you can also find a current list of UCD support systems at http://www.ucd.ie/students/studentsupport.html.

	

	( Please tick this box if you do not wish to be contacted by the University for an exit interview.

	

	C. STUDENT DECLARATION AND SIGNATURE
Please note that notification forms cannot be accepted where a student does not sign the form here at Section C.

	I confirm that I am aware of options available to me other than withdrawal and that I have read and understood the UCD Withdrawal Procedure (http://www.ucd.ie/registry/academicsecretariat/pol.htm#w) and other relevant documents, e.g. Leave of Absence Academic Policy (www.ucd.ie/leaveofabsence), Policy on Extenuating Circumstances (http://www.ucd.ie/registry/academicsecretariat/pol.htm#e). 
Signed: ________________________________________        Date: ______________________


	

	D.  RECEIVED BY THE PROGRAMME OFFICE/SCHOOL OFFICE

	Office: _______________________________________
Received by: __________________________________        Date (of withdrawal): _______________
Student card handed in:    YES ___    NO ___  

(This form, and returned student card should be sent to UCD Registry. A photocopy of the form when it has been signed and dated by the Programme Office/School Office should be given to the student.)
This withdrawal notification will be noted at the next Programme Board/Graduate School Board.


	Delegated Authority: 

Date Registry informed of the withdrawal (File copy)
	


Withdrawal Notification Form – v1.3

1

