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LOG IN O UCD CONNECT 
 

Select Apply for a Leave of Absence 

XXXXXXX 

Before you apply for a leave of absence, you should make sure that you 
get as much advice as you can from an appropriate staff member e.g. your 
Programme Office (for UG students), your School Office (for GT and GR 
students), your Student Adviser or the Student Desk. 

You should also make sure to read the UCD Leave of Absence Policy and 
familiarise yourself with all the implications of this request.   

If you have decided to apply for a leave of absence then you should follow 
these instructions on how to fill in the online form:   

GETTING STARTED 

In SISWeb, select  
Programme Services and then  
My Leave of Absence/Withdrawal Requests 

Log into SISWeb 

Access the online form 

http://www.ucd.ie/students/progoffice/
http://www.ucd.ie/collegesandschools/
http://www.ucd.ie/studentadvisers/
http://www.ucd.ie/students/studentdesk/contact.html
http://www.ucd.ie/registry/academicsecretariat/loa.htm
https://sisweb.ucd.ie/usis/W_WEB_WELCOME_PAGE
https://sisweb.ucd.ie/usis/W_WEB_WELCOME_PAGE
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TIP #1:  Make sure you read 
the guide at at the start of 
this form 

To complete the rest of the form you 
should select the button that says 
Answer these  Questions and provide 
the information requested. 

The first question(s) will ask you to 
provide a reason for your request.  Any 
information will be treated in the 
strictest confidence and will only be 
seen by those staff processing your 
request. 

Most of these questions are 
compulsory  

TIP #2:  If  you can’t  see the  
period for your Leave then contact 
your Programme or School office.  

You will be asked to stated the duration 
of your requested leave of absence.   

If you are not sure of the dates for your 
leave, you should check the UCD Term 
Dates  page.   

http://www.ucd.ie/students/keydates.htm
http://www.ucd.ie/students/keydates.htm
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TIP #3:  You should make sure 
you discuss this request with a 
staff member 

You will be asked if you have discussed 
this request with a staff member.   

If you have not spoken to anyone  then 
you may be contacted by a staff 
member before this request can be 
processed.  

If you need to include supporting 
documentation with this request then 
you can upload this information 
directly.  Only staff handling this 
request will have access to this 
information. If you prefer not to 
upload this information then you can 
bring it to your Programme Office or 
School.  

Your request may not require 
supporting documentation e.g. if it 
is made before term starts.  If you 
are unsure then please read the  
UCD Leave of Absence Policy or 
speak to a staff member. 

You will be asked some questions to 
make sure you understand what the 
request will mean  for your fees, grant, 
access to campus facilities etc. 
If your first answer to any of these 
questions is ‘No’ then you should read 
the information provided on the form or 
speak to a staff member.  

If you do need to speak to a staff 
member about fees etc. then you can 
leave this form and return to complete 
it at a later date.  

http://www.ucd.ie/registry/academicsecretariat/loa.htm
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After you have answered all questions 
you will be able to submit your request. 

Once submitted, you will be able to see 
the progress of this request if you go 
into ‘Programme Services’ and then ‘My 
Leave of Absence/Withdrawal Requests’ 

Once a decision is made about your 
request then you will see it in My 
Leave of Absence/Withdrawal 
Requests   

You will also receive an email or letter 
on behalf of your Programme/Graduate 
School Board.  

Your registration record will be updated 
with this decision within a few days.   

Submit your application 

Check for the decision 
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XXXXXXXXXXXXXXXX 

Who can I speak to if I want advice about filling out this form? 

If you need any advice about completing this application then you can 
contact your Programme Office (for undergraduate students), your School or
Graduate School Office (for graduate students) or the Student Desk.  They 
will able to assist you or refer you to the correct person/office. 

Can I change my mind about my application? 

There will be no action taken with your application until you select  Submit.  

After you submit your request, you can also select Cancel. ‘Cancel’ then 
appears at the top right hand corner of your screen and appears with your 
personal information.  

All information included in a form is treated in the strictest confidence and 
is only accessible by directly involved with these requests.    

I can’t find the ‘My Leave of Absence/Withdrawal Requests’ 
screen. Who do I ask? 

You should be able to see it in SISWeb under Programme Services.  If you 
can’t see it then contact the Student Desk and ask for access.  

My application still says ‘Referred to Board’, when will I know 
the decision?   

The decisions on applications for leaves of absence are made by the 
Board(s) governing your programme.  These Boards typically meet every 4-
6 weeks.  If you are concerned that your application does not have a 
decision made then please contact your Programme Office (for 
undergraduate students) or your School Office (for graduate students).  

What if I can’t answer all the questions on the form? 

If there are questions that you are not sure about, e.g. if you do not know 
what this request means for your fees, then you can leave the request 
without submitting and come back to it at a later date.  This is done by 
going into Programme Services, selecting My Leave of 
Absence/Withdrawal Request and clicking the Edit button beside your 
un-submitted request.  

http://www.ucd.ie/students/progoffice/
http://www.ucd.ie/graduatestudies/collegesandschools/
http://www.ucd.ie/graduatestudies/collegesandschools/
http://www.ucd.ie/students/studentdesk/
http://www.ucd.ie/students/progoffice/
http://www.ucd.ie/graduatestudies/collegesandschools/


How to COMPLETE A LEAVE OF ABSENCE 
FORM 

<< Back to Contents 

STEP 1 SETTING UP AN ACCOUNTFAQS  cont’d 

8 

XXXXXXXXXXXXXXXX 
How do I know at what point my request is at?  

There are several stages to an application for leave of absence: 

Stage Explanation 

Submitted/For Review The application is being reviewed by the office to 
which it was submitted 

Referred to Board All information required has been received and 
the application is awaiting the next Board meeting 
where requests are considered.  A board will 
usually meet every 4-6 weeks during term time.   

Approved by Board Application has been accepted in full 

Not Approved by Board Application has not been accepted 

Partly Approved by Board Application has been partially accepted 
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