JOINT HONOURS PROCEDURE CHECKLIST 

Withdrawing
	Before Meeting
	Collect Student File

	
	

	
	Check any issues that have arisen through initial correspondence

	
	

	
	Download the full student profile from SITs

	
	

	During Meeting
	Identify the issues

	
	

	
	If personal refer to Student Support – Counselling/Finance

	
	

	
	If the issue is with one of the subject areas suggest possible transfer to other subject

	
	

	
	Explore whether part time and intercalation is an option.

	
	

	
	Explore whether the student should discuss issues with either or both Subject Heads of Programme or with their academic tutor.

	
	

	
	The student should be advised if they withdraw they require sign off from the relevant people (student services, finance, library etc).

	
	

	
	Report to student that you will make notes and that the notes will be sent to (names).  Ensure that the student gives permission for this to happen.

	
	

	
	A student who decides to withdraw should always be referred to the Student Finance Team for advice on the financial implications of withdrawing.

	
	

	
	If there are any problems that can’t addressed or problems that can’t answer always tell the student you will seek advice from the appropriate source and get back to them

	
	

	
	If there are issues that you feel need addressing as a whole ie problem with delivery refer to HoJH

	
	

	After Meeting
	Write up notes and inform relevant people

	
	

	
	Complete forms if required

	
	

	
	Complete JH database

	
	

	
	Take off web CT

	
	

	
	Inform subject Heads of Programme via email

	
	

	
	Check that the withdrawal if approved has been recorded by Registry.
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