
Student – submits application form to local 
area. Delegated authority approves or declines

NOTE: If international student they must 
have sought advice from Central 

Compliance Officer (part of the Office of 
Policy and Regulation in the R&SS Division)

Domestic Student International Student

Local Area forwards leave form to SAS 
Scholarships Office

NOTE: Consideration of Payroll cut off dates is 
very important in the approval/notification 

process

Enrolments Officer checks 
leave of absence is within 

rules, has appropriate 
delegation, If yes enters the 

leave on Student System and 
advises the student by email, 

places documentation on 
student file. If no, contact Local 

Area to discuss.. Once 
processed on Student system, 

advise Fees Office and 
forward file to Scholarships 

Officer

Scholarship Officer checks if scholarship or 
stipend (nearly all HDR students do). Advise 
HDR to cease payments. Alter scholarship 

end date on student system to ensure it has 
been adjusted to reflect period of leave and 
enter the leave dates into student system.
Re-submit file to a date one month before 

student return date 

Student Records record 
re-submit date and  store 

the File

END FOR RETURN 
REFER TO RETURN 

FROM LEAVE OF 
ABSENCE

Tuesday, October 30, 2007
HDR Student Program Leave Workflow

 Declined – Local 
Area advises the 

student, sends the 
documentation to 

SAS Student 
Records to be 
placed on the 
students file

Approved Declined – Local 
Area advises the 

student, sends the 
documentation to 

SAS Student 
Records to be 
placed on the 
students file

Fees Office – check for 
outstanding fees and 

follow up with student if 
yes
END

 
 


