
NOTE:  This workflow is activated where a student initiates the 
withdrawal. Note a student may not always advise us but if they 
have ceased to participate in their research or verbally advised 

then the local area can activate the withdrawal.

Student –  Formally advises local area of their intention to withdraw..

Enrolments Officer  - Adjusts Student System to reflect the 
withdrawal. Place a record of the approval on the student file. 

Return file to Student Records
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Local Area -  Forwards approved 
paperwork to SAS Scholarships 

Office

Scholarships Officer . Adjust Student System scholarship record 
to reflect the withdrawal.  Advise  HR to cease any scholarship 

payments. Advise Fees Office and forward the file and information 
to the Enrolments Office.

Fees Office - Remove 
any future invoicing. 

Chase up any 
outstanding Fees

Student Records – Store the File

 
 


