
2A - LEAVE OF ABSENCE (TAKING A BREAK FROM STUDY)

1 - PERSONAL DETAILS

Student ID number Are you an international student?

Title Family name

Given name(s)

 Yes       No

Daytime phone number

Course code Course name Mode of study

 
 Full time      Part time

2C - RESIGNATION FROM COURSE 

Drop in before you drop out - consider seeing UWS Counselling for advice before resigning.

Specify the date you wish to resign from this course: D D / M M / Y Y Y Y

Session/s to have off study (choose the relevant teaching session/s for your course) 

Standard teaching sessions (6 months per session)
•	 most undergraduate, some postgraduate and teaching (1H and 2H)

Quarters (3 months per session)
•	 some honours and postgraduate

Terms (4 months per session)
•	 UWSCollege students only

Autumn 1H Q1 Q3 T1 TN

Spring 2H Q2 Q4 T2

Teaching session Unit number Unit name

2B - DISCONTINUE (DROP OUT OF) UNITS AFTER CENSUS

You will automatically be awarded an ‘E’ (fail discontinued) grade for each of the units you list below. You must complete a 
Withdrawal Without Academic Penalty Application form if you want to apply for your ‘E’ grade to be changed to a ‘W’ grade.

3 - INTERNATIONAL STUDENTS (An International Student Advisor must complete this section before you submit this form)

UWS International Office approves this application    Yes      No
International Student Advisor’s signature Date

SIGN HERE D D / M M / Y Y Y Y

International Student Advisor’s name

NAME

4 - DECLARATION AND SIGNATURE

I declare that I have read and understood the instructions on the reverse of this form. Please amend my University 
records to show that I am changing my enrolment as indicated above.

Student’s signature

SIGN HERE Date D D / M M / Y Y Y Y

      Date Received

Year to start leave: Y Y Y Y Session to start leave: Total leave duration: number of months

Submit this form to:  - apply for a leave of absence (to take a break) from study (fill in section 2A only)
- discontinue (drop out of) units after census (fill in section 2B only)
- resign from your course at UWS (fill in section 2C only)

Complete this form in black ink using CAPITAL LETTERS and carefully read the information on page 2 before you start.
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Student Administration
Discontinuation or break from studies

Enrolments and Student Finance Unit 
Locked Bag 1797, Penrith NSW 2751

RO 00311 05/11

In providing my personal information to the University, I understand that, other than as authorised by law, the University will only use this information for the purposes for which it 
is being collected in accordance with the University’s functions and activities associated with my enrolment. In some instances, the University may need to disclose information 
to any Government department which administers or has authority regarding education or immigration policy and law and any other Government agencies (State, Territory or 
Federal, an affiliated entity of the University, or to third parties for the purposes of recovering unpaid University fees or other debts owed to the University, and I consent to 
such disclosure. I also understand that all information will be collected, stored, accessed and disseminated or destroyed in accordance with privacy, records management and 
other relevant laws, and the University’s policies.



Important information

Applying before and after census dates

Applying before the census date 
If you submit a request for Leave of Absence or Resignation on or before the relevant census date, you will not be liable for 
any tuition fees, for any units you were enrolled in, and your Student Learning Entitlement (SLE) will not be affected. If you 
wish to discontinue units before census, do so through MySR.

Applying after the census date 
If you submit a request to discontinue units, Resign or apply for a Leave of Absence after the census date, you will receive 
E grades (failed - discontinued) for any enrolled units. You will also be liable for any tuition fees for these units. If you paid 
your fees up front for the session, you will not be entitled to a refund in this situation. 
If you have submitted a request due to extenuating circumstances, you have the option of submitting a Withdrawal Without 
Academic Penalty application. If your application is successful, you will be given ‘W’ grades for the units and you will not 
be liable for any tuition fees. For more information see www.uws.edu.au/droppingunits

Information on census dates can be found at www.uws.edu.au/census.

Policies
The University’s policy on Leave of Absence, Resignation and Discontinuing units after census can be found on the 
University website at www.uws.edu.au/policy/policy_dds

Additional Leave of Absence (break from study) information

To be eligible for a Leave of Absence you must have completed at least one unit in your enrolled course at UWS.  
If you have been suspended or excluded from UWS, you are not eligible for Leave of Absence.

Maximum period of leave 
You are allowed to take a maximum of 12 months Leave of Absence from your course. If you need to take Leave of 
Absence and you have already used your 12 months, you will need to provide supporting evidence with your application, 
as well as written approval from your Head of Program.

Returning from leave 
UWS will send you an email to advise when enrolment for the next session has opened. You will need to log into MySR and 
enrol in units for the session in which you wish to return to study. If you do not enrol by the census date of that session, you 
will be deemed to have abandoned your course of study. This means that you will need to apply for re-admission through 
the Universities Admissions Centre (UAC) if you wish to resume your studies in the future.

Lodging this form

Please lodge this form in person at any Student Central, or post it to:  
Student Central, University of Western Sydney, Locked Bag 1797, PENRITH NSW 2751

Higher Degree Research students

To apply for a Leave of Absence, please refer to www.uws.edu.au/research/research_candidates/forms. If you wish to 
resign from your course you will need to submit a written request to the Postgraduate Research Office.

International students - student visa holders

Leave of Absence 
Standard 13 of the ESOS National Code www.aei.gov.au/AEI/ESOS/NationalCodeExplanatoryGuide/PartD/Standard_13.
htm requires that a Leave of Absence can only be considered for you under ‘compassionate or compelling’ circumstances, 
and cannot (generally) be granted retrospectively. You must attach documentary evidence to this application and 
understand that your application may be refused. 

Discontinue after census 
Please note, discontinuing units or reducing study load at any time may delay course completion. 

Resignation 
If you resign, this will ultimately lead to your visa being cancelled. Within a month of resigning, you must either:
(a) leave Australia; or
(b) lodge a valid application for a new visa
If you plan to study at another Australian education provider after resigning from UWS, please note that there are important 
restrictions for student visa holders.  See www.uws.edu.au/internationaltransfers for details of these restrictions. 

This form may be lodged in person or posted to any International Student Advisor office. Refer to  
www.uws.edu.au/internationaladvisors for details on the ISA office locations and opening times.
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