0 ®
U NWU Higher Degree Administration

LEAVE OF ABSENCE-REQUEST FORM

Students who would like to interrupte their studies for one year should complete this form and submit it on
the Student Portal via the Help Desk tab.

Initials and surame of student: Faculty of student:

Select one

Student number: Cell no:

Start date of current studies:

Qualification name (Programme Version Name):

Faculty and Research Unit (Programme group and Programme):

PROCEDURE TO BE FOLLOWED TO COMPLETE THE PROCESS

e The student states the request, to interrupt studies for one year, on the Student Portal, and will be
contacted by the NWU to present the form via email for completion of the request.

e The General Academic Rules of the NWU A-rules 4.8 and 5.8 applies.

The link to the A-rules)

e The appointed supervisor considers the request. The approval process takes place according to the
A-rules (which states that the executive Dean should give permission to grant leave of absence to
students. The SALA Faculty Administrative official who is responsible for the requests submitted via
the Student portal facilitates the approval process, until completed.

e The student will receive the signed document, and should upload it on the Student Portal, at the My
Document tab, Document Centre. If it is submitted, administrative staff will view it, and capture the
approved status: as Leave of absence. The status of the student will then change from 'registered' to
'leave of absence. The student will have partial access to the Student portal, but will have no access to
any campus or Online facilities of the university, as per the A-rules.

1. STUDENT’S REQUEST AND MOTIVATION:

O | confirm that | liaised with the accounts department, and | am aware of the fees payable to apply
for leave of absence.

| confirm that | understand that my studies could be cancelled should | not return to register
for the following year

STUDENT'S SIGNATURE:

FOLLOW ON TO PAGE 2


https://www.nwu.ac.za/sites/www.nwu.ac.za/files/files/i-governance-management/policy/2024/A-Rules/7P_2024_e1.pdf

PAGE 2

INFORMATION TO SUPPORT THE REQUEST AS PROVIDED BY THE
SUPERVISOR

2. The request of the student for leave of absence is related to:

3. RECOMMENDATION: SUPERVISOR/PROMOTER
THIS IS ONLY A RECOMMENDATION AND NOT THE FINAL DECISION.

I confirm that the student will not receive study guidance and understands that no access to
campus or on-line activities shall be granted as per A-rule 4.8.4, and 5.8 4.

SIGNATURE:

4. RECOMMENDATION BY THE EXECUTIVE DEAN (A-rule 1.18)

SIGNATURE

5. FINANCES OFFICER

The amount that is needed to register has been communicated to the student as:

R , SIGNATURE:

The student's account has been adjusted to reflect the
Leave of absence status.

6 FACULTY ADMINISTRATOR / DEPUTY ADMINISTRATOR

Approved O Declined O

SIGNATURE:

Original details: (10512187) M:\HDA Toolbox\Forms\Pdf fillable forms\4. Leave of absence request form 2025 8 Jan
2025

Reference number: 7.1.5
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