
 
 

 

 

Taking a break from study 

When you join your course, it is generally expected that you will study in consecutive years until the 
end of your course, provided you meet the rules for progression to each level of study. 

However, there are scenarios where you can take a break from your studies, usually for an academic 
year, some of these scenarios require approval from the University.   

For all scenarios, you must contact your Faculty Helpdesk/Reception immediately for advice.  This is 
because you need to consider all your options and understand the possible implications for your tuition 
fees and funding (and visa implications if you are an international student).   

If, after taking all factors into account, you still wish to take a break from your studies, you must 
complete this form in conjunction with Faculty Student Services. 

Until this form is completed and signed by you and your Faculty Student Support Officer, you 
will be deemed to be still attending your course and charged fees accordingly.  

 

Section 1 - Student Details 

Student Name:  

Student Number:  

Date of Birth:  

Course Title:  

Level of Study:  

Contact Number:  

 

  

https://students.shu.ac.uk/shuspacecontent/advice_and_info/taking-break-study
https://students.shu.ac.uk/shuspacecontent/finance/withdraw-does-affect-funding-tuition-fees
https://students.shu.ac.uk/shuspacecontent/finance/withdraw-does-affect-funding-tuition-fees


Section 2 - Reason for taking a break from studies 

  Please 

tick 

Approved by Taking external 

resits during 

break (Y/N)* 

Reason 1 Due to extenuating circumstances. 

Please see the Planned Break in 

Studies section of the Extenuating 

Circumstances Policy and Procedure 

and complete the additional sections 

below. 

  Not permitted 

Reason 2 My placement provider has offered 

me employment for a further year 

   

Reason 3 Personal reasons 

Outside the University definition of 

extenuating circumstances.  Please 

complete the additional section 

below. 

   

Reason 4 I have not secured a placement on 

my sandwich course 

 N/A  

Reason 5 I will be transferring course at the 

beginning of the next academic 

year 

 N/A  

Reason 6 I am an international student and 

need to return home to renew my 

visa 

 N/A  

 

Please note that if you take external resits during the break you are not an enrolled student during that 
time and so would not be eligible for student financial support (e.g. if you are funded by Student 
Finance England). 

Reason 1 - additional sections regarding your circumstances 

Statement of my circumstances which prevent me from engaging in my studies for a period of more 

than 4 weeks: 

 

 

 

 

 

Evidence I am providing to support my statement: 

 

 

 

Approved by:  

 

https://students.shu.ac.uk/regulations/illness/Extenuating%20Circumstances%20Policy%20and%20Procedures.pdf
https://students.shu.ac.uk/regulations/illness/Extenuating%20Circumstances%20Policy%20and%20Procedures.pdf


Reason 3 - additional section regarding your personal reasons for delaying enrolment 

Statement of my reasons for delaying enrolment to the next academic year 

 

 

 

 

 

 

 

 

Section 3 - Timing of break from studies 

 
Break from study for reasons 2, 3 and 4 must be for a full academic year and are actioned before the 
beginning of that academic year.  Break from study for reasons 1, 5 and 6 could be actioned during an 
academic year. 
 

Date of temporary withdrawal: 

 

 

Date of return: 

 

 

 
Please note that you are expected to return to your studies on the date above.  You will be contacted 
by your Faculty Student Support Officer at least two months prior to your expected date of return. 

If you do not re-enrol on the expected date of return, it will be assumed that you do not wish to 
continue your study with the University and you will be withdrawn from your course. 
 
In exceptional circumstances, you may be allowed to extend your break in studies for one additional 
year if there is evidence to demonstrate you are not able to return.  You must contact your Faculty 
Student Support Officer by _______________ to discuss this.   

A break in study counts towards the maximum duration of your course - see Regulation 1 of the 
Standard Assessment Regulations.  You commenced your course in the __________ academic year.  
You are expected to have completed your course by _____________ 

 

  

https://students.shu.ac.uk/regulations/assessment_awards/index.html


Section 4 - Arrangements for study during and on return from break in study 

 

Modules taken to date during this academic year - list the modules taken during the year. 

For reasons 2 - 6 please also list any external resits being taken during the time away. 

Note for students taking a break due to extenuating circumstances: Marks for modules passed will stand.  Other 

marks will be voided (unless exceptionally you wish to retain a task mark and the University can facilitate the 

retention of that task mark - note this may not be possible due to module content and assessment changes on 

return).   

Note for students taking a break due to non-extenuating circumstances reasons: Normally any work already 

submitted for an assessment task will be marked and those marks will stand.  Marks may be voided by the 

University where the module content and assessment for partially assessed modules changes on return. 

 

Exams to be taken during Break in Study  

List any examinations to be taken during the time away - Available for reasons 2 - 6 only 

 

 

 

 

Modules to be taken on return to study 

State whether first sit, retake, or any partially assessed modules, including any trailing modules from 

previous academic year 

 

 

 

 

 

 

 

 



 

Section 5 - Guidance and endorsement 

 

1. You must discuss your intention to take a break from your study with your Faculty Student 
Support Officer. 

2. You must ensure that you understand the financial implications of taking a break in your study.  
Where necessary, you must contact your funding body (e.g. Student Finance England or other 
funding agency as appropriate) as you may jeopardise your future entitlement to financial 
support if you take a break from your study.  You should consider: 

o What will be the effect on your bursary, grant, sponsorship or loan you receive?   
o Will you stop receiving grant/loan payments for the remainder of this academic year? 
o Will you have to pay back any money?   
o Will your break in study present or reduce any future funding?   
o What will be the effect of any tuition fees you have paid or are due to pay in the future? 
o Will you have enough years of financial support left with Student Finance England to 

cover all of the remaining academic years of study? 
 You are strongly advised to read the University's Student Fees Regulations. 

3. If you are an international student attending on a Tier 4 student visa, you must ensure that you 
understand the implications for your visa.  The University must report your break in study to UK 
Visas and Immigration and you will need to apply for a new visa to return to study. You must 
ensure you are aware of the Tier 4 Time Limits on study in the UK. Also if you are requesting a 
break in study of more than two years, you may be required to provide a new IELTS English 
Language certificate before the University can provide a further CAS.  

4. You must ensure that you understand the implication for any accommodation contract that you 
have.  Withdrawal from your course does not release you from any accommodation contract.   

5. You must ensure that you understand the implication on your academic study when you return 
from your break, including any partially assessed modules and which marks will stand and 
which are voided.  The University cannot guarantee that the same modules will be available to 
you when you return from your break.   

As well as your Faculty Student Support Officer, there are a number of sources of advice available to 
you: 

 Academic staff (e.g. course leader, year tutor, academic advisor, personal tutor) - may be 

particularly helpful if you require course-specific advice. 

 Hallam Help can arrange advice for all students on a wide range of academic and related 

issues, including study options, course issues or choices, assessment, progression, withdrawal, 

transfer to other courses, and the application of University regulations generally.  Telephone 

0114 225 3813 or email hallamhelp@shu.ac.uk.  

 Hallam Union Advice Centre - Telephone 0114 225 4148  

 External funding agencies - e.g. Student Finance England, employer sponsor, funding bodies. 

 The International Experience Team provide visa/immigration advice to Tier 4 and other 

international students and can be contacted via Student Support Services on Level 5 Owen, 

City Campus 

 

 

https://students.shu.ac.uk/shuspacecontent/finance/withdraw-does-affect-funding-tuition-fees
https://students.shu.ac.uk/regulations/fees/index.html
https://www.shu.ac.uk/study-here/accommodation/current-students
https://www.shu.ac.uk/study-here/accommodation/current-students
https://students.shu.ac.uk/shuspacecontent/advice_and_info/student-support-services
file://hallam.shu.ac.uk/fs/SLSStaff/IST/CS/WALE/Student%20Intranet/SI%20Web/regulations/illness/hallamhelp@shu.ac.uk
https://www.hallamstudentsunion.com/advice_help/
https://students.shu.ac.uk/shuspacecontent/international/contact-international-experience-team


Student Declaration 

I confirm that I have read the guidance and I understand  

 the academic and financial implications of taking a break in study 

 that it is my responsibility to manage the impact this break will have on my future funding for 

study and financial student support  

 that the break counts towards the length of time I am taking to study my course and that 

maximum duration regulations apply 

For international students only : I confirm that I understand the visa implications of taking a break in 

study, that my break in study will be reported to UKVI and that I must obtain a new visa to return to 

my study. 

Student Signature__________________________________________ Date _________________ 

 

 

Faculty Student Support Officer 

I confirm that approval has been sought where necessary and this break in studies has been agreed. 

Faculty Student Support Officer Signature ______________________________________________ 

Action on completion of form: 

1. Faculty Student Support Officer: scan the completed form and email to student as confirmation 

of the temporary break in studies.   

2. Faculty Student Support Officer: send completed form to Student Administration to action 

student records. 

 

 

 

 

 

 

 


