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Introduction

1.1  This document sets out the 
arrangements the University makes for 
managing situations where students are 
identified as being at risk of academic 
failure. It includes procedures for 
withdrawal from the University, for 
suspension of studies and expulsion 
for academic or professional reasons. 
The procedures apply to students on 
undergraduate and taught postgraduate 
courses.

1.2  The University considers that 
student academic success depends 
very heavily upon their engagement 
with their course. The University 
define engagement as comprising of 
contact with academic and professional 
services staff that relates to academic 
study; completing examinations and 
other assessment activities; submitting 
coursework; accessing University 
facilities, including the Virtual Learning 
Environment (Moodle) and the 
University Library. 

1.3  Separate procedures exist for 
postgraduate research students; 
these procedures can be found in the 
Regulations for Postgraduate Research 
Degrees.

1.4  Students withdrawing from their 

studies agree to leave their course 
completely, with no intention of 
returning at a later date. If students 
wish to return to the University, they 
need to compete the admissions process 
again. Students suspending their 
studies agree to take time out from their 
course with the intention of returning 
to the course at the next available 
opportunity (usually within one year). 
Student Finance England funding is 
not usually available during periods of 
suspension.  

1.5  The Regulations for the Payment 
of University Fees include details of 
how fees are adjusted in the event 
of withdrawal from the University / 
suspension of studies.

Withdrawal at the Request of 
the student

2.1  Students who are considering 
withdrawing from the University are 
advised to discuss the matter with their 
Student Support Adviser before they 
make a final decision. 

2.2  If a student ultimately decides to 
withdraw, he or she should complete 
a ‘Notification of Withdrawal’ form, 
and submit it to their Student Support 
Adviser.

The Procedure for Online Students at Risk of Academic 
Failure covers the withdrawal, suspension or exclusion of 
students within a range of circumstances.

About this procedure
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Withdrawal of a Student by 
the University

3.1  Where a student is judged no 
longer to be in a position to be able to 
complete the academic work required 
to secure a pass at the end of the 
academic year or equivalent session, 
but where the University would be 
prepared in principle to re-admit the 
student to the same course at a future 
date on the basis of a new application, 
the student may be withdrawn under 
the procedure set out below. In such 
cases, withdrawal of the student will 
take place on the authority of the 
Head of Department who has overall 
responsibility for the course on which 
the student is enrolled.

3.2  Students considered to be at risk 
of failing at the end of the academic 
session should receive appropriate 
information, advice and guidance before 
the formal withdrawal procedure is 
initiated, so that they are aware of their 
situation and of the options available 
to them. This may take the form of 
a telephone conversation or Skype 
meeting.  

3.3  Any judgement to withdraw a 
student should take into account a 
range of factors and be based mainly on 
evidence of the student’s overall level  
of engagement with the course. The 
formal procedure will be initiated by the 
relevant Programme Leader on the basis 
of a considered view that:

• although the student has not yet 
reached a point where s/he is no 
longer able to pass at the end of 
the current academic session, if the 
situation is not rectified s/he will

• have reached that point by the time 
the formal withdrawal procedure 
has been concluded (approximately 
5-6 weeks from initiation).

3.4  The formal procedure will be 
initiated as a result of evidence of one or 
more of: 

• failure to submit work for formative 
or summative assessment;

• failure to engage in other ways with 
the requirements of a course (e.g. 
through Moodle). 

3.5  The formal procedure will be 
managed by the relevant Faculty SAS 
Programmes Office. 

3.6  Initially, a warning letter will be 
sent to the student by the Programme 
Leader or a delegated Academic or 
Administrative staff. The warning 
letter will state the reasons for the 
warning, give the student a period of 
two weeks from the date of the letter 
to address the matter that has given 
rise to the warning, and make clear that 
if this is not done, the student may be 
withdrawn from the University. The 
warning letter should also offer the 
student an opportunity to discuss the 
matter and should identify any remedial 
or other support that is available.

3.7  If, at the end of the two-week 
period, the Programme Leader considers 
that the student has not responded 
adequately to the warning letter, a 
second warning letter will be sent, this 
time from the Head of Department. 
The warning letter from the Head of 
Department will set out those matters in 
the original warning letter to which the 
student has not adequately responded, 
give the student a further period of two 
weeks in which to rectify the situation, 
and make clear to the student that if 
this is not done s/he will be withdrawn 
from the University.

3.8  If, at the end of the further two 
week period, the Head of Department 
considers that the student has not 

responded adequately to the second 
warning letter, s/he will authorise the 
student’s withdrawal. The Head of 
Department will send a further letter to 
the student confirming their withdrawal 
from the University because s/he has 
not responded adequately to the earlier 
letter and is judged no longer to be 
in a position to be able to complete 
the academic work that is required to 
secure a pass at the end of the academic 
year or equivalent session. The letter 
will inform the student that s/he may 
appeal, within one week of the date of 
the letter, if s/he considers either:

• that there were exceptional factors 
that they did not disclose at an 
earlier stage in the process; or:

• that there was a material error in 
the conduct of the process that  
was of such a nature as to cause 
reasonable doubt as to whether the 
outcome might have been different 
had the error not occurred; or:

• that s/he is able to demonstrate 
that s/he is not yet at the stage 
of not being able to complete the 
academic work required to secure 
a pass at the end of the current 
academic session, and that s/he 
would still be able to secure a pass 
if s/he engaged with the course as 
normally timetabled.

3.9  The effective date of withdrawal 
that is given in the letter must be an 
accurate date of the student’s last 
academic attendance at, or other 
academic engagement with, the 
University, and not the date when the 
formal withdrawal process commenced. 
In most cases, the effective date of 
withdrawal should be no later than the 
day before the first day of the Summer 
Term (or the equivalent for courses that 
do not follow a conventional academic 
year pattern).

3.10  Where a student appeals, 
the Appeal will be dealt with by a 
University Appeals Panel. Where the 
Panel confirms the decision of the Head 
of Department to withdraw a student, 
the Student Case Management Team 
will arrange for the student to be issued 
with a draft Completion of Procedures 
letter.

3.11  Following issue of the draft 
Completion of Procedures Letter, 
Students will be given 14 calendar days 
in which to request a review. Reviews 
may be requested on the following 
grounds only:

i) that the correct procedures were not 
followed in the consideration of their 
case through the earlier stages of the 
Procedure;

ii) that the outcome of the formal stage 
of the academic appeals procedure was 
not reasonable;

iii) that there is new material evidence 
that for good reason was not available 
at the earlier stages of the Procedure.

3.12  If the student does not request a 
review within that time, the draft CoP 
letter will become the final CoP letter. 
This letter will enable the student to 
pursue the matter with the Office of 
the Independent Adjudicator for Higher 
Education (OIA) if s/he wishes to do so. 

3.13  Where an Appeal is upheld and 
the Panel agrees that a student can 
continue on a course, but the student 
does not then engage fully with the 
course, the student will be withdrawn 
by his / her Head of Department with no 
further right of Appeal.

3.14  All letters issued under these 
procedures should be sent to students 
by post (to their permanent and term- 
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time addresses) and also to their MMU 
e-mail address.

3.15  In cases where a period of at 
least three weeks has elapsed since 
the beginning of an academic year 
or equivalent period and there is no 
evidence that a student has either 
attended any classes or engaged in any 
other way with his or her course, the 
matter may be progressed immediately 
to the second stage of the formal 
procedure.

3.16  Where a student initially responds 
adequately to a warning letter from 
the Programme Leader or delegated 
Academic or Administrative staff 
member but then, within a period of six 
weeks from the date of that letter, gives 
further cause for concern on academic 
grounds, a second warning letter will 
be sent from the Head of Department. 
Where a longer period of time has 
elapsed, a further warning letter will be 
sent from the Programme Leader.

Suspension of Studies

4.1  Students may need to suspend their 
studies for a period of time because of ill 
health, adverse personal circumstances, 
or for other reasons that prevent them 
from giving the necessary attention to 
their academic work. The procedures 
provide for two categories of suspension 
of studies:

• suspension of studies at the request 
of the student;

• suspension of studies by the 
University; 

Suspension of Studies at the 
Request of the Student

5.1 Students who are experiencing 
health or personal problems that are, 
or that appear likely to be, time-limited 
may ask to suspend their studies. 

Suspension of studies should also 
normally be identified as a possibility 
by the Student Support Adviser in 
discussions regarding withdrawal. 
Students should seek further advise and 
guidance from their Student Support 
Adviser in the first instance.  

5.2  Where a student concludes that 
suspension of studies is the best option 
for him or her, the student should 
complete a ‘Request for Suspension 
of Studies’ form, and submit it to the 
Student Support Adviser, who will take 
this forward to the relevant Programme 
Office. The Programme Leaders will be 
asked to consider the student’s request. 
If the Programme Leader considers that 
the reasons for the request are valid, s/
he can agree to a suspension of studies 
for any period of up to one year*, taking 
account of the implications of the 
timing and duration of the suspension 
for the student’s engagement with 
the programme and with assessment 
and re-assessment opportunities. The 
student will be informed in writing of 
the outcome by the Student Support 
Adviser. If a student’s request is 
approved, some further actions will 
need to be taken by professional 
services staff. These actions are set out 
in guidance for staff.

* Where a suspension of studies if for 
one year, the expectation is that the 
student will return to his/her course at 
the same point in the next academic 
session. If the student returns at an 
earlier point in the next academic 
session, additional tuition fee may be 
due.

5.3  The expectation is that first 
requests for suspensions of studies 
will be approved, except where there 
are clear reasons for not doing so (for 
example, because a student appears 
to be using the suspension of studies 

procedure to avoid a University 
disciplinary process, the academic 
expulsion procedure, payment towards 
tuition fees or scheduled assessments). 
However, requests for suspensions of 
studies that are made on health grounds 
or disability must be supported by 
medical evidence or Personal Learning 
Plan, respectively. Requests for a 
second or a subsequent suspension of 
studies must be approved by the Chair 
of the relevant Faculty Exceptional 
Factors Panel and also by the relevant 
Head of Department. All such requests 
will need to be considered carefully. 
The decision that is made will be based 
on a range of factors, including the 
likelihood of the student returning to, 
and successfully completing, his or her 
course.

5.4  Suspensions of studies may be 
agreed only where students intend 
to return either to the course on 
which they are currently enrolled, or 
to a different course for which their 
current units are a valid combination. 
If a student wishes to return to the 
University to take any other course, the 
suspension of studies procedure may 
not be used and the matter will have 
to be dealt with either as a transfer 
between courses or (if a transfer is not 
possible or is not approved) as a new 
application for admission.

5.5  Where a request from a student for 
a second or a subsequent suspension of 
studies is turned down, the student will 
be invited to continue on the course. If 
the student does not do so, s/he will be 
withdrawn. In such cases, the student 
will have the right to submit an appeal 
against being withdrawn. 

5.6  The appeal will be dealt with in 
accordance with the procedure that is 
set out in section 3.11. The grounds for 
appeal are either:

• that there was a material error in 
the conduct of the process that 
was of such a nature as to cause 
reasonable doubt as to whether the 
outcome might have been different 
had the error not occurred; or:

• that the student is able to 
demonstrate that s/he is not yet 
at the stage of being unable to 
complete the academic work 
required to secure a pass at the end 
of the current academic session, 
and that s/he would still be able to 
secure a pass if s/he engaged with 
the course as normally timetabled.

Suspension of studies by the 
University

6.1  Where the Head of Department 
who has overall responsibility for the 
course on which a student is enrolled 
considers that the student is not in 
a position to be able to complete the 
academic work that is required to  
secure a pass at the end of the academic 
year or equivalent session because of ill 
health, adverse personal circumstances, 
or for other reasons that temporarily 
prevent them from giving the necessary 
attention to their academic work, the 
Head of Department may suspend 
the student’s studies for a period of 
up to one year. In the event that the 
student has been unsuccessful in four 
consecutive assessments, the Head of 
Department or Programme Leader may 
suspend the student’s studies for a 
period of one teaching unit, to allow the 
student to complete their reassessment. 
The student must be informed in 
writing of the reasons for any such 
proposed suspension of studies and 
must be given an opportunity to 
respond. The Head of Department 
may proceed to suspend the student’s 
studies even if the student disagrees 
with this course of action. Students may 
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Additional 
Information
This Procedure forms part of the University’s 
regulatory framework. Other institutional Policies 
and Procedures that relate to Assessment include:

• Undergraduate Assessment Regulations 

• Taught Postgraduate Assessment 
Regulations 

• Procedure for Addressing Academic 
Misconduct 

• Procedure for Consideration of Exceptional 
Factors 

• Procedure for Academic Appeals and Review 
of Assessment-Related Matters 

• Student Complaints Procedure 

• Assessment Arrangements for Disabled 
Students 

• Procedure for the Suspension and Expulsion 
of Students on the Grounds of Professional 
Unsuitability

Support and 
Guidance
Further support and guidance in relation to these 
Assessment Regulations is available from the 
following locations:

Assessment Regulations Website 
www.mmu.ac.uk/assessment-regulations

Student Hubs
www.mmu.ac.uk/students/hubs

Faculty Student Support Officers
www.mmu.ac.uk/sas/studentservices/student-support-
officers.php

Students’ Union Advice Centre
www.theunionmmu.org/your-advice-centre
Tel: 0161 247 6533
Email: s.u.advice@mmu.ac.uk

seek advice and guidance from their 
Student Support Adviser. 

6.2  Students whose studies are 
suspended by a Head of Department 
against their wishes may appeal in 
writing within one week of the date of 
the letter from the Head of Department 
informing them of their suspension of 
studies. The grounds for appeal are 
either:

• that there was a material error in 
the conduct of the process that  
was of such a nature as to cause 
reasonable doubt as to whether the 
outcome might have been different 
had the error not occurred; or:

• that the student is able to 
demonstrate that s/he is not yet 
at the stage of being unable to 
complete the academic work 
required to secure a pass at the end 
of the current academic session, 
and that s/he would still be able to 
secure a pass if s/he engaged with 
the course as normally timetabled.

6.3  The appeal will be dealt with by an 
Academic Appeals Panel. The decision 
of the Panel will be final.

6.4  The student’s Head of Department 
may in appropriate circumstances 
authorise the summary suspension of 
a student from his / her programme or 
professional or placement part thereof 
pending consideration of the student’s 
case by the Professional Suitability 
Panel.
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