School Support Service
Gathering student leavers data
Guidance and process flow for Programme Leaders 

Updated procedure for processing a withdrawal by a student
See Appendix for the Primary and Secondary Reasons for leaving that are available to be entered into the updated eVision withdrawal task.
The optimum way to collect this information is for a departing student to sit down with their Programme Leader (or PDT in their absence) to discuss their reasons for wanting to leave and to ensure that it is the right choice for them. 
A departing student may not want to discuss their reasons for wanting to leave with a member of their academic team and can be referred to the Keep on Track service if the student prefers (see email template 1). 
It is also noted that students may not want to discuss their reasons face to face with a staff member at the point of leaving their studies, in which case a Programme Leader can ask the student the reason(s) for leaving over email (see email template 3).
Steps to process a withdrawal by a student

1. A student contacts their Programme Leader expressing their wish to leave (or is directed to contact their Programme Leader).

2. Programme Leader invites them to have a conversation about their wish to leave; offering a conversation with the Keep on Track service if they would prefer speaking with someone independent from their academic school (consider using email template 1). If meeting successful, reason(s) for leaving ascertained. Up to 4 reasons for leaving can be recorded.

3. Programme Leader contacts the School Office with the student’s reason(s) for leaving to be input into updated eVision withdrawal task (consider using email template 2).

If student pursues a meeting with Keep on Track instead of Programme Leader
Keep on Track emails School Office with the student’s reason for leaving (using email template 2). School Office staff to gain confirmation from Programme Leader of withdrawal and withdrawal date to be recorded.

If meeting does not happen 
4. If a student does not engage with either the Programme Leader or Keep on Track within 5 working days (if the student has met with Keep on Track, the Programme Leader will receive an email from the School Office asking them to confirm the withdrawal), email template 3 should be sent to the student from the Programme Leader.

5. If there is no reply within another 5 working days, ‘did not engage in withdrawal task’ should be recorded on eVision.



Template Emails 
The following templates are provided to assist colleagues and may be adapted as appropriate.

Email Template 1: To invite student to a meeting (exit interview)
Dear Student Name, 
Thank you for informing me you wish to leave your course. I would like to arrange a time when we could talk through your decision. This meeting’s focus would be to provide support, to ensure this is the right decision for you, and help the university to understand the reason(s) that you have decided to leave your programme.
If you would prefer to have a conversation about withdrawing from your course with a member of staff from outside your programme and to help the university understand your reason(s) for leaving, please contact the Keep on Track service at keepontrack@napier.ac.uk to arrange a conversation.

Email Template 2: Informing the School Office of student’s reason(s) for leaving for completion of eVision withdrawal task
Dear PASS Team,
Please process the withdrawal of student (Student Name) (Student Number) from (Withdrawal Date)
Please record the reason for withdrawal as:
Reason for withdrawal request (mandatory): 
Choose an item.
Additional reason for withdrawal request 1 (mandatory): 
Choose an item.
Additional reason for withdrawal request 2: 
Choose an item.
Additional reason for withdrawal request 3: 
Choose an item.
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Many thanks






Email Template 3: To ask student for reason(s) for leaving to complete eVision withdrawal task
Dear Student Name, 
Thank you again for informing the university you wish to leave your course. You have not responded to our offer to arrange a time when we could talk through your decision. 
If you would prefer to have a conversation about withdrawing from your course with a member of staff from outside your programme and to help the university understand your reason(s) for leaving, please contact the Keep on Track service at keepontrack@napier.ac.uk to arrange a conversation.
If you would prefer not to discuss your decision with anyone, we would appreciate if you could select up to 4 reasons for leaving university from the dropdown lists below and email this back to the school office (insert email address) as soon as possible.
Main reason for leaving
Choose an item.
Additional reason for leaving
Choose an item.
Additional reason for leaving 
Choose an item.
Additional reason for leaving
Choose an item.
Other - free text box	
Please note: If you have selected ‘Sexual misconduct/harassment/bullying’ as one of your reasons for leaving and would like to inform the university of this, please use our Report & Support online reporting tool.  Please also see useful Emergency and Out of Hours Contacts.
Many thanks for providing the university with this information. 











Appendix.
	Primary Reason
	Secondary reason

	Academic Reasons
	Don’t feel academically equipped

	
	Course more difficult than anticipated

	
	Don’t feel academically supported

	
	Course not right for me

	
	Course content not as expected

	
	Don't feel that course provides me with skills to meet my career aspiration

	
	Dissatisfied with teaching

	
	Timetable difficulties

	
	Too Many Resits

	
	Difficulties with Staff

	
	Not specified

	University Owned Accommodation
	Unable to find accommodation

	
	Unable to afford accommodation

	
	Current accommodation not suitable

	
	Not specified

	University 
Experience
	Transition into university

	
	Sense of Belonging

	
	Not ready for university

	
	Feeling lonely/isolated

	
	Homesickness

	
	Difficulties with Staff

	
	Sexual misconduct / harassment / bullying

	
	Not specified

	Employment
 
 
	Has decided to pursue employment

	
	Employer has withdrawn support

	
	Relocating due to employment

	
	Not specified

	Financial Reasons
	Cost of fees too high

	
	Cost of living too high

	
	Change in financial circumstances

	
	Not specified

	Health Reasons
	Physical Health (illness)

	
	Mental Health (illness)

	
	Disability

	
	Addiction/dependency issues

	
	Not specified

	Personal Reasons
	Childcare issues

	
	Unpaid caring responsibilities

	
	Family circumstances

	
	Transport difficulties

	
	Feeling lonely/isolated

	
	Difficulties with Staff

	
	Homesickness

	
	Commute unsustainable

	
	Inclusion needs not being met

	
	Not specified

	Transferred to another institution
	Transferred to a more relevant course at another institution

	
	Transferred to a preferred institution

	
	Transferred to be closer to home

	
	Transferred to join friends

	
	Not specified

	Accommodation (Privately rented/owned)
	Unable to find accommodation

	
	Unable to afford accommodation

	
	Current accommodation not suitable

	
	Issues with Private Landlord

	
	Not specified

	Did not engage in withdrawal task (Student did not engage in withdrawal task process)
	

	
Other
	
Text box input



