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Information for students intending to interrupt their studies or withdraw 

 

The Process  

 It may happen that a personal emergency or other circumstance arises, e.g. health, financial or personal issues, 

that means you need to take a temporary break from your studies. At The Courtauld this is called an interruption of 

studies and requires approval firstly at the appropriate level within your department and then by the Academic 

Registrar. Before you make a decision about interrupting your studies, you are advised to discuss your circumstances 

with your Personal Tutor/Course Tutor/Supervisor as they are required to write a statement in support of your 

request. You may also find Student Support facilities available to you helpful in making your decision. Your Personal 

Tutor/Course Tutor/Supervisor will also be able to assist with completing the appropriate form available on VLE. 

 If you decide that you would like to leave The Courtauld altogether without completing your degree and your 

department agrees to your request, then the Registry will process this accordingly. You should note that you may be 

asked to pay fees for the period up to the end of your registration. Please note that if you chose to withdraw from 

your studies you will not be permitted to recommence your studies at The Courtauld.  

 Where an interruption of studies is requested on health grounds, a condition of it being granted is that you will be 

required to provide a letter from a qualified medical professional as evidence of your fitness to return to your 

studies. The letter should confirm your fitness to successfully undertake the following: 

a) study for the equivalent of a 35-hour working week. ‘Study’ includes all activities, including private study 

(e.g., reading or writing). 

b) attend seminars or lectures of up to 2 hours; sometimes more than one of these each day. In some cases, 

https://vle.courtauld.ac.uk/course/view.php?id=137
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 The arrangements for on-going support if these are needed (e.g. ongoing psychiatric support outside of the 

university)  

 Your personal support network  

It is possible that not all of the points mentioned above will be relevant to your health condition. In order to help your 

health practitioner produce medical evidence which is as thorough and accurate as possible, you may wish to share 

this information with them.  

Confidentiality  

Any information disclosed as a part of your medical evidence is treated confidentially. Where information needs to be 

shared with other members of the Courtauld in order to facilitate our support for you, this will be done only with your 

consent and on a 'need-to-know' basis. 

 The normal maximum period of interruption that may be granted is two years, with initial period of 12 months as 

standard. If you are not able to return to your studies after two years, you will be normally automatically withdrawn 

from your course. In exceptional circumstances application may be made for a longer period of interruption.  

 Both you and your Personal Tutor/Course Tutor/Supervisor should complete the appropriate paperwork, available 

on VLE, and email it to the Registry. Once your request is processed, your access to your Courtauld email account, 

the VLE and swipe card building access will be deactivated for the period of your suspension. While on a temporary 

break, your home email address will be given to your Personal Tutor/Course Tutor/Supervisor on request should 

they need to contact you with course information. If you do not wish to be contacted, please indicate this on the 

Application for an Interruption of Study.  

 Students on interruption of studies will be contacted by the Registry, approx. one term prior to the scheduled 

return to studies date, with regards to the re-enrolment arrangements, including arrangements for your medical 

evidence and meeting with the professional medical advisor if you have interrupted for medical reasons. Wherever 

possible, returning students will be allocated the same Personal Tutor they had before taking a break from their 

studies.  

 

General Advice  


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 Pregnant students in the Conservation department should seek advice on handling materials or substances that are 

potentially hazardous during pregnancy from their course leader as soon as possible, as well as informing the 

Registry. 

 Pregnant students should follow the normal interruption of studies and/or Mitigating Circumstances procedures as 

necessary. 


