Swinburne University of Technology

Faculty of Information and Communication Technologies

STUDENT EXIT CHECKLIST

This form should be used for students who 
· have submitted their thesis, 
· are taking Leave of Absence (LOA), or 
· have withdrawn from their research higher degrees studies.



	STUDENT DETAILS

	Name of Applicant
	

	Centre
	

	Student Status
	Full-time/Part-time
	Year of Study (1st, 2nd etc)
	

	Dates:
	Start:

(LOA only)
	End:
	Duration:

(LOA only)

	Reason:
	LOA  FORMCHECKBOX 
         withdrawal  FORMCHECKBOX 
         submission  FORMCHECKBOX 



	EXIT CHECKLIST


	

	ITEM
	Research Administrator’s signature
	Supervisor’s signature

	1. Return of office key / filing cabinet key
	
	

	2. Desk has been cleared (except of Swinburne IT equipment) and personal items removed
	
	

	3. No outstanding fines or materials on loan from Library
	
	

	4. No other monies owing to Swinburne University (eg. outstanding fees)
	
	

	5. A list of publications with ERA ranking (or equivalent) during candidature, has been sent to the Research Administration Coordinator
	
	

	6. All Supervisor’s equipment has been returned to Supervisor
	
	


For Internal Use only: 

	
	Signature

	1. ITS notified of student departure (except LOA applicants)
	

	2. Removal of PC requested.
	

	3. Scholarship suspension/ termination requested
	

	4. Key register updated
	




Forms must be completed prior to departure

Submit this application to:

Research Administration office
Mail H30

