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4.1b Temporary Suspension and Deferral of Studies 

Procedure 

Section 1 - Introduction  

Purpose and Parent Policy  

(1) This procedure sets out the steps for temporarily suspending a student’s place on their 

programme, either through a deferral or a transfer of the student under the Temporary 

Suspension of Studies and Deferral Policy (Policy 4.1a).   

Responsibilities  

Student responsibilities  

(2) The student is responsible for communicating with the College about their progress on 

the programme and for requesting to defer their place, should they wish to do so.  

(3) The student is responsible for supplying verifiable and relevant evidence in support of 

their application.  

(4) The student must continue to engage fully with their programme until a decision 

regarding their application is communicated to them. They must also adhere to all of 

their obligations to remain in good academic and financial standing with the College.   

Staff responsibilities  

(5) The Registrar or Head of School or their nominee, is responsible, with the advice of the 

Programme Director/Leader or their nominee, for temporarily suspending a student’s 

place on the programme or for transferring the student.  

(6) The Assessment and Awards Office (AAO) has responsibility for contacting the student 

with the outcome of the deferral application.  

(7) The Student Support Officer is responsible for guiding and supporting a student who 

expresses interest in deferring as per the grounds for deferral contained within 

Temporary Suspension of Studies and Deferral Policy (Policy 4.1a).   

(8) The Student Support Officer contacts the student to advise of the date of return to 

studies   
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Faculty Responsibilities  

(9) The Programme Director/Leader, no nominee, is responsible for advising the Registrar if a 

student should be allowed to defer or if a student should be transferred.  

Definitions  

(11) Deferral - A deferral is a temporary suspension of studies granted to a registered 

student following consideration of a request by the student. It may only be granted to a 

student after the end of the cooling-off period.   

(12) Return to Studies – A return to studies is when the student re-engages with their 

programme of study at the conclusion of their period of suspension or deferral.   

(13) Transfer - A transfer is where the student moves from one live cohort to another live 

cohort following recommendation by the College and where, in transferring, all 

academic and financial history remain associated with the student. There is no intent to 

pause or suspend studies when a transfer occurs. However, due to the flow of a 

programme’s structure, a student may need to wait to undertake the next element of 

the programme for which they are eligible. This occurs where no other means of a 

student successfully completing the programme exists.  

Section 2 - Procedure  

(14) The definitions section of the Temporary Suspension of Studies and Deferral Policy sets 

out the various ways in which a student’s studies may be temporarily suspended.  

Part A - Procedure for Postponement  

(15) The procedure for postponement is outlined within the official College Programme Offer 

Letters.   

Part B - Procedure for Deferrals  

Application  

(16) A student applies for deferral by completing and submitting the relevant form by 

email to AAO.  

(17) The completed form must be accompanied by verifiable evidence of the 

circumstances that supports the request for deferral.  
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Evaluation of Application  

(18) The Registrar, or their nominee, evaluates the application for completeness and any 

accompanying evidence for validity and authenticity.  

(19) Where evidence supporting the application is not available, the student is asked to 

make the evidence available as soon as possible. Any delay in submitting evidence can result 

in a delay in the processing of a deferral, or a rejection of the application.  

(20) Students should not assume that their deferral is granted. They should continue with 

their studies and assessments as per their current programme schedule.  

Consideration of the Application  

(21) AAO forwards the application to the Programme Director/Leader, or their nominee, for 

evaluation and consideration of the following factors:  

a. The student’s circumstances leading to the request and supporting evidence  

b. The best academic interest of the student  

c. The academic achievements of the student to date  

d. The stage the student is at in the programme and the scheduled timetable  

e. The remaining requirements for completion of the programme  

f. The validation requirements for the programme (if there are any salient programme 

rules affecting the student’s progress)  

g. The best academic interest of the student  

h. Previous College agreements, i.e. conditions previously imposed by the Academic 

Council or any of its subcommittees on the programme   

i. The financial standing of the student is considered as part of the overall process  

(22) The Programme Director/Leader, or nominee, consults with the Programme Team as 

well as Student Affairs, and the Department of the Registrar, and the Finance 

Department where appropriate.  

(23) The Programme Director/Leader or nominee decides whether to recommend to the 

Registrar either:   

a. Deferral granted and the Programme Director/Leader indicates the next steps  

b. Deferral not granted and the Programme Director/Leader indicates the rationale for 

this recommendation  



Outcome: Deferral Granted  

(24) After the recommendation to grant a deferral has been made by the Programme 

Director/Leader, a deferral meeting is held between representatives of AAO, Student 

Support, Programme Administration and any other relevant parties, to decide upon a 

return date and any implications which need to be addressed at this point  

(25) The student is notified in writing of the decision and associated implications, which 

include:  

a. Requirements for progression on the programme at the point the student returns to 

studies  

b. Recognition of completed modules that the student carries with them  

c. Modules that the student will have to complete upon returning to studies  

d. An indicative return to studies date which is convenient for both the student and the 

College  

e. Any Programme specific requirements including but not limited to Garda vetting 

implications, where applicable  

f. Any fee implications, including any projected increase in fees  

(26) Where a student has obtained a visa for the purposes of study, it is their responsibility 

to ensure compliance with any conditions of same and to note that any change to 

student status, such as how a suspension of study may affect immigration status. In 

such cases, the College is required to report any changes in status to the Immigration 

Services. 

Similarly, where a change in visa status occurs a student’s must inform the College.   

(27) The Department of the Registrar updates the student record and notifies any relevant 

College departments.   

(28) The College has the right to amend the student’s indicative return to studies date where 

it is impacted by timetabling requirements. In these instances, the student will be 

informed of the revised date.   

(29) The student will be advised of any significant changes made to programme- or College-

level requirements while the student is deferred. The student may be required to 

complete additional work before recommencing studies in line with these changes.   

(30) Students who are granted a deferral and subsequently do not recommence their studies 

are not entitled to a refund of fees paid.  



Outcome: Deferral Not Granted  

(31) Where the deferral is not granted, AAO notifies the student in writing.   

(32) The student is advised that they are required to continue with their programme or they 

can opt to voluntarily withdraw. Students who opt to voluntarily withdraw are not 

entitled to a fee refund as per the College Withdrawal from Studies Policy (Policy 4.1a) 

(33) An outcome of deferral not granted does not impact upon the right of a student to 

apply for a future deferral.    

Part C - Procedure for Transfer  

(34) A transfer may not be applied for by a student, but the transfer of a student may be 

necessitated for reasons such as, but not limited to, a suspension or deferral or studies.   

Notification to the Registrar  

(35) Where a student can only continue on their programme by being transferred to another 

cohort, the Programme Director/Leader or nominee recommends a transfer to the Registrar 

noting any implications for the student including:   

a. Requirements for progression on the programme at the point the student returns to 

studies  

b. Recognition of completed modules that the student carries with them  

c. Modules that the student will have to complete upon returning to studies  

d. Any Programme specific requirements, including but not limited to Garda vetting 

implications  

e. Any fee implications, including any projected increase in fees  

Transfer  

(36) AAO, consulting with the Programme Director/Leader or nominee and relevant College 

departments, notifies the student of the transfer in writing along with any and all 

implications of the transfer.  

Response to notification of a Transfer  

(37) The student must respond in writing to AAO upon receipt of notification of intended 

transfer either indicating their acceptance of the transfer, and any fee implications, or 

intention to appeal.   

https://qualityframework.hiberniacollege.com/document/view-current.php?id=23
https://qualityframework.hiberniacollege.com/document/view-current.php?id=23


Part D - Right of Appeal  

(38) Students have the right to appeal any decision made under this procedure under the 

College Appeals Policy.  

(39) A student who does not appeal the decision to transfer them or not to grant a 

deferral deems themselves to have accepted the decision of the College after the closure of 

the appeal window.  
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Appendix 1 – DEFERRAL APPLICATION FORM 

Prior to completing this form, please read the Temporary Suspension of Studies Procedure 

and the Temporary Suspension of Studies Policy which can be found in the IICP College 

Quality Manual. 

Guidelines for completing this form: 

Read the Policy and Procedure on Temporary Suspension of Studies 

Contact Student Support if you would like to discuss this option prior to applying: 

studentservices@iicp.ie 

Complete sections 1 and 2 and submit as a WORD document and in no other format to Assessments 

and Awards Office:  dena@iccp.ie 

You will receive notice of the outcome of this process from the Assessments and Awards 

Office (please check your email regularly). 

 

Payment of Fees: Students who are granted a deferral for any reason or a transfer to a later 

cohort for academic reasons, will be obliged to pay their instalment 2 in line with their 

original cohort and as per the date specified in their offer letter, or no later than six weeks 

prior to their notified return to study date, whichever is the later. 
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Student Information and Declarations (completed by the student) 

Student Details 

Name  Click or tap here to enter text. 

Student Number Click or tap here to enter text. 

Programme  Choose an item. 

Programme Cohort Click or tap here to enter text. 

 

Checklist and Declaration 

Complete this checklist prior to submitting 

Statement Tick 

I have read and understood the Policy and the associated Procedure for Temporary 

Suspension of Studies before completing Section 2 below. 

These are available on IICP Quality Assurance Polices - IICP College.  

☐ 

I have included verifiable evidence in support of my application. ☐ 

I have completed this form to the best of my knowledge and included all relevant 

information. 

☐ 

I understand that it is my responsibility to demonstrate that I have a valid reason to 

defer my place on the programme. 

☐ 

I understand that it is not possible to carry any credit for partially completed 

modules 

☐ 

I confirm the information provided is accurate per my knowledge. ☐ 

Dated Click or tap to enter a date. 

https://www.iicp.ie/qam/


Application Information 

Circumstances 

Please describe why you are making this application 

Click or tap here to enter text. 

When did the circumstances prompting your application arise? Please give specific dates if 

possible. 

Click or tap here to enter text. 

 

When do you feel you will be able to return to your studies? Please note that this date 

cannot be assumed or guaranteed and is an expression of interest only. 

 

 

Evidence 

Summarise the evidence you have in support of your application, which may be appended 

to your application. 



Click or tap here to enter text. 

 

 

  



Determinations (completed by Assessments and Awards Office) 

Validation 

Question Y/N Initials 

Is a deferral likely to put the student over the time limit for 

completing the programme? 

☐ Click or tap 

here to enter 

text. 

 

Is the student in good academic standing? ☐ Click or tap 

here to enter 

text. 

 

Is the student in good financial standing? ☐ Click or tap 

here to enter 

text. 

 

Proposed Check-in Date: 

Proposed Return to Studies Date: 

Click or tap here to enter text. 

  



Academic Lead (completed by the College) 

Report 

Completed by: 

(name and date) 

 

Question  Y/N 

Are the student’s circumstances supported by evidence? ☐ 

Are the student’s circumstances sufficient to merit a temporary suspension of studies? ☐ 

Grounds for Decision: 

Click or tap here to enter text. 

Deferral granted? Choose an item. 

 

 


