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Checklist to be completed by students going overseas as 

part of an Undergraduate degree programme


1. Read your Pre-Departure/ Year Abroad Handbook carefully before completing this checklist. 
2. Return the completed checklist before you depart on your period abroad to:

· Language students
 - your sending language department(s)
· Non Language Study Abroad/ Erasmus students
 – The Study Abroad Office
3. You must not return the checklist until you can tick ‘yes’ to every point, have included your school’s Study/ Work Abroad Coordinators name in section 1b, and signed the sheet.
4. If you are unable to tick ‘yes’ to any of the points, please contact your sending language department or the Study Abroad Office for clarification.
	1.
	Academic Support
	Yes

	a/
	You have had the objectives of your overseas placement explained to you by your school Study/ Work Abroad Coordinator including how the period abroad contributes towards your degree programme and how it is finally assessed. 
	

	b/
	My school Study/ Work Abroad Coordinator is: ________________________________________________________________
(If you are unsure please check with your language department or the Study Abroad Office)

	2.
	You have been briefed on:
	Yes

	a/
	Visa requirements (where necessary);
	

	b/
	Health and travel insurance requirements and you are aware that any costs incurred as a result of having insufficient insurance are your responsibility;
	

	c/     
	Whether your host employer/ institution will organise accommodation for you or whether you will need to find it independently; 
	

	d/
	How to contact the University of Leeds in case of emergency;
	

	e/
	Orientation and induction procedures at the host employer/ institution;
	

	f/           
	The academic consequences of failing or failing to complete your period of studying/ working abroad;
	        

	g/
	Financial implications of failing or withdrawing from your period abroad which may include tuition, accommodation and visa costs;
	

	3.
	You are aware that it is your responsibility to:
	Yes

	a/
	Act as an ambassador for the University of Leeds by conducting yourself in a responsible manner appropriate to the host employer/ institution and host country including abiding by the local laws.
	

	b/
	Declare any disability or medical condition (including mental health conditions) to your language department or the Study Abroad Office so appropriate advice can be given to you. 
	

	c/  
	Keep a record of your progress, as required by your department, while at the host employer/ institution.
	

	d/
	Alert the host employer/ institution and the University of Leeds to problems with the placement that might prevent the progress or satisfactory completion of the placement; this could include personal matters or more general problems such as, for example, industrial action.
	

	4. 
	Remaining registered at the University of Leeds:
	Yes

	a/
	I am aware that it is my responsibility to complete annual registration at the University of Leeds prior to departing for the period abroad.
	

	b/
	I recognise I’m still a registered student at the University of Leeds and the terms of the student contract* still apply and although studying/  working overseas I can continue to access all university services.
* The Student Contract can be viewed at: http://www.leeds.ac.uk/qmeu/studentcontract.htm 
	


Full Name: ​​​​​​​​​​​​​​​​​​​​​​​​​__________________________   Signature: ________________________  Date: ___________________
� Language students completing the year abroad as part of their four year language degree programme


� Non Language Study Abroad/Erasmus students completing a study placement at a partner university which has been arranged via the Study Abroad Office





