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On the basis of Article 37 of the Statute of the Private International Balkan University in Skopje, the University Rectors Board at its session held on 26.10.2011 passed the following

STUDENT LEAVING PROCEDURE


1. Due Time to give ‘Original Documents’ to Leaving Students
a. If a student demands that his/her original documents are given immediately, this demand cannot be met without completing the “student leaving procedure”.
b. Student Leaving Procedure should be completed in 5 working days.
2.  Written Request to Students Affairs Office
a. When a student wants to leave the University permanently, he/she should address a written request to the Faculty Dean and submit it together with his/her index book to the Students Affairs Office. 
b. If a student does not handover his/her Index Book at the Students Affairs Office, his/her request will not be processed.
c. If a foreign student who has left the Republic of Macedonia wants to take his/her documents, he/she should first send a written request together with his/her Macedonian Personal ID Card and Index book to the Students Affairs Office. Without having the student’s Macedonian Personal ID Card and Index Book, the University will not start the leaving procedure.
3. Handling of  Request
a. Students Affairs Officer will send the student’s request to the General Secretary within 2 days. 
b. General Secretary will ask for a written signed report about the student situation from the Accounting officer and the Library officer.
i. Accounting officer will fill out “Form_AR” (student’s tuition debt, repeating courses debt, etc.) and send this report to the General Secretary.
ii. Library officer will fill out “Form_LR” (student’s borrowed books or borrowed photocopies for scholarship students) and send this report to the General Secretary. If the student has lost a borrowed book from the Library, he/she must pay a suitable fine according to the approximate book price. 
iii. If the student stays at the dormitory, The General Secretary will inform the Dormitory Director that the student wants to leave the University permanently.
c. General Secretary should complete this procedure within 2 days and give all necessary information to the student. 
4. Preparation of Decision (Resenie)
a. If the General Secretary sees the situation of the student suitable for leave, he will prepare a decision (Resenie).  
b. The General Secretary will sign it and send it to the Faculty Dean for signature. 
c. Otherwise, he will ask the student to pay his/her debts and bring back the borrowed books before he/she can leave the University. 
5. Distribution of Decision (Resenie) in the University
a. Once the decision (Resenie) is signed by both the Faculty Dean and the General Secretary, it will be distributed to the following university units: 
i. Legal Affairs Office,  
ii. Accounting Office, 
iii. Students Affairs Office (for the Student’s file),
iv. Central Archive (the original document).  
6. Students Affairs Office Proceedings
a. A Foreign Student who will leave the University permanently must deliver his/her Macedonian Personal ID card at the Students Affairs Office at the moment of picking his/her original documents. 
b. Based on the decision (Resenie) for the leaving student, the Students Affairs Officer should copy all necessary documents and keep them in the Student’s File. Afterwards, the leaving student can pick up the original documents from the Student Affairs Office. 
c. Students Affairs Office will make all necessary changes in the University Student List and computer programs. 
d. In the Main Student Registration Book, Students Affairs Officer should draw a straight line with a red pen over the name of the leaving student and add a note at the right edge that this student has left the University permanently.
e. In the index book of the leaving student, the Student Affairs Officer should draw a diagonal line with a red pen on the student information page (2nd page) and add a note that he has left the University permanently. The Student Officer should sign this note and put a stamp. Once this is done, the Index Book will be given to the student or other related person. 
f. Student’s File of the leaving student should be changed from blue color to red one.
g. Leaving student or other related person must sign the ‘IBU Leaving Students Book’.
h. Other related person can sign the IBU Leaving Book only if the Rector or Vice-Rectors have given permission to the General Secretary for such behavior.
7. Requests of Foreign Students who have left Macedonia
a. A foreign student who has left the Republic of Macedonia cannot demand his/her documents by phone/e-mail. He/she must send (1) written request, (2) Macedonian Personal ID Card, and (3) IBU Index Book by post.
b. If a foreign student has financial debts towards the University or has not returned any borrowed book to the Library, without paying his/her debts and returning borrowed books, his/her leaving procedure will not continue. 
c. If a foreign student wants IBU to send his/her documents to his/her country, then he/she should pay 40 euro to the University account for urgent post costs. Otherwise, the University cannot send his/her documents. 
d. For this procedure, the student must send a fax to the University and note that he/she accepts the condition that, if his/her documents are lost by posts, the University will not bear any responsibility.
8. Law Affairs Office Proceedings
a. A copy of the decision (Resenie) should be sent to the Legal Affairs Officer and he ought to examine it from legal aspects. 
b. Legal Affairs Officer should ask for the leaving student’s Macedonian Personal ID Card at the Students Affairs Office. 
c. The Law Officer should send a copy of the decision (Resenie) and the student’s Macedonian Personal ID Card to the Ministry of internal Affairs within 7 days.
9. IBU  to Other University Transfer Students
a. A foreign student who has left the Republic of Macedonia cannot demand his/her documents by phone/e-mail. He/she must send (1) written request, (2) Macedonian Personal ID Card, and (3) IBU Index Book by post.
b. If a foreign student has financial debts towards the University or has not returned any borrowed book to the Library, without paying his/her debts and returning borrowed books, his/her leaving procedure will not continue. 
c. If a foreign student wants IBU to send his/her documents to his/her country, then he/she should pay 40 euro to the University account for urgent post costs. Otherwise, the University cannot send his/her documents. 
d. For this procedure, the student must send a fax to the University and note that he/she accepts the condition that, if his/her documents are lost by posts, the University will not bear any responsibility.
10. Students’ Demands for Temporary Use of Original Documents
a. Students can demand an original document from the Students Affairs Office for temporary use only for specific purposes, as follow:
i. For visa application
ii. [bookmark: _GoBack]For scholarship application
iii. For health insurance
iv. Other administrative purposes
b. In such cases, students should sign a form at the Students Affairs Office that, if they don’t bring back the original document in 7 days (for Macedonian citizens) or 14 days (for foreign students), their registration in the University will be cancelled. 
c. If this due time passes, Students Affairs Office should inform the student and the Vice-Rector for Educational Affairs. 


Skopje, 26.10.2011							Rector
		Prof. Dr. Hüner Şencan
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