
Guideline for Early Leavers
Early Leavers are students who must return before our exam period due to their semester start 

(curriculum related reasons). No other reason can be accepted.
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Step 1

• Accepted students receive together with the Letter of Acceptance the document “Form confirmation of early return” which must be 
filled in and signed by the home university. This document needs to be sent to the International Office (IO) of ZHAW School of 
Engineering (SoE) latest till calendar week 39 (fall semester) or calendar week 9 (spring semester).

Step 2

• During the semester, the students will receive information how the planning and organization of their exams will be conducted. After 
these information are shared, all lecturers who have Early Leavers in their courses will be informed by the IO. 

Step 3

• As soon as the provisional exam dates are released, students need to contact their lecturers to discuss how and when the exams 
are conducted which is the lecturer’s decision. In general, the exam must take place at the same time as the exam on site. If this is 
not possible due to time difference, the exam must be executed close to the exam on site.

Step 4
• In case it is a written exam, and a supervisor is needed at the home university, the IO of ZHAW SoE will contact the International 

Office of the student’s home university asking for support to organize a supervisor who proctors the exam at a defined date and time.

Step 5

• For a written exam, it is the lecturer’ decision how the examination documents are going to be handled. Detailed information will be 
shared during the process. 

Step 6

• After the exams have been reviewed by the lecturer, a grade will be given and the IO of ZHAW SoE will send the Transcript of 
Records to student’s home university in February (for fall semester) or July (for spring semester).
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