
KTH

PM nr 

A student 

submitts an 

application 

for approved 

leave from 

studies

Administrator 

at relevant 

School

Version 7.1 WM
Handling of cases concerning approved leave from studies for students on the 

preparatory level, first and second cycle education

Administrator 
at a school

3

Formulate a 
Proposal for 
the Decision 
According to 
the Template

Administrator 
at a school

3

Formulate a 
Proposal for 
the Decision 
According to 
the Template

GA/PA

4

Make a 
Decision

GA/PA

4

Make a 
Decision

Administrator 
at a school

2

Handling 
Supple-
mentary 

Information

Administrator 
at a school

2

Handling 
Supple-
mentary 

Information

Registrar or 
administrator 
at a school

1

Register and 
Check the 
Application

Registrar or 
administrator 
at a school

1

Register and 
Check the 
Application

The student’s 

application has 

been approved 

or rejected and 

the case is 

closed
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The student 

submits an 

appeal of the 

decision (due 

to rejection)
Administrator 
at a school

8

Process an 
Appeal

Administrator 
at a school

8

Process an 
Appeal

Administrator 
at a school

5

Document the 
Decision to 
Grant an 

Approved Leave 
From Studies in 

Ladok

Administrator 
at a school

5

Document the 
Decision to 
Grant an 

Approved Leave 
From Studies in 

Ladok

The student 

is notified

Director of First and 

Second Cycle Education 

(GA)/Programme Director 

(PA)

Administrator 
at a school

6

Send a Copy 
of the Decision 
of Approval to 
info@kth.se

Administrator 
at a school

6

Send a Copy 
of the Decision 
of Approval to 
info@kth.se

If
 t

h
e
 d

e
c
is

io
n
 o

f 

a
p

p
ro

v
a
l 
re

g
a

rd
s
 a

 

tu
it
io

n
 f

e
e
 p

a
y
in

g
 

s
tu

d
e
n
t

The student is 

not invoived, 

and thereby not 

suspended due 

to unpaid tuition 

fees

Administrator 
at a school

7

Inform the 
Student of the 

Decision, 
Register and 

Close the Case

Administrator 
at a school

7

Inform the 
Student of the 

Decision, 
Register and 

Close the Case

Approved 

leave from 

studies is 

about to expire
Administrator 
at a school

12

Make Course 
Packaging 
Available

Administrator 
at a school

12

Make Course 
Packaging 
Available

Student

9

Report a 
Return to 
Studies

Student

9

Report a 
Return to 
Studies

The student has 

applied for and 

registered in a 

course and 

thereby returned 

to studies

Administrator 
at a school

11

Investigate 
Solutions to a 

Problem

Administrator 
at a school

11

Investigate 
Solutions to a 

Problem
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Administrator 
at a school

13

Inform the 
KTH 

Admissions 
Office

Administrator 
at a school

13

Inform the 
KTH 

Admissions 
Office

Student

10

Study 
Planning with 

a Study 
Counselor

Student

10

Study 
Planning with 

a Study 
Counselor
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If course packaging is available in Ladok in 

time for application for courses within 

programme (AKP)/ If freestanding course

Student

Other guidance

The student is 

referred to 

info@kth.se for 

counseling or 

other kind of 

support

If freestanding course
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