	1. Surname
	2. First name
	3. URN (Student Number)

	
	
	

	4. Are you studying on a Tier 4 Visa/Student Visa?
	[bookmark: Check1][bookmark: Check2]Yes |_|          No |_|

	Please note that any approved change must also be compliant with the terms of your Visa.

	5. Current Programme Title
	6. Current Level 
(Foundation Year = Lvl 3, Yr1 = Lvl 4, Yr2 = Lvl5, Yr3 = Lvl6, PG = Lvl7)

	
	

	7. New Programme Title
	8. Intended Level of Entry

	
	

	9. Does this change include the addition of a PTY year?
	Yes |_|          No|_|

	Please note that you must have successfully complete any required PTY preparation in order to attend a placement. Failure to do so could result in your transfer request being declined or rescinded.

	10. Expected Start Date
	11. Expected Completion Date

	
	

	12. Please state your reason for requesting this programme change below

	






	Transfers of programme registration need to be effected in line with paragraphs 89-94 of the Regulations for Taught Programmes. Approval is needed from Admissions, relevant Programme Leader(s), and Academic Administration.

	13. Have you discussed the reasons above with your current Personal Tutor / Programme Leader? (please note you must do this before proceeding)
	Yes |_|          No |_|


Programme Transfer Request
 Students are required to complete sections 1-13 and submit via their Portal using ‘My Course’ as the enquiry topic.
---------------------------------------------- For Office Use Only -------------------------------------------------
	Approval Process
	Approved by
	Date

	Admissions
Confirmation that the student meets the entry criteria of the new programme.
	
	

	Academic Admin
Confirmation that there is capacity on the new programme. Are credits being transferred? If so, please note module codes.
	
	

	New Programme Leader
Confirmation that there is sufficient commonality between the curricula of the programmes.
Where there is not sufficient commonality, could the student be admitted to start the programme the following academic year?
	
	

	Visa Compliance (students on Visa Only)
Confirmation that the transfer is allowable by the terms of the student’s visa.
	
	

	Programme Transfer Approved & Completed
Once completed, send confirmation to previous programme administrator.
	
	

	Academic Admin
Check modules have been remove/added (where applicable)
Check that personal tutor has been updated
	
	

	Academic Admin
Programme transfer requests from FY students to be escalated to AHE in the relevant school
	
	



The checks above are coordinated by Academic Administration. Once all checks are cleared the administrator should contact the Student Records team to action the change. The PTY team should also be copied if the change involves the addition/removal of a PTY year.
