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Request for Suspension of Studies (Undergraduate)

Students, or their nominee, should complete Section A, and B, if appropriate, of this form and present it to their School; an officer of the School will then approve the suspension, subject to meeting the criteria set out in Annex 21 of the University’s Code of Practice for Assessment, and forward it to the Faculty Office for final confirmation.

	SECTION A – STUDENT AND SUSPENSION DETAILS   

	Student Number:
	

	Student Name:
	

	Department:
	

	Year and Programme:
	

	Last Date of Attendance:
	

	Proposed date of re-entry:
	

	Length of proposed suspension:
(in months)
	

	Returning to 1st/2nd/3rd/4th/5th Year:
	

	UK Funding Body/ 
External Sponsor:
	

	Reason for suspension of study:
(Please attach another sheet and medical or other evidence where necessary and tick the box)    

	SECTION B – STUDENT SIGNATURE

	I confirm that I have read the guidance and procedure notes.
I understand that I may be required to provide evidence of my fitness to return to study and/or attend a ‘return to study’ interview with the Dean of Undergraduate Studies at the point of re-registration.
International Students only: I confirm that I am aware that this change could affect my immigration status in the UK and that the University is required to report changes in status to the UK Border Agency.
Please see the International Advice & Support's website for detailed immigration guidance and staff contact details: http://www.bristol.ac.uk/international/studentsupport/immigration
Student signature ………………………………………………….    Date ………………………..

	SECTION C – NOTIFICATION OF SCHOOL(S)

	I acknowledge that the home school has been informed of the request to suspend studies.  
Head of School or Nominee(s) (two signatures required for joint honours programmes)
1. Signature   .......................................……   Role ................................................     Date: ..................
2. Signature   .......................................……   Role ................................................     Date: ..................


	SECTION D – ACADEMIC APPROVAL BY FACULTY

	I confirm that the student has discussed his/her suspension with me and I recommend approval of the request as it is academically viable and complies with the ‘good reasons’ guidance in Annex 12 of the Code of Practice for Assessment of Students on Taught Programmes.  
Faculty Officer (Dean of Undergraduate Studies)
      Signature  ……………………...............................     Date: ................................


[image: image2.png]University of
BRISTOL




Guidance on Establishing the Grounds for a Suspension of Study for Undergraduate Students 
(extracts from Annex 12 of the Code of Practice for the Assessment of Students on Taught Programmes: http://www.bristol.ac.uk/esu/assessment/codeonline.html)
1. Students do not have the automatic right to suspend their studies; suspension of studies must be with the permission of the student’s School/Department and approved by the Faculty. Applications should be presented to the Faculty Dean of Undergraduate Studies via the department rather than directly from the student.

2. The following considerations should be applied when approving a suspension:

a. Whether suspension is unavoidable due to injury, illness or other family commitments; or

b. When a student has particular financial difficulties, which would significantly impinge on their ability to undertake their studies; or

c. When a student can show that employment / activities undertaken during the time when the suspension of studies applies will contribute to the student’s development in the subject to which they are studying; and

d. The reasons cited by the student indicate that it would genuinely be in his/her best academic interests to suspend studies;

Departments / Schools may wish to consider or request supporting evidence from medical, counselling or other relevant services before agreeing to a suspension of registration.

3. The suspension of studies will normally end at the start of the next academic year, and in exceptional circumstances a suspension may be back-dated in situations where the student’s absence from the University is unavoidable or urgently required.

Suspension should be for a definite period. If students are unable to return on the agreed date, they should seek further approval to extend their period of suspension. A suspension of studies should only extend beyond one year in exceptional circumstances. Students for whom one year of suspension becomes insufficient should normally withdraw from their studies and resume at a later date.

4. The criteria for a return from suspension of studies should be set out and agreed with relevant parties (the student, the department and a representative of the faculty) at the point of suspension and the agreement formally recorded and sent to the student. If circumstances change during the period of suspension then it may be appropriate for the criteria to be revisited, in consultation with the relevant parties.

5. Some faculties may require that the medical certificate, which determines that the student is fit enough to return to study, normally be issued from within the UK. In some cases, the faculty may specify the doctor that the student should see.

6. International students – Any change to the student status, such as a suspension of study, could affect the immigration status in the UK. The University is required to report any changes in status to the UK Border Agency. The International Office provides guidance and advice to visa-holding students who are seeking a suspension of study.  Please see the website for further information: http://www.bristol.ac.uk/international/studentsupport/immigration
Procedure Notes

1. Requests should be made on the attached form and be accompanied by any relevant supporting documents, such as medical evidence or correspondence.  Requests should be sent initially to the relevant School Office. The School will forward the completed suspension form to the relevant Faculty Office.

2. The Faculty Office will advise all necessary schools and confirm the approval of the suspension in writing. 

3. Students will have a student status during their suspension of studies, for purposes of council tax, etc.

4. If circumstances change and a student no longer requires a suspension of studies, they should contact their home School immediately.

5. Students should ensure that the Faculty Office is advised of any changes of address during the period of suspension.
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