Request to change mode of attendance form	Comment by Alex Saint: It would be useful to have an introductory line explaining who this form needs to be filled in by.

I just need to know 1) is the student responsible for getting the other departments to sign this form or 2) is the expectation that they pass it onto their school and the school passes onto the faculty department etc? This needs to be clearer. 

Also, is the expectation that the student prints this form off or is sending it via email acceptable? If you can clarify this, I’ll make the process clearer.	Comment by Nikki Horrobin: Added some text. Feel free to tweak.

This form can be used to request a change between full-time and part-time study by:
· undergraduate
· postgraduate taught
· and postgraduate research students.

Section 1: To be completed by the student
Section 2: To be completed by the School
Section 3: To be completed by the Faculty Education Team
Section 4: To be completed by the Faculty Office

[bookmark: _Section_1:_To]Section 1: To be completed by the student

Complete Section 1 electronically and email as an attachment to your School office.

	Student name:

	

	Student number:

	

	Programme title:

	

	Study level:
Undergraduate, postgraduate taught or postgraduate research.
	

	School/Department:

	

	Current mode of attendance:
Full-time, part-time 50%, other.
	

	Desired mode of attendance:
Full-time, part-time 50%, other.
	

	Change to start on this date:
Include day / month / year.
	

	New expected end date:
· Include day / month / year.
· Your school will check and correct this date if needed.
	

	Reason for change to mode of attendance:
You must explain your reason.
	

	For students funded by the Student Loans Company

I confirm I have:
· discussed changing my mode of attendance with the Money, Advice and Funding team.	Comment by Alex Saint: Add link
· understood how this will affect my funding.
	Yes / No / Not applicable

	For students funded by any other source

I confirm that:
· I have informed my sponsor / funding body.
· My sponsor / funding body has approved my change in mode of attendance.

	Yes / No / Not applicable

If yes, submit the confirmation email (as a PDF) with this request form.

	Student signature (typed is accepted):

Date:




[bookmark: _Section_2:_To]Section 2: To be completed by the School

Section 2 must be completed by a:
· Programme Director
· Research Supervisor
· Education Director
· or nominee (as appropriate).
When complete, return to your School office. The school office will:
1. Update relevant records
2. Email the form to the Faculty Office for final processing.

	· I confirm that the student has discussed their request to change mode of attendance with me.

· I recommend approval of the request as it is academically viable, and complies with the section in the relevant University Regulations and Code of Practice:

Taught programmes: www.bristol.ac.uk/academic-quality/assessment/codeonline.html

Research programmes: www.bristol.ac.uk/academic-quality/pg/code-of-practice/ 


	Signatures (typed is accepted):

1.


2.


Two signatures are required for Joint Honours.
	Date:

1.


2.



[bookmark: _Section_3:_To]Section 3: To be completed by the Faculty Education team

This section is to be completed by the:
· Faculty Associate Pro-Vice Chancellor (Education)
· Faculty PGR Director
· or nominee (as appropriate).
When complete, return to your Faculty Office team.

	I approve this change in mode of attendance request.


	Signatures (typed is accepted):
1.


2.


Two signatures are required for Joint Honours.
	Date:
1.


2.

	If refused, please provide details:






[bookmark: _Section_4:_To]Section 4: To be completed by the Faculty Office

When this section is complete, send communication to the student and School using the guidance in BEAM.

	Tuition fees charged this session:

	£

	Actual fees due:

	£

	Refund:

	Full refund / part refund / no refund

	Amount of be refunded:
	£

	Signature (typed is accepted):


Authorised by the Faculty.

	Date:




