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Description automatically generated]CHANGE OF CIRCUMSTANCES (COC)

	THIS FORM IS DESIGNED FOR YOU TO REQUEST A COURSE TRANSFER (A), COURSE FREEZE (B), OR WITHDRAWAL FROM STUDIES (C). 
IT SHOULD ONLY BE COMPLETED FOLLOWING A FORMAL INTERVIEW WITH THE PERSONAL TUTOR/ PROGRAM LEADER/ COLLEGE REGISTRAR. FOR FURTHER INFORMATION, PLEASE REFER TO MRC POLICIES AND PROCEDURES (HTTPS://MRCOLLEGE.AC.UK/MRC-POLICY/) FOR THE INTERRUPTION, COURSE FREEZE, AND WITHDRAWAL (REFUND & COMPENSATION POLICY, ADMISSIONS POLICY, & TRANSFER OF STUDIES. PLEASE BE AWARE THAT THE DATE RECORDED IS WHEN YOUR REQUEST IS APPROVED. YOUR LIABILITY TO ANY FEES REMAINS IN THE PERIOD BEFORE THIS DATE. ONCE COMPLETED, PLEASE EMAIL THE FORM TO STUDENT. SERVICES@MRCOLLEGE.AC.UK. STUDENTS EXPERIENCING PERSONAL CHALLENGES OR PHYSICAL IMPAIRMENTS ARE IN NEED OF ASSISTANCE. PLEASE EMAIL OUR WELFARE OFFICER AT WELFAREOFFICER@MRCOLLEGE.AC.UK 

	
	
	
	

	[bookmark: _Hlk167271109]SURNAME/FAMILY NAME:
	
	MRC ID NO.:
	

	FIRST NAMES:
	
	

	ARE YOU REGISTERED WITH THE MRC WELFARE DEPARTMENT?
	YES
	
	NO
	

	
	

	[bookmark: _Hlk160193621]A – 
INTERNAL COURSE TRANSFER
	PLEASE TICK BOX
	TRANSFER OF STUDIES IS USUALLY APPROVED BEFORE THE START OF AN ACADEMIC YEAR. IN SOME CASES TRANSFER COULD BE CONSIDERED WITHIN THE FIRST 14 DAYS OF THE PROGRAMME A STUDENT WANTS TO TRANSFER FROM. STUDENT SHOULD READ “TRANSFER POLICY “ AVAILABLE ON THE WEBSITE AT HTTPS://MRCOLLEGE.AC.UK/MRC-POLICY/. THIS FORM SHOULD ONLY BE COMPLETED FOLLOWING A FORMAL INTERVIEW WITH THE NEW PROGRAMME LEADER AND A WRITTEN SUBMISSION EXPLAINING THE REASON AND GROUNDS FOR THE REQUEST. 
BY TICKING THIS BOX, STUDENT CONFIRMS HIS INTENTION TO TRANSFERRING INTERNALLY ONTO A DIFFERENT PROGRAMME/SESSION AT MONT ROSE COLLEGE FROM THE DATE OF MY SIGNATURE.  TO UNDERSTAND HOW THE TUITION FEES COULD BE AFFECTED, STUDENT SHOULD READ THE STUDENT FEE POLICY AND REFUND AND COMPENSATION POLICY AVAILABLE AT HTTPS://MRCOLLEGE.AC.UK/MRC-POLICY/

	
	
	
	
	

	
	
	
	

	CURRENT COURSE:
	
	SESSION:
	

	NEW COURSE:
	
	NEW SESSION:
	

	
	

	B – 
COURSE FREEZE (INTERRUPTION/ SUSPENSION OF STUDIES) 
	PLEASE TICK BOX
	[bookmark: _GoBack]THIS FORM SHOULD ONLY BE COMPLETED FOLLOWING A FORMAL INTERVIEW WITH THE PROGRAMME MANAGER, WELFARE OFFICER (IF STUDENT REQUIRES REASONABLE ADJUSTMENTS) OR STUDENT SERVICE MANAGER. BY TICKING THIS BOX STUDENT CONFIRMS THAT THEY ARE REQUESTING TO FREEZE (SUSPEND) THEIR COURSE FROM THE DATE OF THE SIGNATURE ON THIS FORM. TO UNDERSTAND HOW THE TUITION FEES COULD BE AFFECTED, STUDENT SHOULD READ THE STUDENT FEE POLICY AND REFUND AND COMPENSATION POLICY AVAILABLE AT HTTPS://MRCOLLEGE.AC.UK/MRC-POLICY/

	
	
	
	
	

	
	
	
	EXPECTED RETURN DATE:
	
	

	
	

	C –
WITHDRAWAL FROM STUDIES
	PLEASE TICK BOX
	THIS FORM SHOULD ONLY BE COMPLETED BY ALL STUDENTS CONSIDERING WITHDRAWAL FROM STUDIES. STUDENTS SHOULD DISCUSS THEIR CIRCUMSTANCES WITH THEIR PROGRAMME MANAGER, WELFARE OFFICER (IF STUDENT REQUIRES REASONABLE ADJUSTMENTS) AND REGISTRAR (IF THEY REQUIRE TRANSCRIPT. THE DATE OF SIGNATURE WILL BE THE DATE OF WITHDRAWAL. TO UNDERSTAND HOW THE TUITION FEES COULD BE AFFECTED, STUDENT SHOULD READ THE STUDENT FEE POLICY AND REFUND AND COMPENSATION POLICY AVAILABLE AT HTTPS://MRCOLLEGE.AC.UK/MRC-POLICY/ 

	
	
	
	
	

	
	
	
	WITHDRAWAL DATE:
	
	

	
	

	TO BE COMPLETED BY THE STUDENT- REASON FOR TRANSFER/ COURSE FREEZE REQUEST OR WITHDRAWAL: PLEASE INDICATE ALL THAT APPLY. 

	
	

	EMPLOYMENT (NEW JOB)
	X
	TOO MANY COMMITMENTS
	X
	WRITTEN OFF AFTER LAPSE OF TIME
	X

	EMPLOYMENT (LOST JOB)
	X
	COURSE (DISLIKE)
	X
	DID NOT LIKE THE LOCAL ENVIRONMENT
	X

	MOVED FROM AREA
	X
	PERSONAL ILLNESS
	X
	ACCOMMODATION PROBLEMS
	X

	HEALTH REASONS
	X
	COURSE (CONTENT)
	X
	OTHER PERSONAL REASONS & DROPPED OUT
	X

	FINANCIAL REASONS
	X
	COURSE (TOO DIFFICULT)
	X
	FAILED TO RETURN FROM INTERRUPTED STUDIES
	X

	FAMILY REASONS
	X
	COURSE (OTHER)
	X
	TRANSFER TO ANOTHER INSTITUTION
	X

	DEATH
	X
	EXCLUSION
	X
	DOES NOT WISH RE-TAKE
	X

	OTHER- PLEASE SPECIFY:
	X
	

	
	
	

	DECLARATION: BY SUBMITTING THIS FORM, I CERTIFY THAT THE INFORMATION PROVIDED ABOVE IS ACCURATE AND COMPLETE TO THE BEST OF MY KNOWLEDGE.
I CONFIRM THAT I AM WITHDRAWING FROM MONT ROSE COLLEGE WITH EFFECT FROM THE DATE OF THIS SIGNATURE AND ACKNOWLEDGE ANY OUTSTANDING FEES INCURRED UP TO THAT DATE.
I UNDERSTAND THAT IT IS MY RESPONSIBILITY TO PROMPTLY NOTIFY THE COLLEGE OF ANY CHANGES TO THE INFORMATION PROVIDED.

	
	
	

	[bookmark: _Hlk167264344]STUDENT SIGNATURE:
	
	DATE:
	

	
	

	STAFF NAME & SIGNATURE:
	
	DATE:
	

	
	

	FOR OFFICE USE ONLY

	DATE RECEIVED APPLICATION 
	
	MRC PANEL DECISION DATE:
	
	APPROVED
	
	REJECTED
	

	NOTES:
	




FURTHER INFORMATION FOR ALL STUDENTS ENROLLED WITH BUCKINGHAMSHIRE NEW UNIVERSITY (BNU) REGARDING INTERRUPTION, WITHDRAWAL (EXTERNAL TRANSFER) OR INTERNAL TRANSFER OF STUDIES)
1 This policy articulates the expectations of the University regarding interruption of studies (voluntary academic suspension), withdrawal (external transfer) or internal transfer of studies.  It should be used in conjunction with the Mitigating Circumstances Policy, Academic Assessment Regulations, Pregnancy & Maternity Policy (Students), Payment and Debt Procedures (Students Paying Home and EU fees), and may be superseded by these policies or procedures should the situation warrant it. 
2 In addition to this procedure, the University may, in exceptional circumstances, have grounds to suspend or withdraw a student from their studies.  Please refer to the appropriate policies and regulations, which include but are not limited to Fitness to Study, Fitness to Practise, Student Disciplinary Procedure and Academic Misconduct. 
3 All students are encouraged to contact their personal tutor and school registrar for support and guidance if they find themselves in times of personal difficulties.  Independent advice and support can be sought from the Students’ Union Advice Centre.  
4 There are a number of support services/mechanisms available to students. The table below lists them with their particular area of support and initial contact details. 
DEFINITIONS 
5 The definitions listed below will be used throughout this document and are the common understanding of these terms within Buckinghamshire New University. 
6 Withdrawal: Student is formally leaving the course with no intention to return to studies at Buckinghamshire New University within the permitted registration period.  N.B. a student leaving Buckinghamshire New University to join a course at another institution must formally withdraw prior to enrolment at their new institution.
7 Interruption of Studies: Student has requested, and has been granted, temporary leave from the course, with the intention of re-joining with a subsequent year group. 
8 Internal Transfer: The student has requested and has been granted a move to another programme within the institution or partner organisations.  This would normally be completed at the beginning of a year and may require some additional credits/modules to be undertaken to meet the new programme requirements. 
WITHDRAWAL FROM THE UNIVERSITY (INCLUDING EXTERNAL TRANSFER) 
9 Students have the right to withdraw from their studies at any time; however, withdrawal is a permanent step which cannot be reversed, and it is considered best practice to undertake an interview with each student before the withdrawal is finalised to ensure that this is the most appropriate action. Students should especially be made aware of the financial implications of withdrawal.  Formal withdrawal is initiated by completing the withdrawal form. 
10 When a student withdraws from the University, he/she will be awarded any credits accrued and, therefore, any exit award that they have earned, subject to the decision of an Assessment Board. 
11 If eligible for an exit award, this will be awarded as appropriate either at a), the point of withdrawal by Chair’s Action if all marks have already been confirmed through the University quality assurance processes (for example, if a student withdraws at the beginning of an academic year or stage) or b), at the next appropriate Assessment board if the summative assessment has been undertaken that has yet to be ratified. 
12 Interruption of Studies: Student has requested, and has been granted, temporary leave from the course, with the intention of re-joining with a subsequent year group. 
13 Internal Transfer: Student has requested, and has been granted, a move to another programme within the institution, or partner organisations.  This would normally be completed at the beginning of a year and may require some additional credits/modules to be undertaken to meet the new programme requirements.
14 Students will remain liable for any fees that are due for the study period, normally the term in which they withdraw (please see Payment and Debt Procedures (Students Paying Home and EU fees) or for international students the liability can be confirmed by contacting the Finance Directorate.  They will also cease to have entitlement to bursaries or loans granted on the basis on enrolment.  Specific guidance should be sought from the funding organisation and relevant administrative office of the University. 
15 Once withdrawn, the student will not be eligible to access the University property or its services, except where permitted to do so as a member of the public.  
16 Should a student, once withdrawn, decide that he/she wishes to resume their studies; he/she should follow the normal admissions processes.  In some cases exemption from completing the full course due to credits already obtained may be granted.  This should be discussed with the admissions tutor at the point of application and, dependant on programme, may be subject to ratification through the Accreditation of Prior Learning (APL) process. 
REQUEST TO INTERRUPT STUDIES 
17 Students are entitled to request an interruption of studies. All students requesting an interruption of studies should contact their personal tutor and/or programme/course/year leader to discuss their situation and the options open to them.  This will include: 
discussions about any outstanding assessments to be taken, return date and other aspects such as potential fee or bursary implications and must include the Academic Registry Officer. In programmes which include work-based or work-related elements these will also be considered.  It may be necessary to invite other members of staff such as those from the Compliance and Administration Team or Student Centre to the meeting for issues such as visa status and financial implications.  Additional support can be provided by the support services/mechanisms listed above; see paragraph 4. 
18 When students interrupt their studies, there may be implications regarding accommodation, which will include eligibility to remain in university-managed halls.  Please contact the accommodation office for help and support. 
19 While the University endeavours to aid students in their studies, certain programmes may limit the range of help and support that may be given.  This may include the length of interruption of studies, the point at which an interruption of studies must be taken, the date of return or flexibility on return to studies.  For this reason, it is important to discuss any decision to interrupt with the Personal Tutor/ Programme/Year Leader. 
20 Students should be advised that when they return to their studies, they will be governed by the curriculum and the rules and regulations in force at the time of their enrolment.   
21 This may mean that a student cannot return to the same course if the programme is no longer being offered, or it may have significantly changed.  Refer to the return to studies section below. 
22 The University is not obliged to grant an interruption of studies request.  The decision will be based on each individual situation and the programme the student is studying.  Until receiving confirmation of a granted request to interrupt their studies, students are advised they must continue the programme as though it will be rejected.  The authorised tutor will make the decision as quickly as possible, usually within 1 week. 
23 As stated in the definition of interruption of studies, the University may suspend a student from his/her studies under the policies and procedures listed in paragraph 2. 
24 Formal action to interrupt a student’s studies will be initiated by completion of the Interruption of Studies Form which should be returned by the student to the Academic Registry Office. 
25 When a student interrupts his/her studies he/she will remain liable for any tuition fees in that fee period, which will normally equate to a term. Please see Payment and Debt Procedures (Students Paying Home and EU fees). International students should contact the Finance Directorate to confirm this. Where programme fees are part of a contract with a third party, the terms of the contract will determine the liability for fees. 
26 Students may be permitted to interrupt their studies for a maximum of two calendar years, subject to the stipulations of the programme of study.  The initial period will normally be for one calendar year.  Should an extension to this period be required, an additional request must be submitted and granted.  Students enrolled on modules/courses consisting of less than 60 credits (short courses) may be permitted to interrupt their studies for a maximum of one calendar year, unless otherwise specified in programme specifications. 
27 If the period extends beyond the two years (or programme-specific limit), the student will be withdrawn from the programme.  Should a student wish to return to his/her studies at a later date, they would have to apply through the usual application channels. Credit for previously completed modules may be given, depending on the course, length of time away from studies and any specific regulations relating to the programme and may be subject to ratification through the APL process. 
28 An interruption of studies cannot be ‘backdated’.  Requests to retrospectively apply an interruption of studies will not usually be granted except in the most extreme circumstances.  The interruption of studies will be actioned from the date of submitting the request, and should a student feel that their studies and any assessments due to be undertaken previous to this date have been affected by mitigating circumstances, they should follow the process for submitting a claim to the mitigating circumstances panel. 
29 Students who have interrupted their studies will not be permitted to submit any work for assessment, undertake an examination of any type or attend work/clinical placements. 
30 The University will provide support for students who have interrupted their studies, including access to the virtual learning environment, restricted access rights to the library as an external borrower and general access to university buildings.  This will include visiting the Students’ Union facilities, school offices, and Gateway building, but it specifically excludes labs, workshops, and classrooms. 
31 Students will be entitled to seek support and advice from any services listed in paragraph 4 while they have interrupted their studies. Full details of the entitlements are listed in Appendix 1, Support during interruption of studies. Appendix 2 is a flowchart to show the procedure to follow. 
32 The results for all assessments due to be undertaken before the point at which his/her studies have been interrupted, which will include non-submissions, will stand on the student’s return to study. 
RETURN TO STUDIES 
31 Whilst the University would expect them to do so, it will not be assumed that a student is returning to studies.  It is the responsibility of the student to contact the University to state that they wish to return. 
32 The Academic Registry Officer will attempt to contact all interrupted students a minimum of two months before the return date indicated at the point of interruption.  This does not preclude that students must contact the Academic Registry Office a minimum of one month before the re-start date, which was agreed at the point of interruption.  The earlier the notification of an intention to return to studies, the more likely the return can be smoothly organised. Due to the nature of programmes in some subject areas, the minimum notice period may be extended.  This information will be provided at the point of interruption. 
33 If the original interruption was due to ill health and/or disability, confirmation that the student is well enough to return to study should be obtained before re-enrolment and discussed with the Programme leader. This may require occupational health clearance or consultation with Disability Service. 
34 Students will be expected to return at the start of a study period.  This may relate to an academic year, semester or term and may be tied to other programme components such as work placements.  The date of return will be agreed upon between the student and programme leader in consultation with the Academic Registry Officer and other relevant staff, such as the Student Centre and the University Finance Directorate.   
35 The date of return to studies will depend on a place available in the cohort to which the student is returning.  This may be limited by factors such as placement availability. 
36 Tuition fees will be payable, as per Payment and Debt Procedures (Students Paying Home and EU fees), for the tuition fees period, normally term, in which the student returns to studies.  This may be an increase on the previous fees paid.  All tuition fees to the university must be paid in full before re-enrolment. 
37 As stated in paragraph 30 above, the result/marks awarded in all assessments due to be undertaken before the interruption of studies will stand.  The exceptions will be: 
a. If the programme of study has been amended during the period of interruption, a tailored programme of study may be approved, in line with current University regulations, or the student may have to repeat a period of study, for example restarting the academic stage or level. 
b. If the student has made a successful claim for mitigating circumstances.  In this case, a student will be permitted to either restart the year (fees liability to be agreed upon with the Head of School and University Finance Directorate) or retake the assessments in line with Academic Assessment Regulations. 
38 Students returning to study will be subject to the validated curriculum, regulations, policies, and procedures currently in place at the point of return.  Should a programme no longer be offered or have been significantly amended, a student may be required or wish to transfer to another programme on return to studies.  Transfers will depend on the compatibility of the studies undertaken and the new programme content. 
39 If a student does not contact the University after the agreed period or respond to communications from the Academic Registry, they will be withdrawn. 
INTERNAL TRANSFER 
40 A student wishing to transfer to another programme of study within the institution will normally only be permitted to do so prior to the start of an academic stage or level. 
41 A student who wishes to transfer after commencement of their studies, will only be allowed to do so within the first three weeks of the course stage or level with the express permission of the incoming course team. 
42 Students wishing to transfer will be required to explain their reason for transfer either through a formal interview with the new programme leader or by written submission. 
43 Students are expected to discuss their intent to transfer with the ‘outgoing’ programme/course leader. 
44 Transfer to a new course may require additional credits to complete the new programme of study.  The student would be liable for any additional fees this would incur. 
45 On transfer, the student will be governed by the regulations of the new course. 
46 Students who require a valid visa to study in the UK must also comply with the conditions of their visa and the United Kingdom Visas and Immigration (UKVI).  Should a student request an interruption, withdrawal or transfer of studies, full consultation must be made with the Compliance and Administration Team to ensure that the student and the University remain within lawful boundaries. 
47 On withdrawal, international students will remain liable to the full year of fees, and the University will retain the deposit unless the reason for withdrawal of studies is a visa refusal. 
48 The Compliance and Administration Manager is obliged to inform the UKVI of any change to status, such as interruption or withdrawal of studies.  An interruption or withdrawal of studies would usually mean that the student visa is no longer valid, and the student will need to return to their country of origin. 
49 International students who wish to transfer to another course must ensure that they will not be extending their studies beyond the specified limits of their visa. 
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