REQUEST TO TRANSFER TAUGHT COURSE	[image: UoN-UK-C-M.BlueRGB.png]

If you wish to transfer from your current course to another course at the University of Nottingham (UK), please complete all sections of this form and return it to the Student Services Centre, B Floor, Portland Building, Main Building Sutton Bonington or A Floor, Amenities Building, Jubilee Campus or e-mail it to studentadministration@nottingham.ac.uk.  Undergraduate Medical School students and undergraduate students in Education should return this to their School Office.

	Section 1 – Your Details

First Name: _____________________________     Surname: __________________________________

Student ID Number: ______________________     Date of Birth: _____________________

	Section 2 – Course Details

Current Course Title: ____________________________________________________

Current Course Code:_____________     Current Year of Course:______________

Last Date of Attendance on above course:  
	d
	d
	m
	m
	y
	y
	y
	y



New Course Title: ______________________________________________________

New Course Code:________________       Year on New Course:__________________

Start Date on new Course:
	d
	d
	m
	m
	y
	y
	y
	y



Does the new course include any modules that have already been taken? If so, please complete page 2.

	Section 3 – Academic Approval 


	I confirm that I am aware of the transfer request.

Signed: ____________________ (Current Head of School or Nominee) Date: __________

I approve the above transfer and confirm that the request complies with the policies outlined in the Quality Manual[footnoteRef:1]. Any conditions[footnoteRef:2] that the student should satisfy prior or subsequent to transferring courses are detailed in Section 5 (below) and have been formally communicated to the student[footnoteRef:3]. [1: http://www.nottingham.ac.uk/academicservices/qualitymanual/studyregulations/studyregulationschangesof  taughtcourse.aspx ]  [2: ²e.g. taking particular modules, how marks for existing modules will be considered, required to have progressed on existing course, etc.]  [3:  A copy of this communication should be forwarded to the Head of Student Administration.] 


Signed: ____________________ (New Head of School or Nominee)     Date: __________


	Section 4 – International Office Approval (for overseas students only)[footnoteRef:4] [4:  The ability to change course may be suject to the student’s immigration status.
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Are you currently funded by an officially recognised sponsor?     Yes □           No □

If yes, please give the name of your sponsor and file number: ____________________________________

If you are sponsored, this change may have implications to your funding.  If you have sought permission from your sponsor, you must attach written evidence; otherwise the International Office will be obliged to inform your sponsor.

If your new course requires ATAS clearance, please indicate whether you have obtained approval from the FCO:    

                                                                             Yes   □          No □

On behalf of the International Office, I confirm that the student has been fully informed of the implications this course transfer will have on his/her immigration status in the UK. The student has been told that the University may be obliged to report this transfer to the UK Border Agency. 

Signed:  ______________________________ (On behalf of the International Office) Date: ____________


	Section 5 – Conditions (if applicable)
Please continue on an additional sheet if necessary. 

This transfer is subject to the following conditions being met to the satisfaction of the relevant Head of School (or nominee):
_____________________________________________________________________________

_____________________________________________________________________________


	Section 6 – Module Enrolment(s) to be added/deleted:

Student Name: _________________________________________  Student ID:_________________

New Course Title: _______________________________________  Year on New Course: _________

New School/Department: _____________________________________________________________

                 Semester
  Add/        Autumn/       Module                                                         Credit       Staff Approval 
 Delete       Spring           Code            Module Title                              Value          Signature[footnoteRef:5]         Staff Name (printed)                     [5:  Procedure
The Module Convenor (or other authorised member of staff) must confirm that you are entitled to register for the module(s) by signing above.
You must submit your form to your home school, who will confirm this change is acceptable.
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	Section 7 – Student Declaration:

I confirm that these module entry changes are suitable for my course and have been approved by the Home School/Department running the modules.

Student Signature:_______________________________   Date: ______________________

If you have funding for your course (other than via a Local Authority) it is your responsibility to ensure that your sponsor is informed of the course change. Complete Section 4 above (if applicable).


	Section 8 – Home School use only:

Please stamp this form to indicate your approval of the amendment(s). Forms without the School/Department stamp approval may delay this request. The form should be returned to the Student Services Centre for action in the Academic Services Division.






AFFIX SCHOOL STAMP HERE



NOTE:  A transfer of programme may result in a change to the tuition fee due.  Invoices are issued by the Finance Office. 
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