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APPLICATION FOR CHANGE 
TO MODE OF STUDY

(Graduate Students)

This form is to be used by students who wish to change from full-time study to part-time study (or vice versa).  For programmes which are already offered on both a full-time and part-time basis decisions will be made by the relevant board. For programmes which are offered only on a full-time basis, students can make a request to change their mode of study for exceptional reasons (such as disability or return from maternity leave), the complete application will be sent on to Education Committee for review and final decision.

Students are permitted to apply to change mode of study once during their programme.  Students seeking permission to change mode for a second or subsequent time must make an application to Education Committee for dispensation from the regulations, and should contact the relevant Graduate Studies Assistant or your college for advice.

Please ensure you have read the *Notes on p. 2 before filling out this form.

This form must be completed by the student, supervisor and college and returned as follows:

(i) 
AHRC-funded students: AHRC Studentship Officer, Humanities Divisional Office, Radcliffe Humanities, Radcliffe Observatory Quarter, Woodstock Road, Oxford, OX2 6GG
(ii) 
ESRC-funded students: ESRC Studentship Officer, Social Sciences Division, Hayes House, 75 George St, Oxford, OX1 2BQ
(iii) 
All other students: to the relevant Graduate Studies Assistant http://www.ox.ac.uk/students/academic/guidance/graduate/contacts) 

SECTION 1 – Declaration of consent (to be signed by the student)
All information that you provide on this form and any supporting materials submitted in support of your application are treated confidentially and stored securely. In order to process your application this information will be shared with a number of necessary individuals on a strictly need to know basis in order that a decision can be made on your application. This group is likely to include your Supervisor, Graduate Studies Committee/Director of Graduate Studies (or equivalent), the relevant departmental and divisional administrators, Course Director (or equivalent), college senior tutor and administrator (or equivalent). In some circumstances the Disability Advisory Service, Education Policy Support, Proctors’ Office and Education Committee will also be consulted.  Input is needed from each of these areas of the University in order to assess your application and to record the outcome so that it can be administered effectively. 

Once a decision on your application has been made, a summary of your application may need to be shared with other relevant individuals within Student Administration and Fees and Funding to ensure that it is processed appropriately. 

Further information about the University’s Data Protection Policy can be found at http://www.admin.ox.ac.uk/councilsec/compliance/dataprotection/. 

After your application has been completed, the paperwork will be retained for 6 years after the end of your student relationship as part of your student record. Information on how your student data is dealt with can be found here https://www.ox.ac.uk/students/life/it/studentrecord/data?wssl=1.
	I consent to disclosure within the above limits
	                      ❑   Yes           ❑   No

	Signature of Student:
	

	
	
	


If you do not consent to the sharing of relevant information, or if you withdraw your consent (which you may do at any time) for the sharing of this data before your application has been considered, you should be aware that the processing of your application will cease with immediate effect. 
SECTION 2 – to be completed by the student. Please use BLOCK CAPITALS (unless typed).

	Surname:
	
	Title (Mr/Mrs//Ms/etc.):
	

	First name (in full):
	
	Student Number:
	

	College:
	
	Department:
	

	Address for communication:
	

	

	Telephone number:
	
	Email address:
	

	Programme of study:
	

	Is this programme offered on both a full-time and part-time basis?
	   ❑   Yes           
The University’s policy only permits changes to mode where a programme is already offered on both a full-time and part-time basis (see *Notes below)

	Current mode of study (full-time/ part-time)
	

	New mode of study (full-time/ part-time)
	

	Term of effective change:
	

	International students: If you hold a Tier 4 visa, you must seek advice from student.immigration@admin.ox.ac.uk before submitting this form

	Student’s reason for the proposed change: (please continue on separate sheet if necessary)

	

	Funded students: Are you in receipt of a studentship/scholarship (e.g. Research Council)?

	         ❑   Yes           ❑   No
	Name of funding body:
	

	I have obtained the permission of my funding body:  
	❑   Yes           ❑   No

	Students who are or who have been in receipt of US student loans: You must notify the US loans team, who will calculate whether any loan funds need to be returned. We will also notify your lenders of your change in course if you are a current loan taker, or if you are not taking a loan in the current academic year and have asked us to report your enrolment through NSLDS.

	❑
	I am or have been in receipt of a US student loan while at Oxford or a previous institution and I have notified the US Loans Team (us.loans@admin.ox.ac.uk) of this change.

	Signature:
	
	Date:
	


SECTION 3 – to be completed by the current supervisor (PGR students) or course director (PGT students)
	I have discussed this change with the student and support this application

	Comments (optional):
	

	

	Signature:
	
	Date:
	

	Full name:
	


SECTION 4 – to be completed by the college’s Tutor for Graduates

	Does the college support the application:
	                        ❑   Yes                       ❑   No

	Comments on behalf of the college:

	

	Signature:
	
	Date:
	

	Full name:
	

	Position (if not Tutor for Graduates):
	

	College stamp:
	


SECTION 4 – to be completed by the Director of Graduate Studies (or equivalent)

	I certify that this application has the approval of the candidate’s department
	         ❑   Yes               ❑   No

	Signature:
	
	Date:
	

	Full name:
	



NOTES:

The University’s policy on changes between modes of study states that students enrolled on a programme of study offered on both a full-time and part-time basis may apply to change their mode of study once during their studies, except where the special regulations for the course prohibit any change.  Appropriate grounds for an application for change of mode would include employment or a significant change in personal circumstances.  A change of mode of study for health reasons will not be approved unless medical evidence indicates that part-time study is feasible and full-time study is not. Students may not change mode of study more than once during the course of their studies, unless there are exceptional circumstances.  If a student wishes to change mode for a second or subsequent time, an application must be made to Education Committee.  Students should be aware that funding bodies (including RCUK) may have their own restrictions on change to mode of study.  In addition, overseas (non-Tier 4) students may be restricted by their visa requirements.  Changes to mode of study will affect tuition fees, completion dates and milestone dates (if applicable), and may also affect entitlement to some University and college services, and other entitlements such as Council Tax exemptions.
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Email notices sent to:


Fee Schedule (� HYPERLINK "mailto:fee.schedule@admin.ox.ac.uk" �fee.schedule@admin.ox.ac.uk�) 		❑   		Exam Schools (� HYPERLINK "mailto:aro@admin.ox.ac.uk" �aro@admin.ox.ac.uk�) 		❑


For Tier 4 visa holders (� HYPERLINK "mailto:%20Tier4compliance@admin.ox.ac.uk" ��Tier4compliance@admin.ox.ac.uk�)     ❑                                         








eVision updates:


Programme change completed			❑   			Final term updated (if applicable)		❑  


Supervisor amended (if applicable)			❑ 
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