A change to a different subject
area, e.g., Maths to Law

A change in the same discipline,
e.g. MSc to BSc
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Programme Transfer Plan Transfer
Transfer Type

Required By Schoal (e.g. Exam Board decision)

1. Student wellbeing implications considered.

2. Students formally notified of change and appropriate
advice is provided to them.

3. Transfer processed; records maintained by schoaol.

Request
Origin

Requested by Student (e.g. Year in Industry)

1. Student discusses request with their AoS.

2. Student submits Internal Transfer Application

3. AoS endorses or rejects application.

4. If endorsed, application reviewed by academic
selector who accepts or rejects the application.

5. Outcome communicated to student.
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Stage 1: Endorsement by Current Advisor of Study
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1. AoS meets with student to understand their motivations, advise on the implications of
changing programme and considers their likely eligibility.

2. Student submits an Internal Transfer Application.
3. Advisor reviews and endorses or rejects application. Endorsed applications are
forwarded to the academic selector in the destination school.

Stage 2: Review by Destination School of Programme Transfer Application

Entry to First Year Entry Beyond First Year

1. Academic Selector must consult with Admissions |1. Academic Selector consider the
to before accepting an internal transfer application. internal transfer application.
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Successful Applications:

»  Within first two weeks of study, students will normally transfer immediately.

»  After first two weeks of study, students will normally take a LOA until the commencement
of their new programme the following academic year.

Unsuccessful Applications
» The student may continue their current programme of study, permanently withdraw and re -
apply through the normal external application processes.

Stage 3: Naotification of Internal Programme Transfer Application Outcome
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1. The destination school communicates the decision to the student.
2. The students current school provide relevant and timely advise to students.

This diagram is an aid memoir to key elements of the Internal Transfer procedure.
The Internal Transfer Policy document should be referred to for full details.
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