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Faculty of Humanities
School
 of 
Environment
 and Development
) UGT and PGT T&L Form 1: Request for Interruption (non distance learning)

Sections 1-3 to be completed by the Student in consultation with the Personal Tutor and Programme Director (if applicable) and with assistance from the appropriate Programme Administrator. 

Section 4-5 to be completed by the Programme Director in consultation with the Personal Tutor (if applicable).

Please read the attached guidelines for further information related to the process.




1. Student Details

	Registration Number:
	
	PT/FT:
	

	Degree Programme:
	
	UGT/PGT:
	

	Forename/s:
	

	Surname/s:
	



	Geography
	
	Planning
	
	IDPM
	
	Architecture

	Discipline(X)
	
	
	
	
	
	
	







2. Registration Details  


	Programme Start Date:
	
	Year of Programme:
	

	Programme End Date:
	
	
	





	
	YES*
	
	NO

	Any Previous Interuptions/Extensions Granted? (X)
	
	
	



	*If YES, Please give brief details
	

	







3. Details of Interruption Request (Dates need to be agreed with the Personal Tutor/Prog Director)


	
	From
	
	To

	Dates of Interruption/Return
	
___/___/___
	
	
___/___/___



	
	YES
	
	NO

	Is this a retrospective request? (X)
	
	
	





	Please state the reason(s) (briefly) for requesting a retrospective interruption:

	



	Please state the reason(s) (briefly) for the interruption request (Please attach a letter/email with the the full details as well as supporting evidence e.g. a doctor’s note in the case of medical reasons, etc.):

	

	

	

	Supporting Documentation Attached: YES / NO
	Confidential Report Attached: YES / NO

	Student Delcaration:  I confirm that the information I have given is correct to the best of my knowledge and that I fully understand the implications of interrupting my current programme of study.
Signed:                                                                                                      Date: 






4. Circumstances behind the interruption

	Please provide full details including, if appropriate, a note of where the student is up to in their dissertation or coursework, and any other documentation you feel is relevant.  A letter/email from the student requesting the interuption should also be attached, continue on another sheet if necessary.

	

	

	

	

	

	

	

	

	

	

	

	




5. Recommendation of Programme Director

	I recommend that the registration period should be interrupted as requested



	Name of Programme Director:
	
	
	Date

	Signed:
	
	
	




6. Recommendation by SED UGT or PGT Teaching & Learning Committee

	
	Approve
	
	Reject

	Approve/Reject
(x)
	
	
	



	Reasons for rejection
	

	

	

	



	Signed SED Director of UGT or PGT Studies:
	

	Date:
	





	
This form should be submitted to the appropriate Programme Administrator who will liaise with the Teaching & Learning Administrator to arrange approval.
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Guidelines for completion of
UGT and PGT T&L Form 1 – Request for Interruption

Notes for Students

· You should complete the approval form, sign it and attach supporting evidence, for example, a doctor’s note in the case of medical reasons for an interruption.  You should discuss when your interruption should start and end with your Personal Tutor and/or Programme Director.

· The form and attachments will be treated as confidential.  The information will be circulated only as necessary to adjudicate your application and any reporting requirements or statistical data collection will not identify you as an individual.

· The outcome of your application will be communicated to you in writing.

· Non-EU students in the UK on a student visa or residence permit: The University is legally required to report to the government any interruption of studies.  International students should therefore discuss the consequences of taking an interruption with the International Advice Team in the Student Services Centre before considering this option (0161 275 5000, or visit the Centre itself in its office off Burlington Street).

· During the interruption students will not normally be entitled to supervision or use of any University facilities including swipe cards, library and computer access.

· For further general principles and guidelines see the ‘Principles in respect of interruptions to an Undergraduate or Postgraduate Taught Programme of Study – Guidance for students’ document on the SED student intranet.   After signing onto the intranet (see link below) navigate to the appropriate discipline and then click on the ‘Forms’ section.  
http://www.intranet.sed.manchester.ac.uk/students/index.shtml  




Notes for Programmes Directors/Personal Tutors and Programme Administrators

· Please see the Teaching & Learning section on the staff intranet for guidance:
http://www.intranet.sed.manchester.ac.uk/staff/teaching/policies/
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