[image: image1.emf]MANCHESTER
1824

he University of Mancheste
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School of Social Sciences  

Application to Request an Interruption of Study on your Postgraduate Taught Programme
This form should be completed where a request for an interruption to a PGT programme of study is sought.  All information on this form is treated as STRICTLY CONFIDENTIAL.

Before requesting an interruption to your programme of study it is important that you consider the implications of interrupting.  Help and advice can be obtained from your School or from the Academic Advisory Service, the University Counselling Service or the Students’ Union Advice Centre.

Tuition Fees:  It is important that students consult the Tuition Fee Administration and Policies document when applying for a change to their programme.  This document is available on the University web at:  http://www.studentnet.manchester.ac.uk/crucial-guide/financial-life/tuition-fees/ 
Section 1 – to be completed by the Student (Please PRINT)

	Family Name:


	Other Name(s):
	Student ID Number:

	Correspondence Address for contact during the period of interruption:



	Programme:


	Year of Programme (if relevant):

	Are you in Receipt of a Scholarship?    YES     NO

If in Receipt of a Scholarship please indicate:  Research Council / School / Other (please specify):                                                 

Have you received permission from your funding body to interrupt:    YES     NO

	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.):

   (     Financial issues                                                             (       Issues with the course content  

(     Health problems (medical evidence must be supplied)      (      Other personal or family problems 

(     Employment                                                                 (      Other – Please specify below:

	Registration Details  

Programme Start Date:

Programme End Date:

Year of Programme:

Any Previous Interruptions/Extensions Granted:    YES/NO

If YES, Please give brief details:



	Details of Interruption Request (Dates need to be agreed with your Programme 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:

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

	Student Declaration

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:

( (please tick here if form completed electronically)


This section should be completed in consultation with your Programme Director when an interruption to a programme of study has been discussed with a student.

	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.  If the information provided on; or accompanyingthis form is not sufficient for you to consider the application please provide details. 

Section 2 – To be completed by Programme/Overall PGT Director

Recommendation of Programme Director (or overall PGT Director where applicable)
I recommend that the registration period should be interrupted as requested                        ( 
I do not recommend that the registration period should be interrupted as requested           (
Please provide reasons:
Name of Programme Director:

Date

Signed:




Section 3 – Postgraduate Office Use Only

This section should be completed when an interruption to a programme of study has been requested by a student and supervisor/Academic Programme Director.

	Check :      Correct person has signed                                   (
Update :    PGT Student Administration:\Forms\Interruptions & Withdrawals        (
                  Campus Solutions                                                    (
                  Email: Decision to student                                     (
                  cc. Course Unit Tutor & Dissertation Supervisor (if applicable)          (


Interruption Request Instructions:

To apply for an interruption you must:

1. Interruption applications should be made on the ‘Application for Interruption’ form above.

2. Where relevant applications must be accompanied by documentary evidence e.g. certification by a qualified doctor specifying nature of illness, duration and impact on ability to study, letter from qualified counsellor, copy police incident report etc.

3. Applications for interruption must be made in advance of the proposed interruption. 

4. After your Programme Director has completed their section of this form you should pass your application to your Programme Administrator for consideration by the School of Social Sciences.

5. You will be notified by email to your student and home email address of the outcome of your application as soon as possible by the School office.

Circumstances that might be considered as grounds for applying for an interruption include:

· Illness which either prevents the student from working altogether or considerably affects his/her ability to work effectively. 

· Serious personal problems; illness/death of close relatives including attendance at funerals; victims of crime; accommodation crises; court cases; accident or sports injury.

The following will not be regarded as grounds for applying for an interruption to the submission date:

· Pressures of paid work.
· Difficulties with English language.
The above lists are not exhaustive, nor does the existence of acceptable grounds guarantee that an interruption to the programme will be granted.  Students are expected to take reasonable action to minimise disruption to their studies.

Postgraduate Administrators 

	Programmes 
	PG Taught Administrator
	Contact Details

	Politics


	Amanda Bridgeman


	Email – Amanda.Bridgeman@manchester.ac.uk
Tel - 0161 275 4885

Postgraduate Office, Room 3.05, Williamson Building

	Sociology

Social and Visual

Anthropology


	Vickie Roche
	Email – Vickie.roche@manchester.ac.uk
0161 275 3999

Postgraduate Office, Room 3.05, Williamson Building

	Economics


	Jill Chandler
	Email – Jill.Chandler@manchester.ac.uk
0161 275 4823

Postgraduate Office, Room 3.05, Williamson Building

	Data Science

Philosophy

SRMS
	Elisabeth McCormick
	Email – Elisabeth.McCormick@manchester.ac.uk 
0161 275 4486
Postgraduate Office, Room 3.05, Williamson Building


