The University of Manchester

Guidance for students on Interruptions to Undergraduate and
Postgraduate Taught Programmes of Study

This guidance applies to undergraduate and postgraduate taught students across the University.
1. Purpose of interruptions

é} . Itis the expectation of the University that you will complete your programme in one continuous
/O period of uninterrupted study. It is understood, however, that you may encounter personal
%fficulties or situations which may seriously disrupt your studies. Please see Appendix 1 for
e ples of such exceptional situations. In such instances, you may be granted a temporary
int tion to your studies at the discretion of your School. In reaching a decision about such
an %’?ﬁion your School may take into account whether you have already been granted an
interrup %and/or your academic record since joining the University.

1.2 If you have ; ,,Or are being, affected by mitigating circumstances (see Policy on Mitigating
Circumstances 'fﬁat have lasted, are expected to last, for a significant period, or that may
impact upon a sign'uf@nt number of units on your programme, it may be better for you to apply
instead for an interr @'on to your studies. This may, depending on the circumstances, be
wholly or partially retro@%: in nature; (however, please see paragraph 1.6, below). You

should speak to your Sc (your Academic Advisor, Programme Director, Undergraduate /
Student Support or Postgra BOfficer, etc.) about this.
e

13 If an application to interrupt a progéﬁ]me of study is approved, it would normally be to help you
to recover from medical problems, & problems of a personal or financial nature which are
having, or may have, a negative impa%x your performance. However, your School has the
flexibility to consider and make decision ,@ whether to approve requests for interruption in

|

relation to other circumstances too (see sec @,@ of Appendix 1).
RyR

1.4 Wherever possible, you should apply for an inten/gxion before it is due to start. This would be
the expectation for certain predictable medical circu ces such as scheduled surgery. Such
interruptions will usually be for up to one complete year, will not usually involve any repeat
of a period of study. After a single and continuous peri f interruption of 12 months, your
circumstances and progression will be reviewed by your ol and, following that, an exit
award will be issued, if appropriate. /ﬁ

Q

15 Some interruptions, however, are not predictable and you may% to ask for them after
difficulties have already come to light. In these circumstances you sho§ seek the advice of
your Academic Advisor, Programme Director, Undergraduate /)%dent Support or
Postgraduate Officer, etc. as soon as possible to discuss your options. /})

1.6 Retrospective applications for interruption, for example, as a result of mitigating Q@mstances,

will only be considered in the most exceptional circumstances and with a credible ad

compelling explanation for late application. O&

*

1.7 Please note: In the case of non-EU students in the UK on a Tier 4 student visa, the University
is legally required to report to the UK Visas and Immigration any interruption of studies of over
60 days. International students should therefore contact the Student Immigration Team in the
Student Services Centre to discuss the consequences of taking an interruption. International
students in the UK on a Tier 4 student visa are not permitted to study part-time as their visa
conditions require full-time student status.

2. Tuition fees during interruptions
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2.1

3.

During a period of interruption, no tuition fee is payable. If your application for interruption is
successful and you require a refund for fees paid beyond the date of last attendance, you
should contact the Funding Team, Student Services Centre:

o telephone: 0161 275 5000 — select option 4;
e website: http://www.studentsupport.manchester.ac.uk/finances/
e email: funding@manchester.ac.uk

Sources of advice

‘S{l}‘. You can get advice on interruptions from your Academic Advisor, your Programme Director, the
/O ndergraduate/Student Support Office, the Postgraduate Officer, the University’s Information,
7
C

3.2

4.1

4.2

4.3

4.4

5.1

6.1

Zpdvice and Guidance Team, the University Counselling Service or the Students’ Union Advice

e

(@)
You a/r)sﬁ: eed to consider the financial implications in respect of where you are living and, if
necessa%ou should consult the manager of your Hall of Residence or your landlord.

Approval Pré@a}

You should apply fd%interruption by completing the relevant School Interruption Approval
Form. This should available from your School intranet or from the relevant School
Undergraduate/Studen &)rt Office or Postgraduate Office.

You should complete the ap'prb | form, sign it and attach supporting evidence, for example, a
doctor’s note in the case of me easons for a request for interruption. You should discuss
with the appropriate adviser when interruption should start and end.

The form and attachments will be treateg/ confidential. The information will be circulated only
as necessary to enable a decision to z}ﬁeached on your application, and any reporting
requirements or statistical data collection w@/not identify you as an individual. Your School
reserves the right to request further information3}g any source that is already named in your
application or in the supporting material without m 8 further reference to you.

f
Once the application has been considered and decided@n, the School will write to you to let
you know their decision. Q/)
C

Applications that are approved — informing funders ’ﬁQ
\y
If your application is approved you should inform any organisatior{é}.person who is funding
your education. In particular, you should inform your Local Education A rity and the Student
Loans Company if you are a home student and/or any sponsoring bod u are a home or
overseas student. .
/
%
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Access to facilities O@@

During your period of interruption you will not be a registered student of the University and
your right to be on University premises will be that of a member of the public. You should not
undertake work on University premises as you will not be covered by the University’s insurance
arrangements. You should note also that you will lose onsite IT and student library
access; however, you can retain remote IT access to your student email account, the
student portal and Campus Solutions and you will also retain access to Blackboard. You
do need to ensure, however, that, if necessary, you save work and provide alternative
forwarding contact email details to your School.

During the interruption

2
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6.2

Maintaining contact

During your interruption, it is your responsibility to maintain contact with the appropriate person
in your School e.g. your Academic Advisor, Personal Tutor, Programme Director, etc. In certain
circumstances you may be given permission to take examinations during your period of
interruption. It is your responsibility to find out when and where these examinations will take
place and to pay any fee that is required.

é}/f“ Return from interruption

7

7.1 O/ is important to realise that your School may not be able to provide an identical teaching,

7.2

7.3

7.4

7.5

7.6

sypyrvision and assessment experience on your return as would otherwise have been the
caS¢@ Programmes of study and regulations change to reflect developments in the subject,
i nts of external bodies, and the resources available to the University. While your
try to make reasonable provision for you following your interruption, you need to
%ission for an interruption is a privilege and not a right. You may need to do

additional wof# your own time to put you in a position to benefit from your return to study and
your return may.rneed to be scheduled to fit the needs of your programme. You will need to
abide by any reasoidble return date and fulfil registration requirements. If the regulations and
requirements of the U ersity and/or your programme have changed when you return, you will
normally be subject tor% egulations and the requirements that are applicable to the cohort of
students that you will the%in, whether they are more or less favourable than those which
previously applied to you. J/O
/(‘
With regards to the University’s Deﬁﬁee Regulations, from September 2012, all students are
registered under the new Taught Deg&e Regulations, 2012. Students returning from
interruption who were registered on preég)lg Degree Regulations either:
7
e continue on the pre-2012 Degree Reg®tions if they have undertaken work or achieved
credits that are counted towards their findlgegree classification, or
e return on the new (post-2012) Degree Re tions if they have not undertaken work or
achieved credits that are counted towards the@hal degree classification.

At the end of your period of interruption you will need teg}idge whether your circumstances
have changed, and whether making a return to study is practi nd sensible. If you have been
given permission for interruption on medical grounds you may@required to produce medical
evidence of your fitness to resume study. If your circumstances t sufficiently rectified you
will need to make an application for a further interruption but you I@).le not assume that this
will automatically be granted.

If you believe that you require additional support on your return in relation tbskﬁa,lth or disability
issues, you can discuss with your Programme/School contact regarding @ng with the
University’s Occupational Health and/or Disability Support Office. GO'

On your return from interruption, you should inform your Programme Director (or equi%t)
and the appropriate Programme/School Administrator. You may be required to re-registef @
your return but this would be dependent on the registration cycle and the date of your return.

Your School should attempt to contact you if you fail to return and re-register at the expected
date of return following an interruption. However, if 30 days have passed following your
expected date of return and your School has not heard from you, they can deregister you from
the student system and formally withdraw you from the University, issuing an exit award, if
appropriate.



7.7 If you are a non-EU student in the UK on a visa you will need to fulfil all of the requirements of
your visa. You should consult the Student Immigration Team in respect of queries relating to
visa extensions, work permissions, or return from interruption (email: visa@manchester.ac.uk).

8. Applications which are not approved - Students’ right to appeal
8.1 If your application for interruption is declined by your School, you have a right to appeal against

this decision. In this instance, you are advised to refer to the University’s Academic Appeals
Procedure (General Regulation XIX:

6}/)' e Regqulation XIX: Academic Appeals Procedure
Y
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Appendix 1 - Examples of exceptional situations

a. Examples of acceptable types of circumstances

The following circumstances are typical of what may be considered grounds for applying for an
interruption to a programme. This list is not definitive and even if a circumstance is listed, it does not
mean that an application for interruption on the grounds of the particular circumstance will
automatically be approved; applications are considered on a case by case basis:

® Serious physical or mental illness of the student;

/Death / serious iliness of a partner, close family member or close friend;

. %reseeable or unpreventable events such as distress or injury caused by a serious accident;
t fects of being the victim of a criminal act or the distress or serious disruption caused by fire,
flood @rother natural catastrophe;

. Extrem%ly or financial circumstances leading to stress;

Breakdo { essential equipment where a student is unable to continue a project and the use of
alternative ewfggpment is not possible;

Delays in obtaing.ethical approval;

Jury Service; ,

Maternity or Adoptioh Legve (see below)

Delays in progress dueAo unforeseen problems (e.g., moving of offices/buildings, supervisor

changes etc.) which are ob#gide of the student’s control.

Q
Maternity leave - Students may in@jr,upt their studies for the purpose of maternity leave at any time

from 28 weeks of the pregnancy for a l%lmum period of 12 months during their degree. The period of
leave must be taken in one consecutive I%&
Q

Paternity/shared parent leave - an expectant o@w mother can choose to share her parental leave

with her partner, so the partner of a pregnant stud? t can apply for an interruption to take time out of

their studies in order to provide parental care. A makfum of 12 months interruption can be granted

between the two partners. /;9 .
7

Adoption leave - Students who are adopting a child m ybterrupt their studies for a maximum 12

month period during their degree. The period of leave must b %n in one consecutive block.

b. Examples of unacceptable types of circumstances Q/)O

The following circumstances will not normally be regarded as ground @&applying for an interruption
or an extension: /é
/\

e The student or Programme Director being unaware of policy and appfiggtion procedures for
interruptions and/or extensions for courses. It is ultimately the student’s re ibility to ensure
that they are aware of all policies and procedures relevant to their degree; ‘

e Work commitments that do not contribute significantly towards the student’s%gramme of
study or future employability;

e Vacations such as expeditions, recreational sporting activities or long term holidays; O

¢ Inadequate planning and time management; ‘9@

¢ Normal pregnancy (excluding standard maternity leave entitlement);

o Difficulties with English language (including delays as a result of proofreading);

e Computer or other equipment failure where use of an alternative is possible or any loss of work
was avoidable;

C. Examples of other circumstances which Schools may wish to consider favourably

Exceptional circumstances or situations may arise which fall outside of these examples of what would
normally be accepted or not accepted as grounds for interruption. In these cases, Schools have
5



flexibility to make decisions regarding the acceptance of applications for interruption. It is at the
discretion of Schools to determine whether the following circumstances should be considered as
grounds for interruption. However, in these cases, there should be no detrimental effect on the

student’s academic progression:

¢ High level sporting activities (e.g. a student representing their country at events);

o Circumstances that demonstrably enhance a student's employability, which may in some

circumstances include:

.

o0 Work commitments that contribute significantly towards the student’s programme of study

or future employability;

. 0 Further primary research and/or laboratory work;
/O/O Temporary lectureships;
@ Exchanges/placements;
o CVquntary service overseas;
(@)
2%
(04
Q
22
>
7
.
%
%
J/O
e
%
(Y

Document control box

Policy / Procedure
title:

Guidance for Students on Interruptioné‘@ ndergraduate and
Postgraduate Taught Programmes of St

Ordinances, General
Regulations

C4
Date approved: October 2015 Q.
Approving body: TLMG Qx_
Implementation date: | November 2015 O
Version: 3.0 A
Supersedes: Version 2.2, March 2009 'Oa
Previous review June 2008, March 2009 U'/”
dates: 7 -
Next review date: TBC “Q_
Related Statutes, N/A

\ Al
®6

Related Policies:

e Policy on Interruptions to Undergraduate and Postgraduate Taught
Programmes of Study
e Policy on Mitigating Circumstances

Related Procedures
and Guidance:

e Guidance for Staff on Interruptions to Undergraduate or
Postgraduate Taught Programmes of Study

Policy owner:

Louise Walmsley, Director of Teaching and Learning Support

Lead contact:

Emma Hilton Wood, Head of Academic Policy, TLSO



http://documents.manchester.ac.uk/display.aspx?DocID=26092
http://documents.manchester.ac.uk/display.aspx?DocID=26092
http://documents.manchester.ac.uk/display.aspx?DocID=4271
http://documents.manchester.ac.uk/display.aspx?DocID=4779
http://documents.manchester.ac.uk/display.aspx?DocID=4779

	Appendix 1 - Examples of exceptional situations



