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[bookmark: _z2fyii39j4b]Application for Change in Mode of Attendance (full-time/part-time and/or campus-based/distance-learning) - Postgraduate Researchers (PGRs)
This form is not to be used by Postgraduate Taught (PGT) students. PGT students should contact their departmental administrator for advice on making changes to their study.

This form should be used by Postgraduate Researchers (PGRs) only to request a change in mode of attendance to your programme of study.

A PGR may request a transfer from full-time to the equivalent programme part-time (where both variants exist) or vice versa. There is no limit to the number of times a PGR can change from FT to PT, or vice versa, as long as there are reasonable grounds for each request. Requests to transfer from FT to PT in the final stage of the normal period of enrolment of a PGR programme (the last 3 months of the normal period of enrolment for a MA/MSc by research or the last six months of the normal period of enrolment for an MPhil/PhD) will be rejected unless there are exceptional circumstances (e.g. a deterioration in a PGR's disability or significant new caring responsibilities) and an alternative solution (e.g. an extension) is not more appropriate.  

A PGR may request a transfer from campus-based to the equivalent distance-learning programme (where both variants exist) or vice versa. There must be reasonable grounds for a transfer request to be approved. When a PGR wishes to transfer from campus based to distance learning they must be evaluated against the distance learning checklist as per a new applicant to ensure that distance learning is suitable in their individual case, and they must have completed any campus-based training required. Requests to transfer from distance learning to campus-based should normally take place no later than the first TAP (Masters by research), no later than the first formal review of progress (MPhil), or not later than the second formal review of progress (PhD).
If a PGR wishes to apply for a mode of attendance change, they should first approach their supervisor and discuss their options. Not all departments offer part-time study or distance-learning programmes so PGRs will need to check with their department. 
A Student Visa holder can only study full-time on a campus-based programme. You are reminded that it is your responsibility to ensure that you are not in breach of immigration regulations. Advice can be obtained from one of the University's designated immigration advisers. 
Once a PGR has spoken with their supervisor/department, and fully understood the possible implications (such as financial implications) they must complete this form. For further information and approval criteria, please refer to Section 7 of the Policy on Research Degrees or the relevant change of plan webpage. 
Using this form:
The change in mode of attendance application form has multiple sections: 
· Part A should be completed by the PGR. This should be sent as an editable document to the current department graduate administrator.  
· Part B should be completed by the Graduate Administrator.
· Part C should be completed by the supervisor(s).
· Part D should be completed by the Graduate Chair or their nominee.
· Part E explains the process of submitting the form, which should be done by the department.
· Part F is for Special Cases team use only.
All question boxes on this form must be completed. If a question does not apply, please enter ‘N/A’.

	Part A: PGR Details (To be completed by the PGR)

	PGR Name
	

	Student Number
	

	University email address
	

	Department / School
	

	Name of Supervisor(s)
	

	Student Visa Holder?
	Yes/No

	Have you consulted with the International Support team?
	Yes/No

	Funding source e.g. UKRI, departmental scholarship, self-funding (including doctoral loan)
	

	Have you consulted with your funder and/ or your department finance responsible person?
	

	Are you registered with Disability Services? 
	Yes/No

	Intended Award
	

	Current Submission Deadline
	

	Current Year of Study
	

	Current Mode of Attendance
(delete as appropriate)
	Full time/ Part time/ Campus based/ Distance learning

	New Mode of Attendance
(delete as appropriate)
	Full time/ Part time/ Campus based/ Distance learning

	With effect from date
	DD/MM/YYYY

	PGR Statement

	Please provide a detailed explanation of your reasons for requesting a change in mode of attendance:









	Disclaimer:  I confirm that I am aware of the implications of this change in mode of attendance, in particular the financial implications. 

	Signature
	
	Date
	DD/MM/YYYY



	Part B: Departmental Information
(To be completed by the Departmental Graduate Administrator (Gradmin))

	Please ensure that the information provided above by the PGR is correct before calculating the new deadlines below. If a row does not apply, please enter ‘N/A’.

	Type of deadline
	Current date:
	If approved, date will be:

	Year 1 Progression
	E.g. 3 months: 30/09/2026 
	E.g 3 months:  31/12/2026 

	Year 2 Progression
	
	

	Year 3 Progression
	
	

	End of registration
	
	

	Submission deadline
	
	

	Any other information that may be relevant to Special Cases when considering this request?





	Part C: Supervisor Statement

	Please respond to the following when providing a supporting statement. This will help to provide all the necessary information and reduce the likelihood of being referred back to the Department/School for further information:

1. Have you been aware of the PGR’s circumstances? How has the department been supporting the PGR?
2. Will this request affect the timely intervention of the PGR’s research within wider scholarship? Will the research remain current? If not, how can this be mitigated?
3. Any further information which may help PGR Special Cases to make a decision on this case?

	








	Supervisor(s) Name
	

	Date
	DD/MM/YYYY




	Part D: Departmental Approval 
(To be completed by the departmental Graduate Chair or academic of similar standing) 

	Do you support this request?
	

	Additional comments 
(if required):
	

	Name
	

	Role e.g. Graduate Chair
	

	Date
	DD/MM/YYYY





	Part E: Submission of the form (Please send as Word doc)

	Please ensure that the relevant form is completed fully and accurately before it is submitted to Special Cases. This will save time for both Student Services and academic departments and ensure faster processing of the request.
Before the form is submitted please ensure that:
a) The PGR details are accurate
b) Details of any outside funding has been provided (i.e. Research councils, foreign student loans, etc.)
c) "Electronic" signature confirmation of the Graduate Chair or their nominee has been provided. 
Please note that Special Cases will require access to edit and comment on this form, therefore we cannot accept PDF versions. Additional evidence and relevant additional documentation can be sent as PDFs. 

Once complete, email this form plus attachments to pgr-special-cases@york.ac.uk and the Special Cases team will consider this recommendation. A decision will then be emailed to the PGR and the academic department.





	Part F: To be completed by the Special Cases Officer 

	Delete rows as appropriate
	Type of deadline
	Current date:
	If approved, date will be:

	Year 1 Progression
	
	

	Year 2 Progression
	
	

	Year 3 Progression
	
	

	End of registration
	
	

	Submission deadline
	
	



Previous Case History:




	Case Officer Summary: 


	Case Officer Decision
	Approve/Reject and rationale for decision 

	PGR Finance updated?
	Yes / TBC / N/A

	Visa Compliance consulted? (only for Student Visa PGRs)
	Yes/ No/ N/A

	Name 
	

	Date
	DD/MM/YYYY
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