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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 transfer from their programme of study. This form must be circulated as an editable document. 

This form should not be used to request a change in mode (including transfer to a distance-learning programme) - there is a specific form for this.
A PGR may request a transfer to a different PGR programme or PGR programme variant where available and provided that the transfer takes place before the thesis is submitted and subject to any additional restrictions. If a PGR wishes to transfer to an alternative programme at the same level and in the same department this must be agreed by the department. If a PGR wishes to transfer to a PGR programme in a different department this must be agreed by the receiving department and should be agreed by the sending department. 
Transfers should take place as soon as possible, normally before the first formal review of progress (MPhil and PhD PGRs) and (for PhD PGRs only) no later than the second formal review of progress. 
Programme transfers are academic decisions and there is no right of appeal other than on procedural grounds.
Transfers to a lower level programme can be facilitated up until a PGR submits their thesis. 
All transfers must be requested as set out on the YGRS 'change of plan' webpages, and must be approved by the department(s) and PGR Special Cases. The Visa Compliance Team must be contacted by a PGR prior to any proposed transfer for a PGR on a Student Visa, as a transfer may impact their visa or ATAS certificate. 
PGRs should be aware that transferring programme may affect their minimum/normal/maximum period of enrolment and final deadline for submission, the fees they pay, the funding they receive from a funding body or sponsor, their access to accommodation, their eligibility for Council Tax and other issues and should check these issues before making a request. 
A coherent and realistic plan for the completion and submission of the thesis within the new normal period of enrolment (where applicable) may be required as part of the approval process.
For further information and approval criteria, please see the relevant change of plan webpage or refer to Section 7 of the Policy on Research Degrees.

Using this form:
The transfer 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 of the current programme, or their nominee.
· Part E should be completed by the Graduate Chair of the new programme, or their nominee, where relevant.
· Part F explains the process of submitting the form - which should be done by the department. 
· Part G 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?
	Yes/No

	Are you registered with Disability Services? 
	Yes/No

	Current Submission Deadline
	

	Mode of attendance while registered
(delete as appropriate)
	Full time/ Part time/ Campus based/ Distance learning

	Current Year of Study
	

	Current Programme of Study
	

	Current length of programme and intended award (e.g. 3 years, MPhil/ PhD/ EngD)
	

	New Programme of Study
	

	New Department / School
	

	New length of programme and intended award (e.g. 3 years, MPhil/ PhD/ EngD/ MA/ MSc)
	

	With effect from date
	DD/MM/YYYY

	PGR Statement

	Please provide a detailed explanation of your reasons for requesting a programme transfer:











	Disclaimer:  I confirm that the information included in this form is true and accurate to the best of my knowledge at the point of submission. I understand it is my decision to transfer at this stage and any additional work I am required to complete is my responsibility. The academic outcome may depend on my taking on any extra work and being able to cope with the extra workload which may inevitably result from a transfer at this stage in my academic process. Therefore I understand that this additional workload will not be accepted as an exceptional circumstance or grounds for appeal. I understand the financial implications involved in the programme transfer.

	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 (to be completed by the supervisor/s)

	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 for the Current Programme
(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: Departmental Approval for the New Programme
This section is only needed in cases where a PGR is requesting to transfer to a different department (leave blank if not needed): 

	Do you support this request?
	

	Additional comments 
(if required):
	

	Name
	

	Role e.g. Graduate Chair
	

	Date
	DD/MM/YYYY



	Part F: 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 G: 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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