Student Records
Change of Programme
User guide – Change of Programme (Student)
Student task
Overview
This online process has replaced the previous paper forms for the Change of Programme process. It can be found on eVision under the Change of Circumstances tab alongside other changes to your programme of study. 
The most important part of this process is discussing any changes with your course lead, academic tutor, or other university contact e.g. PASS or Student Records. 
Screenshots
1. Change of Programme is clicked. If a request already exists but has not been approved yet, then a review screen will be shown (see step 5). If there are no open requests, then it will continue to step 2. 
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2. Please read the guidance on this page. You must tick all of the boxes to continue, even if they do not apply.
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3. The section below displays your current programme/course details, if there are any errors or discrepancies then please contact Student Records. Please read the guidance at the top of the page carefully. Clicking Next takes you to the next page.
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Change of Circumstances

Change of Circumstances

You can use the below panel buttons to request changes to your modules, programme of studies or apply for suspension. These online tasks have replaced the original paper forms. Any decisions made regarding the below
buttons should have already been discussed with the relevant persons, and the receipt of an online request should not be the first point of notice

Change of Circumstances options

Change of Module Change of Programme

B f

Application for Suspension Application for Withdrawal

Useful forms

User guides - Student guides
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Guidance notes.

Students may apply to change programme but there s no automatic right o do so. Considerations in assessing the application include:
- The University's Credit Accumulation and Transfer Scheme
- Entry requirements for the programme to which the student wishes to transfer.
- Programme requirements including any compulsory for award modules.
- Resource implications of the change

More information about the programme/courses can be found online on the programme specifications webpages. The form must be fully completed, submitted, authorised and received in Student Records by the end of the second week of the semester in which the programme is
taught.If the request s submitted after this period, then itis submitted as a late change and should be indicated as such on the form.
The change must follow a process of consultation and advice and, depending upon the nature of the change may require the approval of the following before it can be affected:

- Associate Head or Course/Programme Lead - current programme.

- Associate Head or Course/Programme Lead - new programme.

- Student Records in Registry for regulations.

This form is to be sed for all types of change of scheme, for example:
= Change from full-time mode of study to part-time.
- Changing programme (either within the same school/department or to a different schoolidepartment)
- Changing between placement and non-placement versions of the same programme.

‘You will be informed if the change of programme is approved via email.

Before proceeding please read and tick both boxes below before clicking Next

(3 1 confirm that | have had discussions with the relevant Associate Heads and understand
the implications of my change of programme request. | also understand and appreciate
the implications of changing programme after the two week deadline and accept the
academic outcome of doing so. | undertake not to use this late change as subsequent
grounds for appeal

O Changing your programme or mode of attendance can have implications on your
funding, please check to confirm you have been in contact with the Student Funding
Advice team (if appropriate) and that you have been informed of the funding
implications *
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Guidance notes.

Please review your current course detalls and indicate the type of change you wish to make below. This change should follow a process of consultation and advice and, depending upon the nature of the change may require approval of the following
- Change of Programme: Course/Programme lead of current and new programme
- Change of Mode of attendance: Course/Programme lead of current programme
- Change of placement: Student Records/Registry

Name L]
Student code [ ]
Year of Entry 202213
Current programme of study BA Hons English Literature
Programme start date 1910912022
Mode of Attendance Fullime
Department English Literature
Current route code English Literature
Current course code BA Hons English Literature
Level of Study L4
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Please choose which type of change you wish to request and when you would like the change to take effect. Depending on the change it may not be possible to make changes within particular periods.

Change request” Changing Programme/Course
Changing Mode of Attendance only

Changing placement options only

When do you want the change to be effective from* Current year - ASAP v
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Guidance notes.

You should have discussed you intention to change programme with the relevant academics. Please enter a value for your last date of attendance if known or expected last date if this s in the future. I you wish to change your programme for next year, you will have a further question regarding
your intentions for the current year, please Select a value most appropriate to your situation as discussed with the relevant academic.

Below this please select the school of the programme/course you wish to change to. If you are changing to a different programme/course within the same school please still ensure this is selected.

Last date of attendance on current programme* x| = This question is mandatory and cannot be left biank.

School changing to:* School of Arts v

If you are completing this form after the two-week deadiine, by selecting 'Yes' you are confiming you have spoken to the relevant Programme/Course Lead and understand and appreciate the implications of changing programme after the deadiine and accept the academic outcome of doing so.
You undertake not to use this late change as subsequent grounds for appeal.

Are you submitting this request as a Late Programme Change? No -1 am ot submitting a late request v
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Guidance notes
Please use the drop-down menu below to select the department of the programme/course you wish o change to. The departments shown in the list will depend on the school chosen in the previous step.

Department* Counselling (School of Education, Language & Psychology) v

Back Exit
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Guidance notes.
Please use the drop-down menu to select the course you wish to change to. Your previously selected School and Department are shown below as well

school School of Education, Language & Psychology
Department Initial Teacher Education
Course changing to* BA (Hons) Primary Education 3-7 years (Lpr) with Foundation Year (BQPLEFFT) v

Back Exit
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Guidance notes.

Please use the drop-down menu to select the route you wish to change to. This is the version of the course, you have selected on the previous step, that you wish to change to and should have been discussed with your academic tutor, or the relevant programme/course leads. In some cases.
there are duplicate options in the drop down that look the same, as long as you have selected one, you would be put on the correct course when the change s applied.

Route changing to* LPRES ((Lower) Primary Education) v

Back Exit
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Please use the text box below to indicate what optional modules you would choose as part of the change. You should have discussed these options with your academic tutor, or the relevant programme/course leads, but you can also find out more information about the courses and the modules.
available online on the programme specifications webpages.

Please indicate what optional modules you are wanting to change
to:

Back Exit





image10.png
e of prog om

‘You wil need a valid DBS certificate to complete your change of programme. You should have already been in contact with the Placements team, but they will be notified of this request to change.

1 give my consent for York St John University to share the certificate number and date of my DBS certificate with the schools where | am working on placement during my programme. | understand that the schools in which | complete my placements will record this data on their Single Central Record
whilst | am in school and will delete it after | am no longer working there.

Igive my consent to the above: O Yes

O No, I do not consent

Are you registered with the DBS update service (where your O No

certificate is kept up to date 50 that your employers can make ves
instant status checks online)?

If you have answered 'Yes' to the previous question, do yougive O Yes

consent for any school where you are on placementtomakea \ o

status check online?  —
O Not applicable
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Statutory guidance Disqualification under the Childcare Act 2006 sets out the responsibiliies of Schools and Initial Teacher Training providers in ensuring that those who work in childcare or early years settings are asked to declare whether they (or as far as they are aware) members of their
housenolds are disqualified from working in a childcare setting

Student teachers on all routes working in eligible settings must complete this declaration.

Have you been barred from working with children by the Yes

Disclosure and Barring Service?

No

Are you included on the Secretary of State's Prohibition List? Yes

No

Have you ever been cautioned or convicted of any offences Yes

against a child? No

Have you ever been cautioned or convicted of any violent or Yes

sexual offences against an adult?

No

Have you ever been subject to an order in relation to the care of Yes

children?

No

Have you been refused registration or had your registration Yes
cancelled in relation to childcare or children's home or have you

been disqualified from private fostering?

No

If you have answered YES to any of the questions above then please provide further information o the next page
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Declaration
- Al the information that | have provided is complete and correct to the best of my knowledge and belief

« 1 understand my responsibilities in relation to safeguarding children and will notiy the university immediately should my circumstances change in the future.

« I understand that if | am unfortunate enough to receive a formal caution or a criminal conviction whilst studying at York St John University, | must immediately inform the designated officer in the School. The designated officer for Initial Teacher Training programmes is the Head of Initial Teacher
Education. This may affect your continuation on the programme.

= 1 understand that failure to adhere to these regulations may amount to misconduct

(] I declare | have read and understood the above”

The Childcare (Disqualification) Regulations 2009

Disqualification under the Childcare Act 2006 Statutory Guidance





