

Student Records
Application for Suspension
User guide – Application for Suspension (Student)
Student task
Overview
This online process has replaced the previous paper forms for the Application for Suspension process. It can be found on eVision under the Change of Circumstances tab alongside other changes in your modules of 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. This form should not be the first point at which your intention to suspend is raised.
If you are a research student, you will see slightly different screens. You can view your screenshots here.
Screenshots
1. Application for Suspension is clicked. If a request already exists but has not been approved by an academic yet, then a review screen will be shown (see step 7). If there are no open requests, then continue to step 2. 
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2. Please read the guidance on this page, you can follow the links to find out more information about the process and access the University's policy documents. You must tick all the boxes even though they may not apply. 
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3. This section above displays your current programme/course details, if there are any errors or discrepancies then please contact Student Records. 
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4. The page below is for the main details of your request. Please read all the help text (in blue) and questions fully before completing the sections. If you are unsure of what to put for any section please discuss these with your course/programme lead or academic tutor in the first instance or student records.
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Only visible if editing an open request

Reminder – When uploading documents please give them descriptive names including your student code and name. The documents will not be uploaded unless you press 'Upload' before proceeding to the next step.
5. The page shown below is a review of the information you have provided, if you notice any errors in what you have put, Clicking Back will take you back to the previous step. If you have uploaded incorrect files these can be deleted and re-uploaded.
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6. Clicking Submit will send an email to the appropriate approver, as well as sending a copy of your request to your university email address, showing you the below screen.
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7. If an open request exists, the below screen will show an overview of your previous request. Clicking edit will allow you to repeat the process, making any changes as required. If this request is no longer needed, then please contact Student Records.
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[bookmark: _Research_Students_-]Research Students - Screenshots
1. Application for Suspension or Extension is clicked. If a request already exists but has not been approved by an academic yet, then a review screen will be shown (see step 7). If there are no open requests, then continue to step 2. 
[image: Graphical user interface, website
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2. Please read the guidance on this page, you can follow the links to find out more information about the process and access the University's policy documents. You must tick all the boxes even though they may not apply. 
[image: Graphical user interface, text, application
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3. This section above displays your current programme/course details, if there are any errors or discrepancies then please contact Student Records. You should also be confirming the stage of your course at this stage. Most postgraduate research students should tick research only. If you are on a professional doctorate course, and still enrolled on taught modules then you should indicate this here.
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4. Research only students – If you have indicated you a research only student then you will be asked whether you are wanting to suspend your studies or request extension. 
[image: Graphical user interface, application

Description automatically generated]4



5. The page below is for the main details of your request. Please read all the help text (in blue) and questions fully before completing the sections. If you are unsure of what to put for any section please discuss these with your course/programme lead or academic tutor in the first instance or student records.
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Only visible if editing an open request

Reminder – When uploading documents please give them descriptive names including your student code and name. The documents will not be uploaded unless you press 'Upload' before proceeding to the next step.


6. The page shown below is a review of the information you have provided, if you notice any errors in what you have put, Clicking Back will take you back to the previous step. If you have uploaded incorrect files these can be deleted and re-uploaded.
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7. Clicking Submit will send an email to the appropriate approver, as well as sending a copy of your request to your university email address, showing you the below screen.
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8. If an open request exists, the below screen will show an overview of your previous request. Clicking edit will allow you to repeat the process, making any changes as required. If this request is no longer needed, then please contact Student Records.
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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
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Application for

Guidance notes
Please read the Suspension of Studies Policy and procedure document before completing this form. This document can be found using the ollowing link to the Suspend your Studies webpages

Please note: - The date you suspend from can have a significant effect on the amount you pay for your tuition fees and on the amount of any fee refund you may be eligible for. This applies to students receiving a Student Loans Company (SLC)/Student Finance England (SFE) Tuition Fee Loan
as well as to students paying their own fees.

If you are an international student on a Student Visa (formerly Tier 4 visa), your visa status in the UK will be affected if you suspend your studies.
Please see the following statements, and check the box to confirm you have read and understood them even if they do not apply to you directly.

O 1 have sought academic advice from the Associate Head of School/Supervisor/School
Research and Knowledge Transfer lead (as appropriate)*

O 1 have discussed the fee or SLC/SFE funding issues with Student Finance and fully
understand the implications of suspension. | am aware of the financial implications if | have
alterative funding instead.

[ International students in the UK on Student visas (formerly Tier 4 visas): | understand
that the University will notify the Home Office of my suspension of studies. | have discussed
and fully understand the visa consequences of my suspension with the International Office.*

Please tick all of the boxes to allow you to proceed to the next step. Even though some may not apply to your directly. you are confirming you have read them
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Guidance notes.

Please review your programme/course details below. If any of the details are wrong, please contact Student Records at studentrecords@yorks] ac.uk.

Name — CHEEEEEED
a—

Student code

Year of entry 202172
Current programme of study BSc Hons Occupational Therapy
Programme start date 2710912021
Mode of Attendance Fulltime
Department Occupational Therapy
Current route name Occupational Therapy
Current course name BSc Hons Occupational Therapy
Level of Study L4
Are you on a course at a Partnership institution? No

Are you an international student in the UK on a student visa? No
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Dates of suspension
The normal period of a suspension of studies is one year. You will normally return to your programme 12 months from your Iast date of attendance. If you would like a shorter period of suspension please contact the Student Records Team for guidance.

‘You wil not normally be allowed to repeat periods of study longer than one half of a module’s teaching, except in exceptional circumstances with approval by the Specials Cases Committee since this may give an unfair advantage over other students. Any requests to repeat more than one
third of the teaching wil need to be supported by evidence that the previous teaching period was damaged by your exceptional circumstances prior to suspending
‘You may be required to pay if approval is given for you to repeat more than one third of a module’s teaching. More information on requirements can be found on the Reassessment webpages

When entering your last date of attendance below, please specify the full, exact date. This should be:
« The last day you attended a teaching session
- Submitted a piece of work
- Or showed substantial online engagement with a YSJU academic forum such as Moodle.

Email address (for contact with during suspension period)® ‘ |

Your last date of attendance is/was:* =

Date of return*

Grounds for application - please indicate the option that best Medical
describes your circumstances. More information can be included T =
further down the form.”
Personal
Academic
Financial

Parental Leave

Supporting statement
This box should be used to provide a brief overview of the reasons for your application for suspension. You can upload supporting evidence below: This box can aiso be used for more detailed statements if required. If you are not repeating teaching or not voiding any assessments, then

supplementary evidence may not be required
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Supporting statement”

Evidence enclosed

Please list the evidence you are enclosing in the text box below: You should then use the document upload function to upload any documents you have specified. When submitting documents please remember to give them descriptive names and include your student code as a reference. The.
upload button must be clicked for the document to be uploaded.

Examples of evidence for the different grounds would be:
« Medical - Doctor's note, hospital letter, other qualified health practitioner's letter
= Mental Health - Doctor's note, hospital letter, other qualified health practitioner's letter
- Personal - Supporting statement written above or an uploaded letter of explanation
« Academic - Supporting statement written above o an uploaded letter from an academic. You should have discussed this application with the programme lead already, they will be able to submit their statement as part of the approval process
- Financial - Bank statement or letter, supporting statement written above or an uploaded letter of explanation, funding body correspondence
- Parental Leave ~ MATB1 form, birth certification

Please briefly state the type, and number of documents attached
as evidence e.g. 1 doctors note, 1 letter*

Application for Suspension - Evidence for upload

Use the browse bution to select files and then press the upload button o submit them.

Browse My Computer Upload
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Application for Suspension - Module and assessment information

Module and assessment information

Please list any assessment deadiines for:
- Assessments that were not complete before your last date of attendance
« Assessments that are recommended to be repeated

Link to blank Module and assessment details form ~ SUSPENSION - MODULE AND ASSESSMENT DETAILS.DOCX (33KB)

Suspension - Module and Assessment details

Use the browse bution to select files and then press the upload button o submit them.

Browse My Computer Upload

Uploaded documents

Uploaded documents  GEESSSSSSSSSGSG—_—__N. - \5cssent details (33K8)
S D0c(0rS note (12KB)
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Guidance notes.

Please review your request below.

Name

Student code

Year of Entry

Current programmelroute

Programme start date

Mode of attendance

Current department

Current course/level of study

Date of request

Email for contact

Last date of attendance

Date of return

L J

L]

202172

BA Hons Music Production~Music Production
27/09/2021

Fulktime

Music Production

BA Hons Music Production~L4.

09/Mar/2022
L ——

11/Mar/2022

13/Mar/2023
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Grounds for application

Supporting statement

Evidence uploaded

Evidence uploaded

Module Assessment details

Programme lead

MEDICAL

Mutley, you snickering, floppy eared hound. When courage is needed, you're never
around. Those medals you wear on your moth-eaten chest should be there for bungling
at which you are best. So, stop that pigeon, stop that pigeon, stop that pigeon, stop that
pigeon, stop that pigeon, stop that pigeon, stop that pigeon. Howwww! Nab him, jab him.

1 doctors notes

@ - Doclors note (12KB)

@D - /ssessment information (33KB)
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Application for Suspension form

Your request to suspend your studies has been sent to the appropriate approver. A copy of your request has also been sent to your university email address.
Please note, submission of this request is not confirmation of the change, you will receive a separate email once any changes have been processed by Student Records.
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Guidance notes
You have already applied for a suspension which has not yet been reviewed by the programme lead. You can view these details below. If you wish to change any details or no longer wish to continue with the application please contact Student Records at studentrecords@yorks] ac.uk

Name L]

Studentcode  QEENEED

Year of entry 202172
Current programmelroute MSc Marketing~Marketing
Programme start date 27/Sep/2021
Current department Business Management
Current coursellevel of study MSc Marketing~L7
Date of request 13/May/2022

Email for contact C ]

Last date of attendance 13/May/2022

Date of return 15/May/2023

Grounds for application MEDICAL
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Supporting statement

Evidence uploaded

Evidence uploaded

Module Assessment details

Programme lead

Insipidity the sufficient discretion imprudence resolution sir him decisively. Proceed how any.
engaged visitor. Explained propriety off out perpetual his you. Feel sold off felt nay rose met
you. We so entreaties cultivated astonished is. Was sister for few longer mrs sudden talent
become. Done may bore quit evil old mile. Iflikely am of beauty tastes. Test sentence.

1 doctors note

G - Doctors note (12KB)

N - /ss¢ssment details (33K8)

Gregg Addicott
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Home  Exams&results +  Posigraduate Research | Change of Cifcumstances | Student record ~  Personal Details ~

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 or Extension Application for Withdrawal

Useful forms

User guides - Student guides
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Guidance notes.

Please review your programme/course details below. If any of the details are wrong, please contact Student Records at studentrecords@yorks] ac.uk.

Student code

Name  CEED

Year of entry 202011
Current programme of study Media Studies PhD
Programme start date 0110212021
Mode of Attendance Fulltime
Department Media and Film Studies
Current route name Media Studies Research
Current course name Media Studies PhD
Level of Study L8
Please could you confirm the stage of your course:* 1:am currently enrolled on taught modules

1:am currently a research only student

Are you on a course at a Partnership institution? No

Are you an international student in the UK on a student visa? No
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Application for Suspension - Suspend or Extend

Guidance notes
Please select the type of change you are requesting today. Please ensure you pick the correct option as you will be unable to change Iater, and you would need to submit a new request instead.

Change requested Suspension

Extension
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Dates of suspension
The length of suspension/extension requested should be reasonable in the sense that it bears close relation to the problemdifficulties you have experienced. Suspensions can usually only be granted for whole calendar months.

When entering your last date of attendance below, please specify the full, exact date. This should be:
« The last day you attended a teaching session
- Orsubmitted a piece of work
- Or showed substantial online engagement with a University academic forum such as Moodle.

For postgraduate research students who have taught modules e.g. for professional doctorate courses. You will not normally be allowed to repeat periods of study longer than one half of a module’s teaching, except in exceptional circumstances with approval by the Special Cases Committee
since this may give an unfair advantage over other students. Any requests to repeat more than half of the teaching will need to be supported by evidence that the previous teaching period was damaged by your exceptional circumstances prior to suspending

‘You may be required to pay for repeat tuition If approval is given for you to repeat more than half of a module’s teaching. More information on requirements can be found on the Reassessment webpages

Email address (for contact with during suspension period)* ]

Your last date of attendance is/was:*

Date of return*

Grounds for application - please indicate the option that best Medical
describes your circumstances. More information can be included T =
further down the form.”
Personal
Academic
Financial

Parental Leave

Supporting statement
This box should be used to provide a brief overview of the reasons for your application for suspension/extension. You should also upload evidence below. This box can also be used for more detailed statements if required. If you are not requesting to repeat teaching or not to void any
assessment marks, then supplementary evidence may not be required.

‘Your supporting statement should describe how your difficulty affects your ability to progress your research (please give examples). You should also consider the following
- Ifthis request s for a retrospective suspension of study please explain why it was not possible to make the request at an earlier stage (please note that suspensions cannot normally be backdated by more than one montn)
- Ifthis request s for an extension of study made during your overtime period please state how much of your thesis is currently completed and how much additional work stil needs to be done prior to submission (g 80% completed, 20% not completed)
- Iyou have requested medical evidence from your doctor (but this has not yet arrived) please state the date of the request and when the information is expected
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Supporting statement” Advice me cousin an spring of needed. Tell use paid law ever yet new. Meant to leam of
vexed if style allow he there. Tiled man stand tears ten joy there terms any widen
Procuring continued suspicion its ten. Pursuit brother are had fifteen distant has. Early
had add equal china quiet visit. Appear an manner as no limits either praise in. In in

Evidence enclosed

Please list the evidence you are enclosing in the text box below: You should then use the document upload function to upload any documents you have specified. When submitting documents please remember to give them descriptive names and include your student code as a reference. The.
upload button must be clicked for the document to be uploaded.
Examples of evidence for the different grounds would be:

« Medical - Doctor's note, hospital letter, other qualified health practitioner's letter

= Mental Health - Doctor's note, hospital letter, other qualified health practitioner's letter

- Personal - Supporting statement written above or an uploaded letter of explanation

« Academic - Supporting statement from an academic. You should have discussed this application with the programme lead already. they will be able to submit their statement as part of the approval process.

- Financial - Bank statement or letter, supporting statement written above or an uploaded letter of explanation, funding body correspondence

- Parental leave — MATB1 form, birt certification

Please briefly state the type, and number of documents attached 1 doctor's note
as evidence e.g. 1 doctors note, 1 letter. If no evidence is being
uploaded please indicate by typing ‘Not applicable™

Application for Suspension - Evidence for upload

Use the browse bution to select files and then press the upload button o submit them.

Browse My Computer Upload

Uploaded documents

Uploaded documents (D  Ooc'o's note (12KB)
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pension - Review

Guidance notes
Please review your request below.

Name

Student code

Year of entry

Current programmelroute

Programme start date

Mode of attendance

Current department

Current course/level of study

Date of request

Email for contact

Change requested

Last date of attendance

Date of return

Grounds for application

G
(]
20201
Media Studies PhD~Media Studies Research
01/0212021
Fulk-time
Media and Film Studies
Media Studies PhD~L8
24/3un/2022
L]
Extension
24/3un/2022

25/Jul2022

MEDICAL
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Supporting statement

Evidence uploaded

Evidence uploaded

Research supervisor

Advice me cousin an spring of needed. Tell use paid law ever yet new. Meant to leam of
vexed f style allow he there. Tiled man stand tears ten joy there terms any widen
Procuring continued suspicion its ten. Pursuit brother are had fifteen distant has. Early
had add equal china quiet visit. Appear an manner as no limits either praise in. In in

1 doctor's note
G - 0ocors note (12KE)
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Guidance notes.

You have already applied for a suspension which has not yet been reviewed by the programme lead. You can view these details below. If you wish to change any details or no longer wish to continue with the application please contact Student Records at studentrecords@yorks] ac.uk

Name

Student code

Year of entry

Current programmelroute

Programme start date

Current department

Current course/level of study

Date of request

Email for contact

Change requested

Last date of attendance

Date of return

D
L ]
20201
Media Studies PhD~Media Studies Research
01/Feb/2021
Media and Film Studies
Media Studies PhD~L8
24/3un/2022
L]
Extension

24/Jun/2022

25/Jul2022





image20.png
Grounds for application

Supporting statement

Evidence uploaded

Evidence uploaded

Research supervisor

MEDICAL
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vexed f style allow he there. Tiled man stand tears ten joy there terms any widen
Procuring continued suspicion its ten. Pursuit brother are had fifteen distant has. Early
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