Student Records
Change of Module
User guide – Change of Module (Student)
Student task
Overview
This online process has replaced the previous paper forms for the Change of Module 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 Module 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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4. This section is for selecting the module/s you wish to change from those you are currently registered one, and then entering the modules you wish to change to. You should read the guidance thoroughly, and provide as much detail as possible for the modules you wish to change to. Clicking submit will send the request to the associated academic, as well as sending you a copy of the request.
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5. The last screen is confirmation that your request has been received.
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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
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Guidance notes.

Please read and tick the boxes below before clicking Next

[ Student Declaration - | confirm that | have had discussions with the relevant advisors
(academic tutor and/or course lead) before applying for this change, and | am aware that |
‘can only change to a module listed s an option for my current programme and level.*

[ Late Declaration - | understand and appreciate the implications that if | am changing a
module after the two-week deadline and accept the academic outcome of doing so. |
undertake ot to use this late change as subsequent grounds for appeal. You will be asked if
this is a late change or ot on the next step.*
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of Module Form

Guidance notes
Please note, a change of module can only occur if the module is fisted as an option on the programme specification for your current programme and level. Consut your advisors (acadermic tutor andlor course lead) before applying for a change.

Module change applcations should normally be made prior to starting the module. You may change modules for the current semester no later than the end of the second week. Where you are submtting this request after the end of the second week, this should be agreed with the ProgrammelCourse Lead in advance, and
this will be considered a late change of module. In such circumstances you must complete the Late Module Change Declaration as part of this process.

Submission of this oniine form will send the requestto the Programme/Course Lead, you wil receive confirmation of submission, please note this is not  confirmation that your request has been approved and you should continue attendance for your original module(s).

Student code
Programme of study | BAHons Media Production Sute
Department | Media Production
Route | Media Production: Film and Television
Coursecode | BAMDSFT

Date of request submi

271Aug2021

Date change will be effective from™ Current year - ASAP v

Late Declaration

If you are completing this form after the two-week deadiine, by ticking Yes' you are confirming you have spoken to the relevant Programme/Course Lead and understand and appreciate the implications of changing module after the deadiine and accept the academic outcome of doing So. You undertake notto use this late
change as subsequent grounds for appeal

Are you submitting this request s a Late Module Change?* No- 1 am not submitting a late request v
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Guidance notes
Please note, a change of module can only occur if the module

listed s an option on the programme specification for your current programme and level. Consult your advisors (academic tutor and/or cor

lead) before applying for a change.

o change from by pressing shift when ciicking in the drop down box. You should use the free text box below to add in the modules you wish to change, please provide as much detail as possible using the programme specifications to find the correct module codes.
il send the request to the Programm

You can select up to two modul

Submission of this online form

ourse Lead, you will receive confirmation of submission, please note this is not a confirmation that your request has been approved and you should continue attendance for your original module(s)

Change from module® | Choose options

This question is mandatory and cannot be left blank

Change to module - please add module codes and titles*

Back Exit
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email address,

Your request to change module(s) has been sent o your Programme/Course lead. A copy of your request has also been sent to your universi

Please note, submission of this request is not confirmation of the change, you should continue to attend your current modules until you receive confimation that the change has been approved.





