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	RETURN TO STUDY FORM 
For withdrawn students returning to the SAME COURSE of study within 2 years
STUDENT VISA HOLDERS PLEASE COMPLETE SEPARATE FORM


	Prior to completing this form, you must:

	
· Review guidance on Ask Herts to determine if completion of this form is required. If you have been withdrawn for less than 12 months a form may not be required, follow the steps outlined on Ask Herts
· Ensure that you are fully aware of any implications to your fees and funding by returning to study. Any outstanding debt must be cleared before you will be permitted to return. Please seek advice from the Student Finance team: finance-tuition@herts.ac.uk 
· Speak with the Programme Leader of the course to let them know of your intentions to return (they are also required to complete a section of this form) 
· If you do not know who this is, please contact ask@herts.ac.uk who can put you in contact with the Student Administration Service to help connect you to the right person. 

We recommend a minimum of 8 weeks’ notice ahead of the start of the course you want to return to submit this form. 

	

	

	Section 1 
	To be completed by the STUDENT 

	Section 2
	To be completed by the PROGRAMME LEADER 

	Section 3
	STUDENT ADMINISTRATION SERVICE to review form, academic approval and student record 

	Section 4
	ADMISSIONS to review form and process on SRS accordingly 


	SECTION 1: STUDENT and COURSE DETAILS (to be completed by the student)


	ID Number: Click or tap here to enter text.

	First Name: Click or tap here to enter text.
	Surname: Click or tap here to enter text.

	Email Address: Click or tap here to enter text.
	Phone Number: Click or tap here to enter text.

	Address: Click or tap here to enter text.

	Nationality: Click or tap here to enter text.
	Country of birth: Click or tap here to enter text.
	Country of permanent residence: Click or tap here to enter text.

	Are you an international student requiring a student visa?
If you have answered YES, you must instead complete and submit a different form (see Ask Herts)
	YES ☐
	NO ☐

	Do you have a disability?
	YES ☐
	NO ☐

	Do you have a criminal conviction?
	YES ☐
	NO ☐

	Course name: Click or tap here to enter text.
	Course code: Click or tap here to enter text.

	Student declaration: I confirm I have taken the necessary advice from Student Finance and have sought guidance from the Programme Leader. I wish to proceed with my request to return to study. 


	Student signature: Click or tap here to enter text.
	Date signed: Click or tap to enter a date.



	
SECTION 2:  ACADEMIC APPROVAL (to be completed by programme leader)


	I confirm that the student has discussed returning to their programme of study following withdrawal and this has been approved:
	 YES ☐
	NO ☐

	Please confirm the following. Providing as much detail as possible to ensure the student administration team can update the record correctly and efficiently. 


	Did the student achieve any credit on this course before they withdrew previously? 
	YES ☐
	NO ☐

	If yes, will this credit count towards the course on their return 
	Y  ☐
	N  ☐
	N/A  ☐

	List any module codes to be counted below:  





	List any module codes to be excluded below:





	If there have been any changes in modules/codes since the student originally studied this course, please detail any replacement module information:
Click or tap here to enter text.


	Please provide any additional information relevant to this student’s return to study (e.g. student can return but does not need to study Sem A modules / student can return but will switch from Sem A to Sem B cohort etc.) 
Click or tap here to enter text.

	Name: Click or tap here to enter text.
	Signature:Click or tap here to enter text.
	Date signed: Click or tap to enter a date.




	
SECTION 3: STUDENT ADMINISTRATION (form to be reviewed by student administration team) 


	Please ensure the student and programme leader have completed all relevant sections of this form. Return incomplete forms to the student and/or programme leader. 


	Course code: 
	Click or tap here to enter text.

	Course instance:
	Click or tap here to enter text.

	Point of Entry (i.e. Year 1 / Year 2 etc.):
	Click or tap here to enter text.

	Month of Entry:
	Click or tap here to enter text.

	Year of Entry:
	Click or tap here to enter text.

	
Review the student record and forward this completed form to the relevant admissions team. 




	
SECTION 4: ADMISSIONS (review form and process approved requests on SRS) 


	
Review form and process as required on SRS.


	
Save a copy of this form to the Student File.
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