
APPENDIX SIX Course Internal Transfer Procedure for Home Students: Quick Guide


	All requests for the following Professional courses should be referred to Direct Admissions: 

BA (Hons) Primary Education
BA (Hons) Primary Education with Maths
BSc (Hons) Physiotherapy
BA (Hons) Social Work
BSc (Hons) Speech & Language Therapy
BSc (Hons) Mental Health Nursing
BSc (Hons) Adult Nursing
	The student would like to …

	
	… change to a new course on the same academic level

Level 4 of course X to level 4 of course Y
	… change to a new course on a higher academic level

Level 4 of course X to level 5 of course Y (including Foundation Year to a different linked degree)
	… change to a new course on a lower academic level

Level 5 of course X to level 4 of course Y
	… change their current mode of study

E.g. part-time to full time, full-time to full-time with sandwich

	The student is …
	... enrolled, and would like the change to occur in the current academic session
	This is processed in PROFESSIONAL SERVICES; the student will need to contact the receiving Programme Leader to see if it is possible to switch, and complete and return a Transfer of Course form online.
	This is processed in PROFESSIONAL SERVICES; the student will need to contact the receiving Programme Leader to see if it is possible to switch, and complete and return a Transfer of Course form online.
	This is processed in PROFESSIONAL SERVICES; the student will need to contact the receiving Programme Leader to see if it is possible to switch, and complete and return a Transfer of Course form online.
	This is processed in PROFESSIONAL SERVICES with permission from the Head of Department. For transfers between sandwich routes, approval should be on the basis of written confirmation from the Placements Tutor that a placement can be arranged for the student.

	
	… enrolled, and would like the change to occur in the next academic session


	This is processed in PROFESSIONAL SERVICES; the student will need to contact the receiving Programme Leader to see if it is possible to switch, and complete and return a Transfer form online.


(Amended March 2021)
	This is processed in PROFESSIONAL SERVICES; the student will need to contact the receiving Programme Leader to see if it is possible to switch, and complete and return a Transfer of Course form online.
	This is processed in PROFESSIONAL SERVICES; the student will need to contact the receiving Programme Leader to see if it is possible to switch, and complete and return a Transfer of Course form online.


(Amended March 2021)
	This is processed in PROFESSIONAL SERVICES with permission from the Head of Department. For transfers between sandwich routes, approval should be on the basis of written confirmation from the Placements Tutor that a placement can be arranged for the student.

	
	… not enrolled
	This is dealt with by ADMISSIONS; standard UCAS application processing procedures apply.
	This is dealt with by ADMISSIONS; standard UCAS application processing procedures apply.
	This is dealt with by ADMISSIONS; standard UCAS application processing procedures apply.
	This is dealt with by ADMISSIONS; standard UCAS application processing procedures apply.



Online Course Transfer Form - https://manmetuni.cherwellondemand.com/CherwellPortal/AssistDL/SAMLlogin/One-Step/DLARTRNF1

























