COMMON AWARDS

Concessions Request Form

This form should be used for all concession requests.  All requests that require Durham University approval must be submitted to the Common Awards Team – common.awards@durham.ac.uk – in good time (and in line with any timescales noted in the guidance on Concessions) to permit sufficient time for the request to be processed and considered.
It is important that concessions are submitted in advance of any change occurring. Furthermore, it is essential that the student is only informed they can go ahead with the points outlined in the concession (i.e. transferring programme within a TEI) once approval has been given. It may be that the Chair of the Common Awards Management Board in Durham does not approve the concessions and then the TEI has disadvantaged the student by not following correct procedure. 
If this concession requires TEI approval and results in any changes to the student’s record as outlined in the form below, please forward the form to the Common Awards Team once the concession has been approved (there is no need to send the supporting evidence for TEI approved concessions).
If this concession requires Durham University approval and results in any changes to the students’ record as outlined in the form below, TEIs must ensure that changes are not made to the student’s record in Moodle until the request has been approved. 
	SECTION A: TO BE COMPLETED BY THE TEI


Is this request:

For Durham’s approval                                For TEI approval /Durham’s records    
	Name of TEI:
	[Name of TEI]


	Student’s full name:
	     

	Banner ID:
	     

	Programme title:
	     

	Student’s registration date:
	     

	Is the student an Ordinand?
	Yes   No 

	Is the student full or part time?
	Full Time  Part Time 


PLEASE NOTE: 

· TEIs are responsible for liaising with the Ministry Development Team, for approval, if the student is an Ordinand. 
· TEIs are responsible for sending paperwork relating to Ministry Development Team approved pathways and non-accredited modules to the Common Awards Team.
What type of concession is the student requesting? You may submit more than one type of concession on this form if they are related to the same set of circumstances:
	Requiring Durham University approval:

	Non-standard admission                                                                                                          

To be used when a TEI wishes to admit a candidate who does not meet the standard entry requirements required to be admitted to a Common Awards programme at the TEI.

Please include:

· a statement detailing the reasons why the candidate is academically suitable for entry onto the programme despite not meeting the TEI’s admissions requirements;

· any evidence seen by the TEI when considered the candidate’s application (application form, supporting statement, CV, etc.)


	

	Exemption from programme requirements
To be used when a student or a TEI wishes to alter a programme of study such that it deviates from the requirements of the relevant programme regulations. 
Please include:

· an explanation of why the student is unable to meet the requirements of the relevant programme regulations;

· current programme of study;

· the proposed programme of study for the student, and an explanation of how the student will achieve the programme learning outcomes (as defined in the relevant Programme Specifications) despite not meeting the requirements of the relevant programme regulations;

· evidence of any relevant medical/mitigating circumstances.


	

	Programme transfer (within TEI) 
To be used when a student wishes to change programmes but does not meet the requirements for the destination programme, or the modules studied do not map directly to the programme regulations of the destination programme.
Please include:

· explanation of the reason for the change;

· a statement from the TEI outlining its support for the transfer, detailing the reasons why the student is academically suitable to transfer onto the programme despite not meeting the requirements (e.g. TEI’s admissions requirements);

· current and proposed pathway information.


	

	Programme transfer (to another TEI)

To be used when a student wishes to transfer to a programme at another TEI (not including after the award of a programme). This should be completed by the destination TEI.

Please include:

· confirmation that the student meets the admissions requirements of the destination TEI and programme and has demonstrated sufficient academic progress during his/her current programme;

· confirmation that the student has met the prerequisite module and learning requirements for the destination programme (please include a marksheet with a breakdown of modules studied to date);

· proposed programme of study;
· evidence that the destination TEI is supportive of the transfer.
	

	Frequency of study
To be used when a student wishes to study less than 40 credits in one academic year (unless this is a direct and unavoidable consequence of a period of suspension that has been approved by the TEI).
Please include:
· an explanation of why the student is unable to study at least 40 credits in the academic year;

· evidence of any relevant medical/mitigating circumstances;

· the proposed programme of study for the student; and

· a statement as to how the student will be supported in making up the missed credits.


	

	Suspension of Studies
To be used when a student requests a formal interruption of study (suspension) which will last longer than 12 months, or an extension to a current suspension request which would take the total time on that suspension over 12 months.

Please include:

· an explanation of the reasons for the suspension and why a period of more than 12 months is being requested, including an explanation of why withdrawing the student is not appropriate; or

· an explanation of the reasons for the request for an extension to the original suspension, noting the need for new grounds for the suspension;

· any evidence submitted by the student in support of the suspension (e.g. medical evidence);

· a revised programme of study.


	

	Extension across two academic years

To be used when an extension to a submission deadline takes the student from one academic year into the next, causing the student’s programme to finish in the academic year after the one in which it was previously due to finish.
Please include:

· an explanation of the reasons for the extension;
· the proposed programme of study for the student, which should also indicate details of the additional workload they may be taking on from the previous year’s study.


	


	Requiring TEI approval:

	Readmission after withdrawal
To be used when a student fails to complete their programme and withdraws without an award, but reapplies to this (or another) programme or TEI within the next five years.
Supporting information should normally include:
· evidence of the student's academic ability and of a positive attitude to study during the time already spent at the/a TEI;

· any mitigating circumstances in respect of the original failure.


	

	Late entry to programme
To be used if a student wishes to be admitted onto a module after the start of teaching or wishes to change their module registrations.
Supporting information should normally include:

· an outline of any academic requirements missed by the student;

· an explanation of how the student will be supported in fulfilling any missed academic requirements;

· information on the extra support the TEI will provide to help the student meet these requirements.
	

	Programme transfer (within TEI) 
To be used when a student wishes to transfer to a programme within the TEI (not including after the award of a programme), and does meet the requirements of the destination programme.
Supporting information should normally include:

· explanation of the reason for the change;
· current and proposed pathway information
	

	Suspension of studies
To be used when a student requests a formal interruption of study (suspension) which will last less than 12 months.
Supporting information should normally include:

· an explanation of the reasons for the suspension;

· any evidence submitted in support of the suspension (e.g. medical evidence).

	


	Details of the concession request:
Please see the Concession Guidance for the kind of information which might be required in support of the request. Please ensure that the form fully captures the reasons why the student requires an exemption, any applicable evidence submitted by the student in support of the concession, and a revised programme of study where relevant. If the form does not include the correct information it will be sent back to the TEI, which could result in a delay in providing the necessary support for the student.

	     



	Changes to Student Records

If the approval of the concession will result in any changes to the student’s record, please indicate the relevant changes below:

	New completion date:        

	New programme of study (programme name and code):      

	New TEI (name and code):      

	New mode of study (part-time/full-time):      

	Updated student’s status (RE/DM):      

	Change to module registration (please list which modules should be removed and/or added for the current year’s registrations):      


	DECLARATION

	I confirm that the information in this concession request form is complete and accurate. I understand that it is a condition of this concession (if approved) that I inform the Common Awards Team if the terms of the concession are not met.

	Signature of the Chair of the TEI’s Common Awards Management Committee (or delegate):
	

	Print name:
	     
	Date:
	     


	TO BE COMPLETED BY DURHAM UNIVERSITY


	Date of receipt:
	[dd/mm/yyyy]


	Observations 

	     


	OUTCOMES
	

	The request is approved 
	
	

	Further information is required 
	
	

	Approval Reference Number
	
	     

	The request is rejected
	
	

	The request is approved with the following conditions:
	
	     


	CONSIDERED BY:
	     

	SIGNATURE: 
	

	DATE:
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