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Request to Transfer Degree Programme during weeks 1 – 3 
for new UG and PGT students only 
Any other transfers should be processed through the normal route 

 
Before making any decisions, students should seek advice from their Academic Tutor and/or Programme 
Director / Advisor / School Director of Teaching and Learning, as well as consulting the relevant Programme 
Specification(s) found on the University of Reading website:  www.reading.ac.uk/progspecs/. The Student 
Support Coordinator  or the Henley Helpdesk in the Henley Business School should also be consulted 
regarding the potential financial implications of transferring to a different degree programme. 
 
 
Students must be aware that there is no guarantee of transfer.  Consideration will be made subject to the 
prerequisites of the programme specification, programme/module availability and also the academic 
performance of the individual student. 
 
 
During weeks 1 – 3 of Semester 1 for new UG / PGT students, the process is as follows: 
 

1. Student visits Support Centres/Henley School office and completes the form with Student Support 
Coordinator (SSC)/Henley School office, who check module availability and completes Sections 1 - 4 
with student.  

2. SSC / Henley School Office send form to ugadmissions@reading.ac.uk / 
pgadmissions@reading.ac.uk and advises students that they will be informed of the outcome of this 
request. 

3. Admissions carries out checks and completes form (section 5) and then returns this to Student Advice 
and Support Manager (SASM) / Henley School Office.  

4. SASM / Henley School Office carry out final checks (availability of compulsory modules), processes 
module changes and informs student. 

5. SSC / Henley School Office complete the transfer on RISIS portal. 

 
THE DEADLINE FOR SUBMISSION OF THIS FORM:  Wednesday 14 October 2026 at 17:00 hrs. 
 
While a case is being considered, it is important that students continue to attend classes, submit coursework 
and attend examinations until notified of outcome of request.  
 
Please note that completing this form does not ensure a space on a programme or a compulsory or optional 
module, or that this transfer will be approved by Admissions. Availability of modules during weeks 1-3 changes 
on a daily basis. 
 

SECTION 1 – PERSONAL DETAILS 

Name:  Student Number:  

University Email:  Part 0/1 / PGT:  

Are you a Tier 4 / Student Route Visa 

holder?    (Yes/No) 

Academic Tutor:  School:  

Current Degree Programme:  Mode of attendance – full / part time 

 

SECTION 2– Change of Degree Programme 

Degree you wish to transfer to:  

 

Mode of attendance – full / part time 

 

Student Services 

http://www.reading.ac.uk/progspecs/
https://www.reading.ac.uk/essentials/Support-And-Wellbeing/Support-Arrangements/student-support
https://www.reading.ac.uk/essentials/Support-And-Wellbeing/Support-Arrangements/student-support
mailto:ugadmissions@reading.ac.uk
mailto:pgadmissions@reading.ac.uk
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SECTION 3 – REASONS FOR REQUEST (Why do you wish to change degree programme?) 

Please Note:  You may seek advice from your Academic Tutor and/or Programme Director / Advisor / 
School Director of Teaching and Learning as well as consulting the relevant Programme Specifications 
found on the University of Reading website (www.reading.ac.uk/progspecs/ . 

 

 

SECTION 4 - STUDENT CONFIRMATION  

I, the Student, acknowledge that the information provided is correct and it may be disclosed to the relevant 
Officers of the University who are responsible for considering or processing this change of status request.  
I, the Student, also confirm that I have consulted with my Academic Tutor and/or Programme Director / 
Advisor of the current programme I am studying that I wish to transfer degree programmes.  

Student Name:  Date:  

Signature:  

 
 
 

SECTION 5– ADMISSIONS CONFIRMATION  

The Admissions department signs off the form, after carrying out checks on department numbers, entry 
requirements and identifies any Visa issues.  

Request to transfer approved?   Yes: ☐                              No: ☐ 

If denied, what are the reasons? 

 

 

 

Name:  Date: 

 
Signature:  

 
 
Admissions to return form to Student Advice and Support Managers in Support Centres  
(tl-SASM@reading.ac.uk) OR Henley School Office (henleyschooloffice@henley.ac.uk ). SASM / Henley School 
Office check whether modules are still available before giving final approval for the transfer. 
 
 
 
 
 
 
 
 
 
 
 

http://www.reading.ac.uk/progspecs/
mailto:tl-SASM@reading.ac.uk
mailto:henleyschooloffice@henley.ac.uk
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SECTION 6– STUDENT ADVICE & SUPPORT COORDINATOR / HENLEY SCHOOL OFFICE APPROVAL * 
confirming decision made by the School in agreement with the Student 

Name:  

Signature:  

Date:  

 

SECTION 7– DENIED * If approval is not given, please state reason below 

 

 

Name:  

Signature:  

Date:  

 
PLEASE NOTE: 
If a transfer has been approved by Admissions, but a compulsory module is capped and full, please refer this to 
your Head of Support Centre /Head of Programme Administration (in Henley Business School). 


