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LEARNER RECORD AMENDMENT FORM
LEARNER PERSONAL DETAILS
Learner Number:	 Click or tap here to enter text.
Forenames: Click or tap here to enter text.	Surname:  Click or tap here to enter text. 
Faculty:	 Click or tap here to enter text.		Programme: Click or tap here to enter text.
Stage/Year: Click or tap here to enter text.	Learner Requiring Immigration Support: ☐

TYPE OF AMENDMENT	
A. Withdrawal*				☐		G. Change of modules			☐
B. Change of programme*		☐		H. Change of personal details		☐
C. Programme deferral*			☐		I. Returning from a break in studies*	☐
D. Module deferral*			☐		J. Change of campus*			☐
E. Assessed work deferral		☐		K. Change of study mode		☐
F. Exemption				☐		L. Other					☐

I certify that the information included on this form is accurate and complete to the best of my knowledge. 
In signing this form, I accept responsibility for payment of all fees due where relevant, to include changes requested in this form.  I understand that if withdrawing or deferring from a programme, once registered and commenced the programme, that I am liable for the full fees associated with the programme.


· Learner’s Signature: __________________________________ 	
Date: Click or tap to enter a date.

	To be completed by International Office for Non-EU Learners Requiring Immigration Support
I confirm this request can proceed with the expectation that this change will not have any implications for the learner’s permission to remain in the state, but all decisions in relation to learner’s permission to remain in the state are ultimately determined by the Irish Naturalisation and Immigration Service (INIS).

· International Office Manager Signature: __________________________________
Date: Click or tap to enter a date.
Amendments showing *(A, B, C, D, I, and J), authorisation is required from International Office due to visa requirements.




SECTION A: WITHDRAWAL (At Learner request)
Notes: Withdrawals should be only be completed if you are withdrawing from a programme, with no intention of returning within the academic year. 
[bookmark: _GoBack]Last date of attendance: Click or tap to enter a date.	 
Reason for withdrawal: Click or tap here to enter text.
I confirm that the learner’s request has been approved.
· Head of Faculty/Programme Director’s Signature: __________________________________ 	
Date: Click or tap to enter a date.

--------------------------------------------------------------------------

	SECTION B: CHANGE OF PROGRAMME
Notes: This request must be submitted within the first 4 weeks of commencement of the academic year.
This request must be authorised by the Programme Directors responsible for the programme you are requesting to exit from and transferring to. 
Exiting programme code:   Click or tap here to enter text.
Signed by HF/PD: _______________________________   Date:	Click or tap to enter a date.
New programme:   Click or tap here to enter text.	
Programme code:   Click or tap here to enter text.
Stage:  Click or tap here to enter text.
Reason for change of programme: Click or tap here to enter text.
I confirm that the learner has been admitted to the programme.
Signed by HF/PD: _______________________________   Date:	Click or tap to enter a date. 

	To be completed by the Faculty:

	
	From: Click or tap here to enter text. 
Modules completed on exiting programme to evidence request for exemptions or APLs.
	To: Click or tap here to enter text. 
Modules where exemptions or APLs are to be granted based on completion of modules in the exiting programme.

	1.
	
	

	2.
	
	

	3.
	
	

	4.
	
	

	5.
	
	

	6.
	
	


 

	SECTION C: PROGRAMME DEFERRAL (DEFERRING ENTIRE PROGRAMME TO THE NEXT ACADEMIC YEAR)
Notes: This request must be submitted within the first 4 weeks of commencement of academic year. Programme deferrals are granted for 1 academic year only and only granted once within the duration of your full programme. 
For further details please refer to QAE Deferrals Procedure.
Last date of attendance: Click or tap to enter a date.	 
Academic Intake when you expect to return: Click or tap to enter a date.
Reason for deferring: Click or tap here to enter text.

I confirm that the learner’s request has been approved.
· Head of Faculty/Programme Director’s Signature: __________________________________ 	
Date: Click or tap to enter a date.




--------------------------------------------------------------------------

	
SECTION D: MODULE DEFERRAL (DEFERRING SOME BUT NOT ALL MODULES TO THE NEXT ACADEMIC YEAR)
Notes: This request must be submitted within the first 4 weeks of commencement of the semester the module is delivered in. Module deferrals are only granted once. For further details please refer to QAE Deferrals Procedure.
Reason for deferral: Click or tap here to enter text.

I confirm that the learner’s request has been approved.
· Head of Faculty/Programme Director’s Signature: __________________________________ 	
Date: Click or tap to enter a date.


	
	Module(s) in which you are seeking a deferral

	1.
	

	2.
	

	3.
	

	4.
	

	5.
	

	6.
	



 


	
SECTION E: ASSESSED WORK DEFERRAL
Notes: Requests for deferral of a module assessed work (i.e. assignment, examination or project) to the next available sitting are only granted due to illness, bereavement, or exceptional extenuating circumstances and must be accompanied with documentary evidence. Requests must be submitted prior to or on the date the assessed work is due. For further details please refer to QAE Deferrals Procedure. 

I confirm that the learner’s request has been approved.
· Head of Faculty/Programme Director’s Signature: __________________________________ 	
Date: Click or tap to enter a date.


	
	Module(s) you are seeking a deferral:
	Please indicate which assessed work you are deferring:
	Please indicate the sitting you are requesting a deferral for:

	1.
	
	
	

	2.
	
	
	

	3.
	
	
	

	4.
	
	
	

	5.
	
	
	

	Please note you are automatically re-registered for the next available sitting of the above modules.



--------------------------------------------------------------------------

	SECTION F: EXEMPTION 
Notes: Academic Module Exemption are normally processed during the application stage. In the exceptional case where you are applying for an exemption, all supporting and documentary evidences must be provided with the LRAF when it is submitted. 

I confirm that the learner’s request has been approved.
· Head of Faculty/Programme Director’s Signature: __________________________________ 	
Date: Click or tap to enter a date.


	
	Module(s) in which you are seeking an exemption
	Module Equivalency in supporting documentary evidence provided
(Please indicate which module on transcript supports request for module exemption)
	Exemption approved by HF/PD (Y/N)

	1.
	
	
	

	2.
	
	
	

	3.
	
	
	

	4.
	
	
	

	5.
	
	
	



	SECTION G: CHANGE OF MODULE REGISTRATION
Notes: This request must be submitted within the first 4 weeks of commencement of semester de module is delivered in. You may be able to submit a request for change of modules, prior to the delivery of an assessment work. Please note that once any assessment is submitted, the module cannot be changed.

I confirm that the learner’s request has been approved.
· Head of Faculty/Programme Director’s Signature: __________________________________ 	
Date: Click or tap to enter a date.


	
	Modules to be deleted
	Modules to be added
	Sitting date

	1.
	
	
	

	2.
	
	
	

	3.
	
	
	

	4.
	
	
	

	5.
	
	
	

	6.
	
	
	



--------------------------------------------------------------------------

SECTION H: PERSONAL DETAILS:
Notes: This request can be submitted at any stage during the academic year.
 - Some change of your personal details (telephone numbers / email address / home address / emergency contact details) can be updated by logging in to  “My Themis” My Contact Details > Add Contact. 
 - Change of Name request must be submitted with valid photographic proof of name change (passport, National ID Card, driving licence or marriage certificate). 
 - Change of Visa requirements must be submitted with copy of new IRP (Irish Residence Permit).
A – Change of Name	☐	(please attach your Valid Photographic ID proof)
B – Update of Preferred Name	☐ 	(please note this does not require any documentation)
C – Change of Visa Requirements	☐ 	(please attach your IRP)
New Details: Click or tap here to enter text.

I confirm that the learner’s request has been approved.
· Head of Faculty/Programme Director’s Signature: __________________________________ 	
Date: Click or tap to enter a date.


SECTION I: RETURNING FROM A BREAK IN STUDIES 
Notes: This request must be submitted prior to the commencement or within the first 4 weeks of the academic.
 - Requests to return from break can only be submitted if period of time since your last registration does not exceed five years 
 - For further details please refer to QAE policy and procedure (QAEC7 - Procedure for a return from a break in studies.
Should you wish to resume your studies, your return must be approved by the Programme Director/Head of Faculty (learners who require a study visa, please contact the International Office). 
Programme title: Click or tap here to enter text. 	
Programme code: Click or tap here to enter text.	
Date of expected return:  Click or tap to enter a date.

I confirm that the learner’s request has been approved.
· Head of Faculty/Programme Director’s Signature: __________________________________ 	
Date: Click or tap to enter a date.

Note for the programme director: if this programme has been revalidated since last date of registration, please provide any relevant mapping of equivalencies.



--------------------------------------------------------------------------

SECTION J: CHANGE OF CAMPUS
Notes: This request must be submitted within the first 4 weeks of commencement of programme or semester. 
If you request to continue on the same programme at a different campus, this must be authorised by the Programme Directors responsible for the programme in both campuses. 
Exiting Campus: Click or tap here to enter text.
New Campus: Click or tap here to enter text.
Reason for change of campus: Click or tap here to enter text.

I confirm that the learner’s request has been approved.
Signed by HF/PD: _________________________	Date: Click or tap to enter a date. (Exiting Campus)

Signed by HF/PD: _________________________	Date: Click or tap to enter a date. (New Campus)


 
	SECTION K: CHANGE OF STUDY MODE 
Notes: This request must be submitted within the first 4 weeks of commencement of programme or semester. Requests for change of study mode must be authorised by the Programme Director responsible for the programme.
Exiting Study Mode:  Click or tap here to enter text.
New Study Mode: Click or tap here to enter text.
Reason for change of study mode: Click or tap here to enter text.
I confirm that the learner’s request has been approved.
Signed by HF/PD: _________________________	Date: Click or tap to enter a date.




--------------------------------------------------------------------------

	SECTION L: OTHER
Please specify: Click or tap here to enter text.
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