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Introduction 
Change of Circumstances are request processes to make changes to your programme of studies including:  

• Change of Programme 
• Study Break 
• Withdrawal 
• Study Restart 
• Authorised Absence 

The below guide provides an overview of the processes which you need to complete to request a change. Please ensure that you follow all guidance 
during the request process, access guidance documents/websites and speak to relevant teams at the University to ensure that the change is right for 
you.  

Change of Programme 
What is a change of 
programme request?  

A change of programme (or transfer) is moving from one programme to another programme of study. There are two 
types of transfer within the University:  

• An immediate transfer 
• A planned transfer 

How to request a change 
of programme 

1. Login to the SRS Student Portal  
2. Select My Studies  

OR  
3. Select request a change to my studies  
4. Select your request type  Change of Programme 

https://sits.northampton.ac.uk/urd/sits.urd/run/siw_lgn
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5. Read the guidance and access support links/teams  tick “I have sought advice”  click next 

 
6. Enter the following Information: 

• Reason for change of programme request 
• Change programme to (the name of the programme which you want to change to) 
• Change of programme date (the date you want to change your programme) 
• Upload any supporting evidence (if required) 
• Add additional comments 
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7. Click next 
8. Review request details  tick “these details are correct”  Select confirm 
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9. Your request will be sent to University teams who will confirm the outcome of your reqest 

 

Study Break 
What is a study break 
request?  

A study break is a pause or suspension in your studies for a set period of time (normally 1 year) during which time you 
don’t engage in study and don’t have access to University facilities such as NILE and the library 

How to request a study 
break 

1. Login to the SRS Student Portal  
2. Select My Studies  

OR  
3. Select request a change to my studies  
4. Select your request type  Study Break 

https://sits.northampton.ac.uk/urd/sits.urd/run/siw_lgn
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5. Read the guidance and access support links/teams  tick “I have sought advice”  click next 

 
6. Enter request details including:  

• Reason for study break request 
• Study break take effect in (e.g. academic year the study break is to take effect in) 
• Study break date 
• Return from study break date 
• Upload supporting documents (e.g. approvals or information to support your request) 



 
 

Page 7 of 17 
 

• Additional comments  

 
7. Click next 
8. Review the details  tick “these details are correct”  Select confirm 
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9. Your request will be sent to University teams who will confirm the outcome of your request 

 

Withdrawal 
What is a withdrawal 
request?  

A withdrawal request is the process whereby you formally request to withdraw from your studies at the University.  

How to request to 
withdraw from your 
programme 

1. Login to the SRS Student Portal  
2. Select My Studies  

OR  
3. Select request a change to my studies  
4. Select your request type  Withdrawal 

https://sits.northampton.ac.uk/urd/sits.urd/run/siw_lgn
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5. Read the guidance and access support links/teams  tick “I have sought advice”  click next 

 
6. Complete the request details including:  

• Reason for withdrawal 
• Withdrawal date 
• Upload supporting documents (if applicable) 
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• Add additional comments  
• Tick/untick contact box 

 
7. Click next 
8. Review the details  tick “these details are correct”  Select confirm 
9. Your request will be sent to University teams who will confirm when your request has been processed  

 

Study Restart 
What is a study restart 
request?  

A study restart is to recommence on the same programme of study or a different programme of study, normally starting 
from the beginning 

How to request a study 
restart 

1. Login to the SRS Student Portal  
2. Select My Studies  

https://sits.northampton.ac.uk/urd/sits.urd/run/siw_lgn
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OR  
3. Select request a change to my studies  
4. Select your request type Study Restart 

 
5. Read the guidance and access support links/teams tick “I have sought advice” click next 
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6. Enter the request details including:  

• Reason for study restart request 
• Confirm if restart is on same programme 

i. If no, select the name of the programme you want to restart on  
• End date of current study 
• Date of intending to restart programme  
• Upload any supporting documents 
• Add additional comments 
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7. Click next 
8. Review the details  tick “these details are correct”  Select confirm 
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9. Your request will be sent to University teams who will confirm the outcome of your request 

 

Authorised Absence  
What is an authorised 
absence request?  

An authorised absence request is an application which international students can make in order to take a short absence 
from their studies.  

How to request an 
authorised absence 

1. Login to the SRS Student Portal  
2. Select My Studies  

OR  
3. Select request a change to my studies  
4. Select your request type  Authorised Absence 

https://sits.northampton.ac.uk/urd/sits.urd/run/siw_lgn
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5. Read the guidance and access support links/teams  tick “I have sought advice”  click next 

 
6. Enter request details including:  

• Reason for authorised absence request 
• Authorised absence to take effect in (e.g. academic year the authorised absence will take place in) 
• Authorised absence start date 
• Return from authorised absence date 
• Upload files (e.g. approval emails, evidence of reason for absence) 
• Additional comments (e.g. enter information which is relevant for your application) 
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7. Click next 
8. Review the details  tick “these details are correct”  Select confirm 
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9. Your request will be sent to the International Student Support Services team who will review your request and 

confirm the outcome  
 

Where can I get help?  
If you need any help with making a request then please contact the Student Information Desk:  

• P: +44 (0)1604 892833 
• E: SID@northampton.ac.uk  
• A: Student Information Desk, Learning Hub, Waterside Campus 

 

mailto:SID@northampton.ac.uk
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