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APPLICATION FOR TRANSFER OF STUDY

(Not applicable to Research programmes and 


 PolyU award programmes administered by SPEED)
Please read the notes overleaf before completing this form.


I.
PARTICULARS OF STUDENT

	Name: 

	Student No.: 
	
	
	
	
	
	
	
	
	






(in block letters)
	Current Programme Title:
	

	
	
	
	

	Day-time Contact Number:
	
	
	


	Programme-Stream:
	
	
	
	
	
	-
	
	
	
	
Mode of Study: *FT/PT/MM/OL

	
	         Programme
	
	   Stream
	


Do you require student visa/permit to stay in Hong Kong?   *Yes/No
II.
TRANSFER DETAILS

I wish to apply for transfer of study to 
at PolyU










Programme Title

from Semester  *   1  /  2   of the _______________  / _______________ academic year.
	Programme-Stream:
	
	
	
	
	
	-
	
	
	
	
Mode of Study: *FT/PT/MM/OL

	
	         Programme
	
	   Stream
	


Reason(s) for transfer (use separate sheets where necessary): 


III.  
Checklist of MATERIALS SUBMITTED
· I confirm that I have attached my study information (e.g. photocopy of the assessment result notification and other documentary proof to support the application) together with this form and will submit to the concerned transfer-in department for consideration.  For applications made on the basis of requirement of employers, a letter from the employer must be submitted.
IV.   Declaration
· I declare that all the information and materials submitted for the application of transfer of study are true and correct to my best knowledge.
· I declare that I * have / do not have any outstanding issue(s) under consideration by offices/Committees of the University (e.g. outstanding appeal case, disciplinary case, application for late assessment, etc.).
Signature of Student: 







Date: 



* delete as appropriate
FOR OFFICE USE
V.
DECISION OF THE TRANSFER-IN DEPARTMENT (To be completed by the transfer-in department)

	I * support / do not support that the student is accepted into
	
	
	
	
	
	-
	
	
	

	
	Programme
	
	Stream

	
	
	
	

	effective from  Semester  *   1  /  2   of  the 
	
	/
	
	academic year.


The application is sent to the Academic Registry (AR) on _______________________(Date) for further processing. The application result can only be announced to the student upon receipt of AR’s confirmation.

	For supported case:
	For not supported case:

	I confirm that:- 

i. the student will be able to complete the programme of the transfer-in programme within its normal duration period taking into account the credit transfer earned from his/her previous programme.

ii. the student's credit transfer/exemption details on the new programme will be updated, if necessary (see item 5 of notes to students for appropriate follow-up).
iii. the department will wait for AR’s notification about IMMD’s approval if the student requires student visa/permit to stay in Hong Kong.
iv. the student has refunded the fellowship awarded by “Targeted Taught Postgraduate Programmes Fellowships Scheme” (if any).
	The transfer-in department shall inform the student of the unsuccessful result directly, copying to the transfer-out department and AR (ar.enrolment@polyu.edu.hk).


Signature: 









Date: 





      Departmental Enrolment Liaison Officer
Signature: 









Date: 



Head of Department

VI.
CONFirmation of VACANCIES for transfer-in PROGRAMME (To be completed by AR)
The availability of vacancies for the transfer-in programme is * confirmed / not confirmed.

For confirmed application of student who requires student visa/permit to stay in Hong Kong, the application has been approved by IMMD on _______________________ (Date) (if applicable).
Signature: 









Date: 



                    Registrar
The approved application has been sent to the transfer-in department on _______________________(Date) for informing the student of the application result.

* delete as appropriate
NOTES TO STUDENTS
1. A student who has not completed his/her current programme of study may apply for transfer of study to another programme.  Student is expected to complete the new programme within its normal duration including the credits transferred from his/her previous programme.  If he/she is only eligible to transfer to the early stage of the new programme, he/she will be evaluated together with the new admittees of the programme.

2. New students will not be considered for transfer to another programme offered in the same mode of study during their first semester of registration.

3. UGC-funded students who wish to transfer to another PolyU full-time UGC-funded programme of the same level of award should submit an application of transfer of study instead of a new application during the non-JUPAS application period.
4. Taught Postgraduate students will need to refund the fellowship awarded by “Targeted Taught Postgraduate Programmes Fellowships Scheme” when transferring to other programme.
5. Credit transfer and exemption may be granted if the previous subject(s) taken by the student is/are relevant to the new programme subject to the condition that the credits earned should remain valid at the time when the student applies for transfer of credit.  The validity period of subject credits earned is eight years from the year of attainment i.e. the year in which the subject is completed.  Transfer of credits should not be more than 67% of the required credits for the award if the credits are gained from PolyU programme, or not more than 50% if the credits are gained from approved institution outside PolyU.  In cases where both types of credits are transferred, not more than 50% of the required number of credits for the academic award may be transferred.  Credit transfer and exemption (if any) should be updated to the student record system after transfer of study is approved.  

6. A student who wishes to apply for transfer of study should follow the procedures specified below:

i. Complete Sections I, II, III and IV of the application form in duplicate.  For the field of mode of study in the form, please note that FT=full-time; PT=part-time; MM=mixed-mode; and OL=on-line.

ii. Submit the completed form together with other documentary proof (e.g. assessment result notification, etc.) to the transfer-in department for consideration (applicable to the student who applies for transfer to a different department).  For applications made on the basis of requirement of employers, a letter from the employer must be submitted.  PolyU reserves the right to request for the original copy of the documentary proof, where necessary.  Applications without valid documentary proof will not be processed.  The University reserves the right to verify the supporting documents submitted by students.  If it is found that false document has been provided, the students concerned may be subject to disciplinary action(s).
iii. Send a copy of the completed form to the transfer-out department for information.  (Student who wishes to transfer to another programme within the same department can ignore this step.)

7. The deadline for application for transfer to full-time programmes for Semester One of the next academic year is 31 January each year.  The deadline for application for transfer to full-time programmes for Semester Two of the current academic year is 30 September each year.

8. If the application submitted by a student who requires student visa/permit to stay in Hong Kong is supported by the transfer-in department, the Academic Registry (AR) will report to the Immigration Department (IMMD) for approval of the change of programme (if applicable).  The result of application for transfer of study can only be confirmed upon IMMD’s approval.

9. The transfer-in department will inform the student of the result of application for transfer of study via e-mail.  The student should remain in his/her original programme until he/she is notified of the application result.

10. If the application for transfer is successful, the transfer-in department will advise the student to complete the registration procedures for the new programme.

11. Once the application for transfer is approved, the student's study place on the original programme will be cancelled and reinstatement will not be entertained.
12. The information given in the form will only be used for processing this application.

(January 2025)

To-do list for student:


(	original form and relevant documents for transfer-in department


(	copy for transfer-out department





(please √ as appropriate)








