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Process for Flexible Study Requests
This document forms part of the Reasonable Adjustment Procedures.


1) Requests for flexible study, however they arrive from the student, should be sent on to AccessAbility as speedily as possible to allow contact with the student to see if they meet the criteria for remote study. 

2) Eligibility criteria for remote study are:
a. A complex change of health needs, where a student is no longer able to engage fully with study at full-time intensity;
b. If a student is experiencing trauma as a result of being the victim of a crime whilst at university and is no longer able to engage fully with study at full-time intensity.

3) AccessAbility staff may need to meet with the student and apply the criteria to their situation. 

4) If a request for flexible study is made by an international student, SIAC must be contacted as soon as possible to discuss any visa implications and these must be made known to the student.  

5) If the student meets the criteria, the student’s School should decide if flexible study is possible in terms of:
· teaching delivery; 
· meetings with tutors in their office hours to discuss and consolidate subject content;
· completion of coursework;
· arrangements for field trips or day trips;
· consideration of access to specialist software that may be used on the course.
· completion of examinations – particularly if the degree is accredited by an external body and usually requires personal attendance at examinations.  NB The School would be responsible for arranging an alternative examination centre in liaison with the Examination Office.
If flexible study is agreed
6) The means of monitoring the student’s attendance on the course must be made clear to the student and those responsible for this in the School.

7) The means of reviewing the student’s academic progress on the course must be made clear to the student and those responsible for this in the School.

8) The offer of flexible study must be agreed by the Head of College or Director of Teaching and Learning.  Further escalation, if required, would be to the Academic Registrar for agreement. The School are responsible for getting the necessary approvals.

9) If flexible study is agreed, a Flexible Study Plan should be completed by the School and AccessAbility (see template below which offers a framework and guidance to the School).

10) The School must notify Student Records of a flexible study application, to ensure the student has not exceed their maximum period of registration. They also need to be informed if remote study is agreed. 

11)  The School must notify Student Fees if flexible study is agreed. 

12) The student should meet with a Student Finance Adviser in the Welfare Team to ensure that they are aware of the impact that flexible study will have on their student finances.

13)  The School must notify Statutory Reporting if flexible study if agreed. 

If flexible study is denied
14)  If the School cannot accommodate flexible study for valid reasons, these will have to be communicated to the student by the School. 

15)  AccessAbility support that can be offered to the student to complete their in-person course might include:
· In-person or remote meetings with Study Advisers
· alternative exam arrangements
· other reasonable adjustments as required 

16)  If flexible study is not possible, students’ will be supported (by student support services and their School) to consider:

· alternative avenues of study
· a suspense of study if a period of absence would support the student’s situation in the immediate term with a possibility of a return to campus-based study in a future academic year either on a full time basis 


	Flexible study requests: checklist

	
	Yes/No
	Date
	Notes 

	STAGE ONE

	Is the student home or international?
	
	
	

	Does the student meet the criteria? (assessed by AccessAbility)
	
	
	

	Is it possible for the School to deliver the course remotely?
	
	
	

	Has SIAC/visas been contacted?
	
	
	

	STAGE TWO

	Has a Flexible Study Plan been drawn up?
	
	
	

	Has the Flexible Study Plan been shared with AccessAbility?
	
	
	

	Has the school sent a copy of the students’ timetable to accessable@le.ac.uk 
	
	
	

	Has the plan been shared with the student?
	
	
	

	Does the student need/want a Student Support meeting needed?
	
	
	

	STAGE THREE

	Has Statutory Reporting been contacted?
	
	
	

	Has the student met with Welfare?
	
	
	

	Has Student Records been contacted?
	
	
	

	Have Student Fees been contacted?
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Flexible Study Plan 
	Student name:
	Student no:
	Course title:

	
	
	

	Plan completed by:
	

	Department:
	

	Date of meeting with student to discuss plan:
	

	Date finalised plan sent to student:
	




	Support required, as discussed in liaison with the student where possible:

	




Flexible Study Plan:
	Action
	Theme
	Action by:
	Completion
Review date

	Meet with Student Finance Advisers for clarity about the impact on finances of flexible study 
	Financial Welfare
	Student 
	

	Meet with Adviser from AAC to discuss support required
	AAC support
	Student
	

	Meetings with other Student Support Services if necessary



	General Student Support
	Student
	

	Plan of modules to be taken in each year

	Academic Year: 
	Total Credits: 

	Module:  

	Semester:

	Credit weighting: 


	Module:  

	Semester: 

	Credit weighting: 


	Module:  

	Semester: 

	Credit weighting: 


	Module:  

	Semester: 

	Credit weighting: 


	Academic Year:  
	Total Credits: 

	Module:  

	Semester: 

	Credit weighting: 


	Module:  

	Semester: 

	Credit weighting: 


	Module:  

	Semester:

	Credit weighting: 


	Module:  

	Semester:

	Credit weighting: 




	Student name:

	Student signature:

	Date:


	School/Department Staff name:

	Staff signature:

	Date:


	Please send Student Records module information
	Staff Name:
	Date:
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