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STUDY BREAK APPLICATION FORM –APPRENTICESHIP PROGRAMMES
For assistance in completing this form please see Student Information Desk. 

Important information for using this form:
1. Before your request can be approved you must:

a) Discuss with your employer the impact of taking a study break and if the decision is the 
b) right one for you.
c) Discuss your study break request with your Programme Leader and an Academic Adviser 
d) who can guide you on your options.
2. Please note: A study break is a break in learning which means a period of time during the Apprenticeship Programme in which the Apprentice is not participating in work with the Employer, nor undertaking any training or learning with the Training Provider. During this time you will not 
3. be engaged with your programme, receive any academic support or have access to any University facilities. The maximum duration of a study break is one year, and normally only one study break may be taken during the course of your studies. 
4. As an Apprentice, you may take a break in learning where you plan to return to the same Apprenticeship Programme and this is agreed with your employer. You cannot apply for a 
study break without a statement of approval from your employer; the university 
requires written notification from your employer of their approval. 
5. As an Apprentice you can usually only take a study break for illness or pregnancy, or other reason which means you are temporarily unable to continue with the Apprenticeship.

6. If you take a study break starting at the beginning of the academic year, you will have a year 
away from the Apprenticeship Programme. 
7. If you take a study break commencing part way through the academic year, you may have 
already completed and submitted some items of assessment. You will usually resume the Apprenticeship Programme at the start of the term in which you left the previous year (subject to agreement from any bodies providing funding that this is possible).  This will mean that you have outstanding assessments to complete and it is possible that you will have assessments due soon after you return to study.  It is your responsibility to prepare for this and a break in study cannot 
be used in mitigation.
8. You are strongly advised to contact the University’s Financial Guidance Team to clarify the 
financial implications and to understand what action to take with Student Finance England, Wales 
or EU. 
9. Please also read Section 3.10.9 in the University’s Regulations to ensure you understand the regulations on taking a study break.  
10. Complete all sections of the form and obtain required approval and signatures. Requests without signatures will not be processed.
__________________________________________________________________________________

Privacy Policy

For full details of the University of Northampton’s Privacy Policy please go to https://www.northampton.ac.uk/about-us/privacy-policy/ 

Information collected

The personal information you have provided is to enable us to process your request accordingly.  The information will be stored electronically on the Student Record system. The information you have provided will be kept for as long as it is necessary to fulfil that purpose and then disposed of in a confidential manner.  This period will not exceed the time required for processing the form and allowing for any additional correspondence.

Information provided may be shared internally with relevant staff within the Institution. This includes/may include academic colleagues within your subject(s) area and Student and Academic Services.  Such sharing will be compliant with both the General Data Protection Regulation and the Data Protection Act 2018.

Information provided may also be shared with relevant external organisations and service providers.  This may include: Student Finance England; Professional Funding Bodies; Partnership Providers or any other third party where we are required to comply with legal obligation.  Such sharing will be compliant with both the General Data Protection Regulation and the Data Protection Act 2018.

Please complete all sections of the form
	Section 1   Your Details:

Name: ..........................................................................
Student No: .....................................
Telephone No: ............................................. Email Address: ……………………...................................
Last Date of Attendance: ........../........./........ Programme: ……………………………………………………………….. 
(this must be the last date in learning)


	Section 2 Study Break Details: 

I wish to take a study break from the University of Northampton –

from: ………./…………./……….. to ………./…………./……….. (please give exact dates DD/MM/YY)
Reason for Study Break Request: ……………………………………………………………………………………………………………
…………………………………………………………………………………………………………………………………………………………………………
………………………………………………………………………………………………………………………………………………………………………….
…………………………………………………………………………………………………………………………………………………………………………
………………………………………………………………………………………………………………………………………………………………………….


	Section 3
Please tick:            Full-Time  FORMCHECKBOX 
      or      Part-Time  FORMCHECKBOX 
 
          
Modules being studied (please use module codes as found on the award map:





Section 4 Support from ISSS (for Tier 4 Visa students only):
The student has discussed this study break with me and has been given the following advice:
………………………………………………………………………………………………………………………………………………………………………….
………………………………………………………………………………………………………………………………………………………………………….

ISSS Staff Name: ...............................................Signature: ............................. Date:................
	Section 5 Programme Leader Support: 
The student has discussed this study break with me and has been given the following advice:
…………………………………………………………………………………………………………………………………………………………………….

……………………………………………………………………………………………………………………………………………………………………..

……………………………………………………………………………………………………………………………………………………………………..

Name: ………………………………………………Signature: …………………………………………Date: ………………………………


	Section 6 Student Declaration:
I have read and I understand the guidance given on this form, and I have consulted the Employer, Programme Leader and Academic Adviser, and for International Students the International Student Support team.  
I accept responsibility for any consequences of not acting on the advice I have been given.

I understand that the study break will be confirmed in writing by The University of Northampton and that this confirmation will include details of any specific requirements regarding assessments etc.  I am also aware that there may be assignments due immediately when I return and that a recent study break will not be accepted as mitigation.

I confirm I have consulted Financial Guidance regarding taking a Study Break. 
I understand I cannot apply for a study break without a statement of approval from my Employer

Statement from Employer attached:      FORMCHECKBOX 

Student Signature:
…………………………………………………………  Date: ………………………………….



Please complete ALL information and return the form to:

Student Information Desk in the Learning Hub or email the form to: 

sid@northampton.ac.uk
OFFICE USE:

ACADEMIC ADVISER APPROVAL: 

	Comments:

Name: ………………………………………………Signature: …………………………………………Date: ………………………………



STUDENT RECORDS SENIOR TEAM LEADER – FINAL APPROVAL

	Mid Year:       FORMCHECKBOX 
      Full Year:      FORMCHECKBOX 

Assessment Information:

Other:



	Confirmed dates of study break period: ………./…………./……….. to ………./…………./………..

	Signature:

	Name:








 Date:


OFFICE USE:

QLS amended



 FORMCHECKBOX 
 


Internal notification:


 FORMCHECKBOX 
 

ISS approval for Tier 4   
          FORMCHECKBOX 
                             Approval letter sent to student
 FORMCHECKBOX 
 

Apprenticeship Team/Student




Copy form sent to ISSS                FORMCHECKBOX 

Systems 




 FORMCHECKBOX 
 


Student Loan Co/bursaries

 FORMCHECKBOX 
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