
Transfer In Workflow

Make sure that the Doctoral School is 
made aware

Details required from student:
Proof of:
 name of previous institution
 dates studied at previous institution (i.e. start date / end 

date / interruption dates)
 mode of attendance at previous institution
 whether they have successfully completed their upgrade to 

PhD
 Research skills training completed to date

Is a suspension of regulations request required?

YES

NO

Is the suspension request approved?

YES NO

Doctoral School advises student to 
complete RH Direct application (if not 

already submitted) and  advises 
Admissions how many months student 
has before their end date so that the 

Offer letter can be issued

Admissions creates 
record and sends out 
offer letter.  Student 
record created once 

student is 
made UF

Will the student need to start 
afresh?

Admissions issues 
new CAS and advises 

student to contact 
ISSO for help with 

visa application

Doctoral School calculates FTE to date 
based on information on Contensis 
form and checks if a suspension of 

regulations is required to allow them to 
transfer in

Doctoral School sends student link to 
Contensis form to collect data about 

previous PGR study

If student needs a Student Route 
visa, Admissions will require:
 dates of previous visa(s)
 sponsor’s name
 qualification sponsored
 copy of previous CAS letter(s)

Doctoral School creates ‘Transfer In’ 
record on Banner and informs student 

(cc dept) of upgrade / submission 
deadline

Student submits online transfer in form

Doctoral School sends department 
details and documents captured by 

online form

Department informs AQPO / 
Admissions / Doctoral School that they 
wish to accept PGR student who wants 

to transfer in to Royal Holloway 

Student submits RH Direct application

Applicant

Department

Doctoral School

Admissions

https://www.royalholloway.ac.uk/studying-here/applying/research-degrees/how-to-apply/
https://intranet.royalholloway.ac.uk/doctoral-school/pgr-student-lifecycle/transfer-in-request-form.aspx
https://intranet.royalholloway.ac.uk/doctoral-school/pgr-student-lifecycle/transfer-in-request-form.aspx
https://intranet.royalholloway.ac.uk/doctoral-school/pgr-staff-tools/transfer-in-process.aspx
https://www.royalholloway.ac.uk/studying-here/applying/research-degrees/how-to-apply/
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