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Office of the Registrar 

 
 

 
Extension of Studies/Suspension of Studies/Change in Mode of Attendance- Principles and Procedures 
 
 

The Student Request Forms may be accessed through the Request forExtension of Studies/Suspension of 
Studies/Change in Mode of Attendance section at: 

https://www.um.edu.mt/registrar/policiesguidelinesforms/forms 
 

 

Student Request Form for a Suspension of Studies 
 
When processing the student’s request, the officer in charge should check: 

- The period of suspension requested: Suspensions of studies should ideally be approved with 
effect from the beginning of the semester; 

- Whether the student has sat for any assessments during the period of suspension that is to be 
approved; 

- The Programme of Study of the next cohortwhich the student will joinon resuming his/her 
studies and cater for any changes thereof; 

- The student’s study-unit registrations for the period of suspension and delete registrations as 
necessary; 

- That the student is not requesting a suspension of studies a few days before the submission 
date of the dissertation/research study (PG students). 

 
 
 

Request Form for an Extension of Studies 
 
When processing the student’s request, the officer in charge should check: 

- The student’s end date in SIMS and calculate the new student’s end date accordingly.  Should 
the officer in charge be unsure of the new end date, she/he is to contact 
progression.sims@um.edu.mt to confirm the new end date. 

- The student’s progress in his/her research study with the supervisor and approve the period 
requested by the student or amend as deemed necessary; 

- Whether the student is registered for the dissertation study-unit and if necessary delete it. If the 
result has already been generated, the officer is to contact SIMS Office so that the SMR record 
will be deleted and the officer will then be able to delete the student’s registration. 

 
 
 

Request Form for a Change in Mode of Attendance 
 

When processing the student’s request, the officer in charge should check: 

- The date from when the change in mode of attendance is to be effected: The change in mode of 
attendance should ideally be approved from the beginning of the semester/month; 
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- Whether the course can be followed on a full-time/part-time basis; 

- The student’s end date in SIMS and to calculate the new student’s end date.  The new end is to 
be calculated on the remaining years/months pro-rata.  Should the officer in charge be unsure 
of the new end date, she/he is to contact progression.sims@um.edu.mt to confirm the new end 
date. 

- The student’s study-unit registrations and results, and amend as necessary; 

- Fee-paying students: That the student is aware that the change in mode of attendance will incur 
a change in course fees. 
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Office of the Registrar 

 
 

 
Letters to students 

 

 
Please refer to the Letter Templates (Change in Status / Progression) available at: 
https://www.um.edu.mt/__data/assets/pdf_file/0004/417712/Template_Letters_Manual.pdf 
 
 
The Official Letter for a Suspension of Studies (Undergraduate/Postgraduate Students) 
 
The official letter for a suspension of studies sent to the student should include: 

- Whether the request was approved by the Board of the FICS or by the Dean/Director on behalf 
of the FICS Board; 

- The date of the meeting when the request was approved; 

- The duration of the suspension of studies; 

- The date from when the suspension of studies is to be effected; 

- The end date of the suspension of studies (a day before the date of resumption); 

- The date when the student is expected to resume his/her studies; 

- The status which the student is expected to resume with (regular, conditionally progressed, 
repeater, probationary, additional year, extended year); 

- The year of study that the student will be rejoining. 
 
 
The Official Letter for Extension of Studies (Dissertations, Long Essays or similar) for Undergraduate 
students 
 
The official letter for an extension of studies (Dissertations, Long Essay or similar) sent to Undergraduate 
students should include: 

- Whether the request was approved by the Board of the FICS or by the Dean/Director on behalf 
of the FICS Board; 

- The date of the meeting when the request was approved; 

- The duration of the extension period (specified in months); 

- The study-unit details for which the student is being granted an extension of studies; 

- The new submission deadline.  If the deadline extends over the end of the current academic 
year, the student should also be informed that an Extension Year is also being granted; 

- The student’s new end date; 

- The new submission date of the dissertation which is to be calculated from the submission 

deadline and not from September 20xx (the end date available on SIMS).   
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The Official Letter for Extension of Studies for Postgraduate Students 
 
The official letter for an extension of studies sent to Postgraduate students should include: 

- Whether the request was approved by the Board of the FICS or by the Dean/Director on behalf 
of the FICS Board; 

- The date of the meeting when the request was approved; 

- The period of extension granted.  The length of the extension should be specified in either 
months or years; 

- The student’s new end date is to be calculated based on the course end date that is available in 
SIMS. 

 
 
The Official Letter for a Change in Mode of Attendance for Undergraduate/Postgraduate Students 
 
The official letter for a change in mode of attendance sent to students should include: 

- Whether the request was approved by the Board of the FICS or by the Dean/Director on behalf 
of the FICS Board; 

- The date of the meeting when the request was approved; 

- The date from when the change in mode of attendance is to be effective; 

- The new end date. 
 
 
 
 


