


 

 Responsible Person 
Date to be 
completed by 

Note: This handbook is ‘owned’ by the ADTL (UoRM) jointly with the TLD (International), and will be 
reviewed annually and published by the end of November in the year preceding the intended academic 
mobility year. 
 
All dates referred to are, unless otherwise noted, dates in the year prior to the academic year of 
intended travel. 

ADTL/UoRM International 
Office 

30 November 

Abbreviations: 
 
AHoS: Academic Head of Section (UoRM) 
ATDL:  Academic Director Teaching & Learning (UoRM) 
BOS: Bristol Online Survey 
ESAO:  Erasmus and Study Abroad Office 
HoS: Head of School 
ISO: International Student Office (UoRM) 
PA: Programme Admin team 
PD: Programme Director (UK) 
SDTL: School Director of Teaching & Learning (UK) 
SMO: Student Mobility Officer (UoRM) 
SSAC: School Study Abroad Co-ordinator (UK) 
STM: Section Senior Tutor (UoRM) 
TLD:  Teaching & Learning Dean International (UK) 
UoRM: University of Reading Malaysia 
UoR: University of Reading 
 
 
 
 
 
 

  



Introduction 
Mobility to UoR implies a direct replacement of programme delivery, and no additional study time beyond 
the original length of programme is normally required: students will still graduate within the original 
timescale of their degree programme. Module credit is transferred directly to the student’s degree 
progression and classification in the UK through the RISIS system. Students remain as registered students 
of the University of Reading UK. Module delivery is structured to ensure close replication between both 
campuses, ensuring that both cohorts of students follow similar syllabuses with delivery of material timed 
as closely as is possible.  Individual programmes will have developed their own policy towards ensuring a 
fair, consistent and rigorous assessment regime across both campuses, with regard for students who split a 
year of study between both campuses. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

  



CHAPTER 1: PRE-DEPARTURE UoRM to UK 



It should be recognised that all promotional activities for UoRM students considering mobility should 
form part of the ‘expectations’ setting agenda. It should be acknowledged that despite the programme 
of study at UoRM mirroring that at the UK, students will still be getting an international mobility 
experience, and that it will present the student with personal challenges, a different life environment, 
and new cultural exposures, enabling them to acquire and develop intercultural skills. 
 

1.0 WHO CAN APPLY  
 
Study abroad at UoR is available to fulltime undergraduate students who are registered students at the 
University of Reading Malaysia and who meet the further conditions in this document. The mobility 
scheme applies to Malaysian students and to international students who are studying for the whole of 
their degreeat UoRM.  
 
Students can only undertake mobility where their degree programme is being delivered at UoR (as 
listed below) or, where their degree is not listed, where all of the modules constituting the relevant 
Part of their degree are being delivered at UoRM. Students will not be permitted to transfer onto a 
different programme. The list of approved programmes will be agreed annually by the TLD and ADTL, in 
advance of these guidelines being updated. 
 
Students must have passed (normally at first attempt for those wishing to travel in September) and be 
qualified to progress to the relevant stage of their programmes. Students undertaking late first 
attempts due to the award of DNS will normally not be able to travel in September. 
 
Students who are in debt to the University, or who  have been found guilty of serious disciplinary 
offences under the Code of  Conduct Regulations will not normally be permitted to take part in the 
scheme. 

 

 
 
 
 
 
 
 
 
 
 
 
TLD/ADTL 
 

 
 
 
 
 
 
 
 
 
 
 
Sept 30 
 







ADTL, the TLD and the ISO with their selection criteria by 1st October (For the academic year 2018/19, 
the deadline for providing capping criteria is 31st January 2018). 

   

1.2 MODULE AVAILABILITY 
      

Mobility students must be advised by the relevant Programme Lead that the full suite of optional 
modules available in the UK might not be offered at UoRM when they return. Students must check that 
the options which they wish to study are available to them when they return to UoRM. It is not 
normally possible to undertake distance learning whilst at UoRM, of modules offered only in the UK. 

 
Students undertaking individual project or dissertation modules must be advised about the availability 
of qualified supervisors or resources at UoR. 

 

 
 
 

Programme Lead/UoRM 
students 

 
 
 

Pre-
application 

UoR Programme Directors and Heads of School/Departments will notify the UoRM of any option 
modules where student numbers are ‘capped’ and therefore not guaranteed available to Malaysian 
students.  UoRM (ADTL liaising with Academic Heads of Section) will undertake to ensure that all core 
modules are available, and that sufficient option modules are offered to enable a minimum of 60 
credits (including core credits) to be studied during the Autumn term, and 60 credits (including core 
credits) during the Spring term. 

 

 
Programme Directors 

(UoR)/ADTL/AHoS 
 

 
 

30 March 
 

Where individual modules are delivered over two terms, and a student splits their study between the 
two terms, the Module Convenor and Module Lead must ensure that the student has the opportunity 
to meet the full learning outcomes of the module, and that assessments are designed to 
accommodate, in a fair and consistent manner, t tut mrtunity 



the subject of ongoing investigations for any of the following reasons will not normally be permitted to 
undertake mobility: 
i. academic misconduct  
ii. failure to engage with their studies,  
iii. fitness to study or fitness to practice, 
iv. breach of regulations for conduct, 
v. debt to the University 
vi. investigation by the police for a criminal offence 

 
Any allegation under i-vi above which comes to light while the student is at UoR, relating to the 
student’s time in Malaysia, may result in the investigation being carried out at UoR, or in the student 
being required to return to Malaysia to assist in the investigation. Such investigations will be the 
responsibility of the TLD and ADTL working with the University’s Dean of Discipline, Chair of SCAM and 
Provost UoRM as appropriate. 

 

 
 
 

TLD/ADTL 

 
 
 

As 
appropriate 

a) Conditions and Eligibility 
If a student fails an end of year examination at first attempt, students will not be permitted to 
undertake Student Mobility, even if the student is making an appeal in case of a failed exam.  

 

 
UoRM student 

 

 
31 August 

 

b) Change of programme  
Students are not normally allowed to change their programme of study on movement between 
campuses. Any student who wish to change their programme in the UK is required to speak to their 
Programme Lead in Malaysia for their advice.  

 

 
UoRM 

student/Programme Lead 
 

 
 

30 March 
 

c) MPU  
At UoRM all Malaysian and International students are required to complete Mata Pelajaran Umum 
(MPU) modules.  Those students who are planning to undertake any time on the UK campus are 
required to attend MPU classes whilst on the UoRM campus. 
 

 
UoRM student 

 

 
31 August 

 

d)   Caps 



http://www.reading.ac.uk/do/disability-information-landing.aspx


Student Fees less 
20% 

https://student.reading.ac.uk/essentials/international/visa-and-immigration/short-term-study-visa.aspx
https://student.reading.ac.uk/essentials/international/visa-and-immigration/short-term-study-visa.aspx


 
Tier 4 (general) visa 
 
The earliest a student can apply for a visa is 3 months before the overseas study period commences. 
Applicants usually receive a decision on their application within 3 weeks of submitting. Applicants are 
advised to check visa processing times for their own country. 
 

 
 
 

UoRM student 

 
 

3 weeks 
before intake 
date at UoR 

Visa application fees 
Currently visa applications from outside the UK is £335  
 

 
UoRM student 

 
Various 

Duration of stay 
Students can arrive in the UK: 

 up to 1 week before, if the intended duration of study lasts 6 months or less 

 up to 1 month before, if the intended duration of study lasts more than 6 months 
 

 
UoRM student 

 
Various 



Bank Statements 
 
Bank statements must be for a consecutive 28-day period and the end date of the statement must not 

mailto:immigration@reading.ac.uk


place in November, 



1.8  OVERVIEW APPLICATION PROCESS   

1. Consultation provided on Transfer/Mobility procedures to students and parents. 
 

SMO UoRM Various 

2. Announcements will be made during Welcome Week. Further announcements will be made on the 
portal and via email on activities/briefing 

SMO UoRM Welcome 
week and 

various 

3. Study at UoR UK talk provided (during week 6 at UoRM) 
 

SMO UoRM Term 1  
Week 6  

4. Students to submit application to International Office  
 

UoRM students 31 March 

5. UoRM SMO will forward the name list of mobility, transfer and progression students to Admissions 
UK, Schools and relevant department at UoR and UoRM 

 

SMO UoRM April 

6. Admissions UK to issue Conditional offer  
 

UoR Admissions May/June 

7. Students to accept the offer 
 

UoRM students June 

8. Student to apply for accommodation 
 

UoRM students June 

9. UK visa briefing for students  
 

SMO UoRM June 

10. Admissions UK to issue Unconditional offer and student accept the offer 
 

UoR Admissions/UoRM 
student 

 
August 

11. Admissions UK to issue CAS upon offer acceptance NB Student is required to submit their passport 
biodata page via email when accepting their offer to UK Admissions for CAS issuance. 

 

UoR Admissions/UoRM 
student 

August 

12. Student apply for Student Visa Tier 4   
 

UoRM student August 

13. Student Arrival at UK campus 
 
 
 
 

UoRM student September 



CHAPTER 2: DEPARTURE 
 

  

2.1  ISSUANCE OF CONFIRMATION OF ACCEPTANCE FOR STUDIES (CAS)   
All full-time UoR 



 
ISO will forward the finalized list to AHoS for their records.  The finalized list will be submitted to RISIS 





2.7  HEALTH,  VACCINATIONS AND INSURANCE 
 

As under 2.1 above there are documentation requirements pre-entry, and screening requirements 
depending on the student’s nationality. All students, regardless of nationality, are required to undergo 
a TB screening if intending to study for longer than 6 months in the UK. 
 
A negative screen (no TB present) will be certified and is valid or 6 months from date of issuance.  
 
Students are required to be tested at a UK-approved screening clinic in Kuala Lumpur.  
 
Travel insurance 
Students are strongly advised to buy comprehensive travel insurance before leaving home to cover 
them throughout their journey to and their stay in UoR UK. It is recommended that students speak with 
ISO who might be able to provide you with advice regarding insurance coverage for your studies at UoR 
UK. 
 
Health insurance 
All students joining UoR UK will have access to the University Medical Practice, providing that they 
register with the Practice (regardless of duration of studies). Students should be sure that they are 



Students are responsible for making their own flight arrangements, and are liable for the full cost. Flight 
tickets should not be booked until the mobility place has been confirmed, and application for visa has 
been approved. Students are responsible for making their own way to the airport of departure.  
 
UoRM SMO will coordinate and communicate final confirmation with students approximately three 
weeks prior to the start of the relevant term. UoRM will check with student that visa is in place, fees 
are ready to be paid (where appropriate), accommodation is in place, vaccinations have been taken and 
flights booked. SMO will obtain flight itinerary from each student so that ‘meet and greet’ can be 
arranged.  A final confirmation email will be sent to each student by the SMO confirming ‘clear to go’.  
 
The SMO will provide a check on the RISIS portal mobility screen that RISIS records for student 
travelling to UoR have been migrated successfully, including campus, programme, module occurrences, 
personal tutor, start date for mobility period and expected tuition fee. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
Student 
 
SMO 
 
Student/SMO 
 
 
 
 
SMO 

 
 
Pre-travel 
 
Pre-travel 
 
Pre-travel 
 
 
 
 
Pre-travel 



CHAPTER 3: ARRIVAL 
 

  

3.1  ORIENTATION 
SMO will supply example welcome pack to all students who accept their offer, copy to ESAO for 
information purposes, ahead of final briefings to students (see 2.5 above). 

 

 
 

SMO/ESAO 

 
 
Pre-departure 

3.2  WELCOME MEETINGS 
UoR 

https://student.reading.ac.uk/essentials/_support-and-wellbeing/support-arrangements/student-support.aspx
https://student.reading.ac.uk/essentials/_support-and-wellbeing/support-arrangements/student-support.aspx


CHAPTER 4 POST ARRIVAL 
The first point-of-contact for all UoRM students whilst in the UK is the EASO 

 
EASO 

 

4.1  STUDENT RECORDS AND SYSTEMS ACCESS (RISIS/BB)     
UoR Programme Offices will confirm student records are correct on RISIS, and that correct programme 
and module coding has been applied.  
 
Student access to BB UK modules at UoR is essential to support modules. Continued access to Malaysia 
Hub BB might be required – UoRM Module Leads to confirm this with UoR Module Convenors and 
request access from RISIS via the Head of Business Systems, UoRM. 

 

 
UoR Programme Office 

 
Module Leads/Module 

Convenors/Head of 
Business Systems 

 
TBC 

 
 

3 weeks prior 
to UK 

programme 
entry 

4.2 Campus Cards and enrolment 
 

Usually an ‘enrolment exercise’ will be conducted during welcome week for all new students. UoR 
Admissions will guide the students to complete their enrolment.  

 
For some services the Campus Card is used in conjunction with a PIN (Personal Identification Number) 
that is available from the students personal Campus Card Portal account. 
 
The photograph on a Campus Card becomes part of the electronic student record and will be used by 
Schools/Departments that are involved in programme delivery and by other support services as a form 
of identification. The Campus Card is not an Identity Card but students are strongly advised to carry it 
with them at all times. 
 
To contact campuscard@reading.ac.uk if there is any issues with campus card printing at UoR.  

 

 
 

UoR Admissions 

 
 

TBC 

4.3  PERSONAL TUTOR MEETINGS 
 

UoR School Senior Tutors will allocate UoRM students to appropriate personal tutors (usually from the 
same discipline area as the student’s programme). Local personal tutors may be advised to contact the 
students’ personal tutor at UoRM for any background information. The Personal tutor should arrange 
to meet the students during week 1 of the first term of the visit, and thereafter at least termly. 
Students may wish to retain contact with their UoRM personal tutor during their time at UoR UK : it is 
the student’s responsibility to arrange this with their UoRM Personal Tutor. 

 
 
PA teams 
 
UoR UK Personal tutor 

Student 
 

 
 
Post-arrival 
 
Post-arrival 
 
Pre-departure

mailto:campuscard@reading.ac.uk


4.4  CHANGE OF DURATION OF STUDIES 
 

Students undertaking a term of mobility to UoR UK will not normally be permitted to extend their visit 
to a further term or to the whole year. If special circumstances arise which lead to such extension being 
requested by the student, such requests will be made in the first instance to EASO at UoR UK. EASO will 
give advice about implications for Student Visa, fee status and accommodation. If appropriate, EASO 
will discuss with TLD to satisfy that academic conditions can be met. Final approval would be given by 
TLS at UoR UK in discussion with ADTL UoRM. 
 
Students wishing to cut short their visit will normally need to discuss this with the EASO and with their 
Programme Lead and Personal Tutor. It is usually possible to arrange reducing an intended year-long 
visit to a single term duration (as long as the request is made during the first term). Once the student 
has embarked on their second term of study (ie the Spring term), early repatriation is normally only 
possible in emergency situations (see 4.10 below). 

 

 
 
UoRM Student/ EASO 
 
 
ADTL/TLD 
 
 
 
UoRM 
student/EASO/PL/Personal 
Tutor









 


