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APPLICATION FOR GRADUATION AND CONFIRMATION OF DEGREE 
POLICY, UNDERGRADUATE 

 

Graduation Audits 

1. Undergraduates may not graduate without having a complete ‘Graduation Audit’ 
conducted by Registry Services to ensure that all degree requirements have been 
completed.  
 

2. A “Timeline for Graduating Seniors” is posted on the Registry Services page of the Portal 
each semester, and an email is sent to all students informing them of their 
responsibilities in this regard.   
 

3. Students must submit an “Application for Graduation” form to Registry Services, 
endorsed by their academic advisor, in the semester before they plan to complete their 
degree requirements.  
 

4. Registry Services will conduct an initial audit to ensure that graduation requirements will 
have been fulfilled. Changes to a student’s registration may be required at this point.  
 

5. A final graduation audit is carried out after grades have been submitted for the final 
term of enrolment and a confirmation of completing degree requirements is sent from 
Registry Services to qualifying students. 

 
6. Students who have completed the University’s graduation requirements at any of the 

three points in the year at which diplomas are issued are reported to the UKVI as having 
completed their studies.  

 
7. Students completing requirements outside of the Spring semester, who wish to return 

and participate in the annual Congregation Ceremony in May, are welcome to do so 
under a general visitor visa.   
 

8. Undergraduate results are considered at the annual University Exam Board held in the 
Summer (see Examinations Policy: Administration and Invigilation). 
 

Students Completing Graduation Requirements Elsewhere 

9. Students are normally expected to complete their graduation requirements at the 
University. In exceptional circumstances, however, a student may apply to the Head of 
Registry Services for permission to complete graduation requirements elsewhere under 
an official Leave of Absence (see Leave of Absence Policy). 

 
10. If official transcripts confirming completion of the pre-approved courses with grades of C 

or better are received by Registry Services before the end date of the leave of absence, 

https://www.richmond.ac.uk/wp-content/uploads/2018/08/Examinations-Policy-Administration-and-Invigilation.pdf
https://www.richmond.ac.uk/wp-content/uploads/2018/08/Leave-of-Absence-Policy.pdf


Application for Graduation and Confirmation of Degree Policy 
July 2018 
Version 1 

 

the student’s diploma will be issued at the next Congregation Ceremony following actual 
completion of the degree requirements. 
 

11. Undergraduates who originally intended to complete their studies elsewhere may also 
make arrangements to return to the University to complete degree requirements, under 
the normal leave of absence policy, or may apply for readmission, should their leave of 
absence have lapsed without their having completed their requirements elsewhere (see 
Admissions Policy). 
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