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Postgraduate 
Departing from College
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As a postgraduate you are officially a current student in CamSIS until “all requirements for your degree have been fulfilled”, i.e. you have been approved for the degree. We realise that many students leave the College to undertake jobs before this occurs but it is essential that this form is completed and your University Card returned on your departure. 
To reclaim your deposit please obtain signatures from College Officers in section D overleaf before you depart, then return the form to the Tutorial and Admissions Office.

	A
	Surname:
	First names:
	Title:

	Matriculation year:
	Year of study at time of departure (please circle): 1st / 2nd / 3rd / 4th / 5th 
	Date of departure:   /     /

	Registered completed course: (please circle)    

PhD /MPhil /Diploma /LLM /MBA /PGCE /MB BChir /Vet MB /MSt /MRes Other ………… (please state)
PhD Thesis Title (if applicable) ………………………………………..…….

	

	B
	Contact details (this is where we will post your transcripts)

Please complete this section and update your First Destination address details in CamSIS 

	I confirm I have updated my First destination; address, email and telephone number
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	Address:
	Telephone number:

	
	Fax number:

	
	Email address:

	

	C
	Plans following Departure from Downing College:

	It would be helpful if you could state whether you are looking for/have obtained a job, undertaking another course, etc: (please give details)

	

	

	
	

	Signature


	Date

	D
	1. Obtain signatures from the Library,  the Porters’ Lodge & the Housekeeper.
2. Return form & University Card to the Tutorial and Admissions Office.

3. The Tutorial and Admissions Office will complete the tutorial section & pass to the Bursary. 

4. The Bursary will then arrange for any remaining credit (e.g. your deposit) to be returned to you.



	Instructions to Officers:  It is important that this form has a very quick turnover in each office.  Ideally the relevant section should be signed off and handed to the student immediately.  Maximum time allowed in each office is 24 hours (48 hours for Housekeeper). 

	
	Signature
	Date

	Library:
	
	

	
	All books returned 

No fines outstanding
	
	

	Porters’ Lodge:
	
	

	
	MCR key returned

Items in storage collected 

Pigeonhole removed

Sign out on Gate List

Room key returned


Kitchen cupboard key returned


Car-parking card or permit returned
	
	

	Housekeeper:
	
	

	
	Accommodation left in good order

(if applicable)
	
	

	Tutorial and Admissions Office:
	
	

	
	University Card 

Database amended                                                                                                                                                                         (Contact Details, Date of Departure)

College Officers notified

(Malcolm 162)     

University Notified                    
	
	

	Office Use only

	Bursary: 
	
	

	         
	College bill cleared


Deposit returned


Cheque No ……………….
	
	


Postgraduates Departing - Further Information
(Please retain this sheet for future reference)

Deposit 

This form (Postgraduates Departing from College) must be completed and returned to the Tutorial and Admission Office (B staircase) to enable your deposit (If you have any credit remaining after your final college bill) to be returned to you. If you have a queries regarding how your deposit is returned to you please email bursary@dow.cam.ac.uk  

Graduation

Once you have completed your studies please register confer your degree at a Graduation Ceremony (known as a Congregation). You must confer your degree to receive your Degree Certificate. You can confer your degree in absence or in person. There are ceremonies throughout the year that you can participate in. The Congregation Booking form can be downloaded from the college website www.dow.cam.ac.uk. If you confer in absence your degree certificate will be posted to you. If you have further questions about graduation please email graduation@dow.cam.ac.uk 

Transcripts

Once you confer your degree the University will issue your transcripts to the college and we will then forward it to you. These will be posted from the college via Royal mail to your First Destination in CamSIS. If you require replacement Transcripts or Degree certificates these must be requested from the Student Registry (there is a fee). http://www.cambridgestudents.cam.ac.uk/your-course/graduation-and-what-next/degree-certificates-and-transcripts 
First Destination address

The First Destination address will be the address that we hold for you in CamSIS as your contact details, please ensure to keep this information up to date. 

How to update your First Destination address in CamSIS

A short video and pdf detailing how to ‘Enter a First Destination email addresses is available at http://www.camsis.cam.ac.uk  Please note the same process applies to updating your postal address, email and phone number. 

1. Log into CamSIS - if you left the university a while ago you may need to register for Extended Self Service (see below)
2. Find the option to ‘add a new address’

3. From the drop down ‘Address Type’ box ‘First Destination’ should be selected

4. Repeat process for email address and/ or telephone number
If you no longer have access to CamSIS, please forward your postal address, e-mail address and phone number to destinations@admin.cam.ac.uk who will ensure your details are updated in CamSIS.

Extended Self Service

Extended Self Service (ESS), it is a useful way to retain access to the University student information system to update your current details. Information and links on how to register for Cambridge Extended Self-Service can be found at www.camsis.cam.ac.uk If you require further assistance with ESS please contact via email student.registry@admin.cam.ac.uk or by phone on 01223 766302.

Alumni Benefits (Cantab email and CamCard)

The Downing experience does not end when you graduate; it’s a connection that lasts a lifetime. Alumni find Downing to be just as exciting, stimulating and enriching as when they were students. We invite you to take advantage of your alumni privileges and to participate in the life of the College today. Visit  www.downingcambridge.com for further information 





