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You are advised to read the guidelines for Extension Request overleaf before submission of this form

	Forename
	
	Surname
	

	Student ID
	
	Programme Title
	

	Module Code
	Module Title
	Name of Module Lecturer
	Published Deadline for Submission

	1
	
	
	
	

	2
	
	
	
	

	3
	
	
	
	

	Reasons for requesting an extension:

	

	

	

	

	

	Have Special Considerations been submitted for the module(s) listed above 
	YES
	NO

	In the case of a death, state relationship to self  (e.g. Mother Father, Grandparent)
	

	It is the responsibility of the student to ensure that all documentation to support the extension request is attached to this form (see point 3, Guidelines for Extension Requests)

	Supporting Evidence supplied

(circle as applicable)
	Description of supporting Evidence
(e.g. medical certificate, police report)

	YES
	NO
	TO BE SUPPLIED LATER
	

	Student Signed
	
	Date
	


Please submit this form to the Faculty’s authorised signatory for Extensions for the module concerned, if you do not know who that is seek advice from the Faculty Student Office 

	For Office use only

	Decision 
	Is this a Group Extension Request?
	YES
	NO

	ACCEPTED
	New submission date should be no longer than 7 days after original submission date. Please see Coursework Extensions section in the Psychology Student Handbook.

	
	1.
	2.
	3.

	REJECTED
	Reason for rejection

	
	

	Name of authorising member of staff (BLOCK CAPITALS)
	

	Signed
	
	Date
	


Please place a copy on the student’s file and give the student a copy to keep. 
Extension requests are to be used for assessments that are worth 10% or more
	To apply for an extension you must:


1. Extension applications should be made on the ‘Coursework Extension Request form’.

2. Applications for an extension to the submission date are expected to be made AT LEAST 48 hours before the published submission date; following this, applications will only be considered in exceptional circumstances.
Any applications made after the published submission deadline will be considered under
The schools ‘Special Considerations’ procedures and a separate form is available for this.  
3. Where relevant, applications must be accompanied by documentary evidence e.g. self-certification of illness or certification by a qualified doctor specifying nature of illness to include duration and impact on ability to study, letter from qualified counsellor, copy police incident report,.. Where original documentation cannot be attached a ‘certified true copy’ signed by the authorised signature may be accepted.

4. After completing the form, you should email/take the form directly to the Faculty Student Office and discuss the request.
5. In cases where further extensions to the original application are requested, students should submit a new application making reference to the original.
	Circumstances that might be considered as grounds for applying for an extension
and may be accompanied by supporting documentation (see point 3 above) include:


· Illness which either prevents the student from working altogether or considerably affects his/her ability to work effectively. 

· A short-term absence from the University i.e. as a result of illness for 7 days or less where the absence occurred within the two week period immediately preceding the deadline for the submission of a piece of coursework or the delivery of an assessed presentation.  

· Serious personal problems; illness/death of close relatives including attendance at funerals; victims of crime; accommodation crises; court cases; accident or sports injury.

· Jury Service.

· Delays in obtaining ethical approval.

	The following will NOT be regarded as grounds for applying for an extension 


· Computer / loss of data or printer failure. 

· Inadequate planning and time management.

· Pressures of paid work (in exceptional circumstances extension requests will be considered where there has been a temporary but substantial increase in workload which was imposed at short notice and which could not have reasonably been foreseen.  This will require written confirmation from the student’s employer).

· Having more than one examination or other compulsory assessment or presentation etc. on the same day. 

· Any event that could have reasonably been expected or anticipated e.g. weddings, holidays, moving house.
The examples above are not exhaustive, nor does the existence of acceptable grounds guarantee that an extension to the submission date will be granted.  Students are expected to take reasonable action to minimise disruption to their studies.
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