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Application for an Extension to Submission Date Form

This form should be completed where a request for an extension to a submission date is sought due to external influences beyond your control that prevents submission of work by the published submission date. All information on this form is treated as STRICTLY CONFIDENTIAL.

Section 1 – to be completed by the Student (Please PRINT)

	Family Name:


	Other Name(s):
	Student ID Number:

	Programme:


	Year of Programme (if relevant):

	Submission Date Affected:

	Requested Revised Submission Date:



	Reason for Extension Request:



	Supporting Documentation Attached:    YES        NO
	

	Student Declaration

I confirm that the information I have given in support of my extension application is correct and that I fully understand the implications of requesting an extension to my submission dates.

Signed:                                                                                            Date:

( (please tick here if form completed electronically)


SALC 
Extension Request Form

Section 2 – Supervisor Use Only

This section should be completed when an extension to a programme of study has been agreed/denied following discussion with a student.

	Student’s Family Name:


	Student’s Other Names:
	Student’s ID Number:

	I confirm that the above named student has discussed his/her circumstances with me and that I support/ reject their request for an extension to their thesis submission.

Revised Submission Date: 

Additional Supporting Comments/ Reason for Denial (mandatory):



	Supervisor’s Name (please print):



	Signature:

( (please tick here if form completed electronically)

	Date:




Section 3 – Graduate School Office Use Only

This section should be completed when an extension to a programme of study has been requested by a student and supervisor.

	Please indicate whether the application has been granted School approval:

Approve (                                            Reject (
Any Additional Comments:



	Name (please print):



	Signature:



	Position:



	Date:



	Campus Solutions updated:
	Letter sent:




Extension Request Instructions:

1. Extension applications should be made on the ‘Application for Extension to Submission Date’ form above.
2. All applications must be accompanied by documentary evidence e.g. certification by a qualified doctor specifying nature of illness, duration and impact on ability to study, letter from qualified counsellor, copy of police incident report etc.

3. Applications for extension to the submission date must be made in advance of the submission date. 

4. After completing the form, you should email/submit the form directly to your Supervisor and ask them to complete ‘Section 2 – Supervisor’. Once they have completed section 2, you must then ensure that the completed form is returned to the Graduate School Office (S.3.10 Samuel Alexander Building) by email or in person.
5. Your application will then be assessed by the School PGR Director.
6. The student will be formally notified in writing of the outcome of their application as soon as possible by the office.

Circumstances that might be considered as grounds for applying for an extension 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 the thesis
· 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 to the submission date:
· any event that could have reasonably been expected or anticipated e.g. weddings, holidays, moving house.

· 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 couldn’t have reasonably been foreseen.  This will require written confirmation from the student’s employer).

· computer or printer failure resulting in loss of data.

· failure to submit specified items of work through misreading of a published submission date.

· difficulties with English language (including delays in proofreading).

· travel delays.

· normal pregnancy (excluding standard maternity leave entitlement).

The above lists 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.

