

Before submitting a request for additional time, please ensure you have discussed the request with your Programme / Pathway Leader or Personal Tutor and read the ‘Guidance for Students’.  Please note that requests will be considered on an individual basis and will only be approved if the relevant authority believes that you have a good reason for making the request, and you have provided the appropriate supporting documentary evidence.  

Please note that requests will not be considered if supporting evidence is not provided with the form (if evidence cannot be provided please explain why under Section 4).
Sections 1 to 7 to be completed by the Student.  

	Section 1: Student Information 


	Name:
	

	Student ID:
	

	Date of Initial Request:
	

	Programme of Study:
	

	Attendance Mode:  (Part-time / Full-time / Modular Flexible)
	

	Commencement Date of Programme of Study:
	

	Department:
	

	Academic Year:
	

	Original Submission Date:
	

	Requested New Submission Date:
	


(Please note that sections will expand when typing)
	Section 2: Please list below the module(s) / dissertation / report for which you are seeking additional time for completion.


	


	Section 3: Is this the first request you have made for additional time for the above module(s) / dissertation / report?  If no, please give details below. (Please note that normally only one request for additional time per submission of any one piece of assessment will be granted).

	


	Section 4: What are your reasons for requesting additional time for completion?  Please ensure that you attach all supporting documentation e.g. medical certificate from a medical doctor.  If you prefer, you may attach a letter with the form explaining the circumstances.

	


	Section 5: How much additional time are you requesting?  Please specify your requested submission date (dd/mm/yyyy).



	


	Section 6: Please list the modules you have completed so far.  Please indicate the current status of the modules (e.g. passed; failed; submitted work for; attended).


	


	Section 7: To be completed by the Student


	Date form completed: ____ /____ /____     Student Signature:  _________________
                                    (dd / mm / yyyy)         (Not required if submitted by email)



NB: In addition to electronic signatures, approval from the recognised email account of the Programme / Pathway / Subject Leader and Head of Academic Department / Head of the IOE Centre for Doctoral Education must also be provided.
	Section 8a: Approval (Up to 2 weeks)

(To be completed by the: Programme / Pathway / Subject Leader)  

	
Accept Request              Reject Request      
    (Please put a X in relevant box)

This has been discussed and agreed with the Module Leader:  Yes         No 

	Suggested date for final submission:     ___ /____ /___  (dd/mm/yyyy)
Supporting Statement: 


	Reason(s) for rejecting Request:


	
Signature:

____________________________________________                              ____ /____ /____

Programme / Pathway / Subject Leader                                            (dd/mm/yyyy)    



	Section 8b:  Approval (For requests of 2 - 4 weeks)
(To be completed by the Head of Academic Department / Head of IOE Centre for Doctoral Education)

	
Support decision         Do not support decision 
      (Please put a X in relevant box)


	Comments (Optional but required if decision is not supported.  Please indicate alternative date for final submission if necessary):


	Signature:

_______________________________________                              ____ / ___ / ___

Head of Academic Department / Head of the IOE Centre for Doctoral Education               (dd/mm/yyyy)                                                                                  


	Section 8c:  Approval (For requests of more than 4 weeks)

(To be completed by the Pro-Director: Teaching, Quality and Learning Innovation)

	
Support decision           Do not support decision         (Please put a X in relevant box)


	Comments (Optional but required if decision is not supported.  Please indicate alternative date for final submission if necessary):



	Signature:

_______________________________________                              ___ / ___ / ___

Pro-Director: Teaching, Quality and Learning Innovation             (dd/mm/yyyy)                                   



	Section 9:  Final Decision - To be completed by:   
Programme Leader (Up to 2 weeks)

Head of Academic Department / Head of the IOE Centre for Doctoral Education (2 - 4 weeks)

Pro-Director: Teaching, Quality and Learning Innovation (More than 4 weeks)



	
Date for final submission:    ___ / ___ / ___   (dd/mm/yyyy)                                   




	Section 10: To be completed by the Programme Administrator

(For internal purposes only)

	Date student advised of outcome:  ___ / ___ / ___   (dd/mm/yyyy)    

​​​​​​​​​​​​​​​​Request represents* (delete as appropriate):  Deferral / Extension

A deferral is defined as the postponement of examination (assessment) from the upcoming External Examination Board meeting to the next available Board meeting.  

An extension is defined as the provision of additional time, measure in days or weeks, to enable a student to complete and submit work for examination at the upcoming External Examination Board.

A copy of the approved request form should be kept by the Programme Administrator.



Request for Additional Time for Submission of Assessment 
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