DEPARTMENT OF SOCIOLOGICAL STUDIES

EXTENSION REQUEST FORM
Please note:

1. Extension requests must be made in advance of the submission deadline. 
2. If you are applying for an extension on the basis of ill health, you may use this form to ‘self-certify’ a short period of illness (up to 5 days).  If you are requesting an extension in excess of 5 days on the basis of illness, you will need to obtain medical evidence. Please note that the decision to grant an extension remains at the discretion of the Examinations Officer who may in all instances ask for further medical evidence.    

3. Extensions are not normally granted for more than 2 weeks. Any decision to grant an extension in excess of 2 weeks would require the approval of the Department’s Director of Learning and Teaching or Head of Department. 
4. Students are encouraged to discuss any problems which are having an ongoing impact on their studies with their Personal Tutor.  In some instances students may be directed to contact their personal tutor before an extension request is granted.

5. Retrospective extension requests are not normally granted. If the deadline has passed, or if you would like to inform the Examinations Officer of circumstances that may have affected your essay or exam, a Special Circumstances Form should be completed.  This may be submitted in a sealed envelope for the attention of the Examinations Officer.

6. This form may be returned electronically to your Course Secretary or in person to the Sociological Studies Enquiry Desk. 

Student Name:   ………………………………….……
Student Registration No:  …………………………………
Email address:   ………………………………………..
Name of Personal Tutor: ….. …………….……………….

Module Code(s) and Title(s):  ……………………………………………………………..…………….……………………

Current Submission Date:  …………………………………  Requested Extension Date:  ……….………………………
*Case for the Extension: (please continue overleaf if necessary)

If illness, date you became ill: ______________________  Period of illness (days):_______   Did you consult a Doctor? Yes/No. 

Student Signature:   ………………………………….
   Date:  ………………………..
FOR OFFICE USE ONLY 
Decision:

(
We have granted you an extension until __________________________.  Where you have ongoing issues that may affect your studies in future, you are advised to discuss your circumstances with your Personal Tutor; 

(
You should complete a Special Circumstances Form and ask your Personal Tutor to sign it before a longer extension can be granted;

(
We are unable to grant you an extension on this occasion and you are advised to submit your assignment as soon as possible to avoid further penalty.  If you are unable to submit your assignment, or you would like to submit further information/evidence for consideration by the Department’s Examination Board, please complete a Special Circumstances Form. 

(
You should complete a Special Circumstances Form and ask your Personal Tutor to sign it. The Examination Board may take account of your circumstances in reviewing your progress.
Exam Officer’s Comments:
Signed  (Examinations Officer):  ………….………………     Date:………………………..……………
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