
	LEEDS UNIVERSITY BUSINESS SCHOOL
APPLICATION FOR EXTENSION TO COURSEWORK
This form is not to be used for requesting consideration of mitigating circumstances.
	APPROVED REVISED DEADLINE (OFFICE USE ONLY)


APPLICATIONS RECEIVED WITHIN 48 HOURS OF THE ASSESSMENT DEADLINE MAY BE DECLINED.

Please read the guidelines (overleaf) before completing the form. We also recommend that you take into account the Mitigating Circumstances Guidance available on the Taught Student Guide. Complete one form for each module you wish to request an extension for. Please ensure you complete all sections of the form. 
Use this form to request coursework extensions for LUBS modules only. For coursework extensions relating to any non LUBS modules, please contact the relevant teaching school.
You will receive an email advising of your extension application outcome. Please do not assume that you have been granted an extension until you receive this. Extensions cannot be confirmed until supporting documentation has been provided to LUBS Student Support and this form subsequently signed by a member of the Student Support team.

Name:


Student number (SID):

Personal Tutor:
Dissertation Supervisor (in the case of dissertation extension requests):

Email address:                               
 @leeds.ac.uk
Degree Programme: 


Year of Study:
	Module code
	Module title
	Module Leader
	Original Deadline

	
	
	
	

	Type of Assignment (e.g. Coursework, Essay, Presentation) 
	Precise dates between which you were affected by the problem described below

	
	From: (dd/mm/yy) 

To: (dd/mm/yy)
	Is the problem ongoing? 

YES / NO


	Nature of the circumstances or event and explanation as to how this has affected your ability to complete your assignment on time (Please do not assume that a longer explanation will mean your application is more likely to be successful. However, if you need to continue on a separate sheet of paper, this should take the form of a formal statement or letter):



	Type of evidence provided (e.g. medical certificate – see Mitigating Circumstances Guidance for further types of evidence):



I confirm that the circumstances described and the supporting evidence provided are genuine. I understand that any false claim would be subject to disciplinary action under the General University Disciplinary Regulations, Section 2.7 at http://www.leeds.ac.uk/secretariat/documents/gudr_current.pdf 
Student Signature:
Date:


	(OFFICE USE ONLY)     Date form received:                                          Approved by:



Extensions
An extension will only grant you a short amount of additional time to complete work. You should also consider the impact of an extension on other deadlines you may have, to ensure you are not creating problems for yourself at a later date. 

For some circumstances, particularly serious health issues or significant events which may affect all aspects of your studies or have a longer term effect, an application for Mitigating Circumstances may be more appropriate.

Extensions are normally suitable if:

· A student needs a short amount of additional time to complete coursework due to one of the reasons listed under ‘Acceptable reasons for an extensions’;
· The student is aware before the submission deadline that they will not be able to submit on time;
· Only one or two modules are affected.
Acceptable reasons for an extension (with evidence) might include:
· a short-term personal ailment, illness or injury;

· the death or critical illness of someone you are close to;

· being a victim of crime.
Examples of circumstances that might be accepted (with evidence) include:

· personal problems/trauma/family crisis/domestic issues/unexpected issues with childcare provision;
· illness of a close family member;
· planned medical operation (if advance notice is provided);
· unforeseen accommodation issues outside of the student’s control (does not include house moves due to the end of a lease).
Events or circumstances that would not normally be acceptable grounds for an extension include:

· domestic events such as house moves, family celebrations, holidays or weddings;

· pressures of academic work (i.e. conflicting deadlines, poor time management);
· consequences of paid employment;
· mistaking a deadline, misreading the examination timetable or submitting the wrong assignment in error;

· failure, loss or theft of a computer or other equipment, including inability to print off work coursework that is not backed up;

· long-standing health conditions, of which the student was aware prior to starting their course. Students are encouraged to raise any long-term health issues which may affect their studies with the University in order that tailored support can be put in place for them;

· illness for which no contemporaneous evidence is available (i.e. evidence which demonstrates you sought medical advice or intervention at the time of the illness);

· examination nerves, feeling generally anxious, suffering from low mood, stress or panic attacks (where no diagnosis of a mental health condition has been made);

· ignorance of the regulations for examination or assessment arrangements;
· transport difficulties (i.e. strikes, traffic jams, and delayed trains).
Please see the LUBS Code of Practice on Assessment or contact the LUBS Student Support team if you have any queries.
Notes on the Extensions Procedure
i) Students must complete the appropriate form and return it, with suitable evidence, to LUBS Student Support (Student Education Service Reception or by email to LUBSStudentSupport@leeds.ac.uk). It may be necessary for the student to make an appointment to see a Student Support Officer to discuss the application. 
ii) A member of the Student Support team will inform the student of the outcome by email. If the extension is approved, the revised deadline will be confirmed by email.  The extension given will be appropriate to the severity and duration of the circumstances.  A student should not assume that an extension has been granted until they receive the confirmation email. Please note that Module Leaders cannot grant extensions.
iii) If the work is submitted after the agreed revised deadline then it will be penalised as being late.
iv) Students are encouraged to see a member of the Student Support team to raise awareness of and discuss the issues that have led them to request an extension.
v) If we grant an extension, we will not normally consider an application for mitigating circumstances for the same cause(s). This is because the extension already represents compensation.
vi) All requests for extensions should be made at least 48 hours before the submission date of the assignment, wherever possible. If you miss the opportunity to request an extension (because you submitted the request after or very shortly before the submission deadline, or because the nature of your circumstances prevented you from doing so), you may apply for removal of any penalties for late submission through the Mitigating Circumstances process. Extensions cannot be granted retrospectively.
This form is correct at the time of printing (September 2017), subject to Faculty approval. It may have changed subsequently.  You should therefore also refer to the Business School’s Taught Student Guide and seek advice from the LUBS Student Support team if you have any queries.

