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GUIDELINES ON THE COMPLETION OF:

EXTENSION TO SUBMISSION DEADLINE FORM

Purpose 

This document provides guidance and definitions for Schools, for the completion of an ‘Application for an Extension to Submission Deadline’ form which must be used to request an extension to submission deadline for ALL postgraduate research and postgraduate Master’s stage candidates.  

This form should NOT be used to apply for an Interruption of Study.

Process 
The regulations governing extensions to thesis submission deadlines, including acceptable grounds, can be found in the Academic Regulations Handbook at http://www.cf.ac.uk/regis/sfs/regs/index.html

Please note: all applications for Extensions to Submission Deadlines are subject to the approval of Academic Standards & Quality Committee.
Action to be taken by School:

1. A clear statement from the student’s Supervisor must be supplied, supported by appropriate independent evidence providing a summary of the case showing that the case has been evaluated and that the request is considered to be appropriate and providing timescales for completion.

· Where an application for an extension is made on the grounds of ill health or parental leave, relevant medical evidence must be submitted with the application.

· Where an application for an extension is made on the grounds of exceptional professional commitments, relevant written verification of workload commitments must be provided by the candidate’s employer. 

· A timetable clearly defining the work to be done and timescales for completion must be submitted with ALL applications.  

Schools are asked to ensure that full details are provided in order to ensure that applications can be processed without undue delay.

2.
It is the University’s responsibility to notify research councils of changes to a student candidature.  Therefore, if a student is funded by a research council, it is imperative that Section C of the form is completed.
3. Section D This section must be signed by the Head of School to confirm that the application has been approved.

4. Section E must be signed by the Head of School to confirm that the application has not been approved and a statement must be provided to explain the reason(s). Please note that this statement will be included in the official letter that is issued to the candidate confirming the application has not been approved.

5. The Head of School must ensure that all supporting documentation is attached with the application.
6. The completed form and a summary of the case, including relevant supporting documentation and timescales for completion, should be returned to:

Student Records Team Registry, 30-36 Newport Road, Cardiff, CF24 0DE
APPLICATION FOR AN EXTENSION TO SUBMISSION DEADLINE
SECTION A: CANDIDATE’S DETAILS

	School
	

	PROGRAMME OF STUDY
	

	CANDIDATE’S Student Number
	

	CANDIDATE’S name
	


SECTION B: DETAILS OF EXTENSION REQUEST

REASON (PLEASE TICK RELEVANT BOX (S) BELOW):

	ILL-HEALTH*
	
	PARENTAL LEAVE*
	

	COMPASSIONATE GROUNDS
	
	UNAVOIDABLE PRACTICAL/ LOGISTICAL DIFFICULTIES
	

	EXCEPTIONAL PROFESSIONAL COMMITMENTS*
	
	
	


* PLEASE USE GUIDANCE NOTES WITH REGARDS TO REQUIRED SUPPORTING DOCUMENTATION

PLEASE CONFIRM ORIGINAL AND REQUESTED SUBMISSION DATE
	ORIGINAL SUBMISSION DATE (DAY/MONTH/YEAR)
	

	REQUESTED EXTENSION DATE (DAY/MONTH/YEAR)
	


SECTION C: RESEARCH COUNCIL FUNDED STUDENTS

	NAME OF RESEARCH COUNCIL
	

	HAS THE RESEARCH COUNCIL BEEN ADVISED OF THE NEED FOR AN EXTENSION REQUEST?
	YES / NO


SECTION D: APPROVED APPLICATIONS (Only complete this section if application has been approved.  See SECTION E overleaf for applications that have not been approved)
SIGNATURE OF THE HEAD OF SCHOOL

	SIGNATURE
	

	PRINT NAME
	
	DATE
	


On receipt in Student Records, applications that have been approved by the Head of School are forwarded to the Academic Standards and Quality Committee for approval.  Once approved candidates are notified in writing by Student Records and have 10 working days from the date of notification to lodge an appeal against the length of the extension approved.
Please note that these letters are stored on SIMS and Schools can confirm that applications have been approved and the candidate notified by accessing Reports for Staff on SIMS Online.  Within the Current Student Information section you can select View Correspondence for a student and view all correspondence that has been sent to a student by inputting the student number.
SECTION E: APPLICATIONS THAT ARE NOT APPROVED
Please give a summary of the reason(s) why this application has not been approved.  

Please note that this summary will be included in the letter to the candidate. 
	


SIGNATURE OF HEAD OF SCHOOL

	SIGNATURE
	

	PRINT NAME
	
	DATE
	

	Name and email address of member of staff to be sent a copy of the candidate’s letter.
	
	
	


On receipt from the School the candidate will be notified in writing by Student Records that the extension application has not been approved.  

Candidates have 10 working days from the date of the notification to lodge an appeal against the decision.

These letters are not currently stored on SIMS so therefore a copy of the letter will be emailed to the named contact in the School.

THIS FORM CANNOT BE PROCESSED UNLESS SIGNED BY THE HEAD OF SCHOOL

