Faculty of Arts and Society

The Leeds School of Contemporary Art and Graphic Design



REQUEST FOR AN EXTENSION OF AN ASSESSMENT SUBMISSION DEADLINE
· Please complete all sections below in BLOCK CAPITALS

· Submit this form to your Course Leader prior to the date of submission
· All requests for mitigation must be accompanied by supporting documentary evidence

	Section 1

Full Name of Student:_____________________________________ ID  no:_____________________
Full Course title:____________________________________________________________________ 

Level (HE 1, 2 or 3): ________________________________________________________________
Name of Course Leader:
__________________________________________________________
An extension* is requested for: ( Note a separate form needs to be completed for each module)

Assessment:
______________________________________________________________________
Module:
______________________________________________________________________
Module Tutor: ______________________________________________________________________
Due date of assessment: _____________________________________________________________
Summary of Extenuating Circumstances: ________________________________________________
Nature of Evidence attached (e.g. doctor’s note) if appropriate:_______________________________
I confirm that the information given above is both complete and correct.

Student’s signature: ______________________________________ Date: _____________________


	Section 2 - Staff Use only

Extension granted?
Yes  /   No
Extension agreed until: ________________ (5 working days maximum)

Any other action required:________________________________________________________________
Course Leader’s signature:_______________________________________  Date: _______________



Course Leader to copy and circulate as follows:

· 1st copy to Course Administrator to be reported to Mitigation Panel
· 2nd copy to student indicating decision reached

LEEDS METROPOLITAN UNIVERSITY


Faculty of Arts & Society
GUIDELINES FOR THE OPERATION OF THE REQUEST FOR AN EXTENSION OF AN ASSESSMENT

1. Students notified of procedure through Student Handbooks, publicity posters on notice boards, instructions from module tutors during classes.
2. Student responsibility to collect form from appropriate School Office.
3. Student completes and signs form and takes to Course Leader or Level Co-ordinator for authorisation.  (If the course leader or level co-ordinator is not available student may leave form with course related administrative staff for onward transmission to course leader.)
4. All requests for an extension must be discussed with Course Leader or Level Co-ordinator and if necessary independent documentary evidence should be provided (i.e. medical certificates).  Students must identify on the proforma which modules were affected.
5. Course Leader or Level Co-ordinate verifies documentary evidence (if required).  Signs form as authorisation and return it to the student. Normally and extension will only be granted for a maximum of 5 working days.
6. Student responsibility to return form to appropriate School Office

7. Course related Administrative staff takes two copies of the material – the original is kept in a separate file, by course, for transmission to the mitigation panel; copy given to student and copy given to course leader.
8. Course related administrative staff will also keep with the registration form any other material or notice (eg telephone messages) relating to calls that will be late for class, late for exam etc
9. Course leader keeps his/her copy in personal files for use with counselling, monitoring and assessment.
10. Course related administrative staff maintain ongoing list of names of students who have submitted for or been granted an extension.  This list is organised alphabetically by Level prior to the mitigation panel, where it will be recorded.






































































































































































































