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SCHOOL OF CREATIVE ARTS 

SHORT TERM EXTENSION FORM 2018-19
Name (of Student):       

_____________________________________________________
Student Number:

_____________________________________________________
Programme / Course:

_____________________________________________________
Module (Code & Name):

_____________________________________________________
Project / Assignment:

_____________________________________________________
Initial Deadline:


_____________________________________________________

Reference Number:   ______
<< Add the ref. number for the relevant type of circumstance (see overleaf).
Reason for extension request :-

I am asking for a short term extension because… 
___________________________________________________________
___________________________________________________________
___________________________________________________________
___________________________________________________________
___________________________________________________________
Medical certificate or other supporting evidence seen by tutor:

□ YES
□ NO

Period of extension agreed by Tutor for final submission: 

_____ 
 Working Days **
(In many cases, an extension of LESS THAN 10 working days should be considered to avoid delay in assessment activity).
New Final Deadline:

        _________________________________________________
 




         (Penalties for late submission of work will apply after this date)

Tutor Name:


___________________________   
Tutor Signature:


___________________________   Date: ________________

Student Signature:

___________________________   Date: ________________

Reference:  Categories of Adverse Circumstances & Type of Evidence Required 
(Please visit the CAToolKit for detailed guidance for fuller explanations if needed)
	REF
No
	Type of Circumstance
	Evidence Required

	1
	Medical (serious) – not a recognised disability. 
Examples: broken limb, problem with eyesight, influenza, vomiting or migraine, infectious condition at time of assessment.   Flu does not refer to the common cold.
	Medical certificate (self-certification for the first seven days of illness is permitted if the student provides evidence that it is the policy of their GP practice not to issue medical certificates).

	2
	Medical (minor) – includes coughs and colds, ongoing conditions like asthma IBS etc (unless, in the case of an in-class test, the symptoms are so bad on the relevant day that the student is too unwell to attend, in then the condition will be treated as serious as in 1 above): 
	NOT AN ACCEPTABLE SAC 
(seek guidance from tutor)

	3a
	Disability & Mental Health:  Agreed SNA adjustment, not implemented
	Confirmation in writing  that the agreed adjustment was not implemented

	3b
	Disability & Mental Health: Late request for SNA adjustment
	Confirmation in writing from a member of Student Wellbeing that the SAC is valid plus any medical evidence

	3c
	Disability & Mental Health:  Unable to take assessment for reasons directly related to disability or mental health
	

	3d
	Disability & Mental Health: You sat the assessment but your mental state at the time of sitting meant that you did not realise you were unfit to do so.
	Completed and signed “SAC Medical Practitioner form” (Form MP2) is the only acceptable evidence

	4a
	Bereavement: Death in immediate family or close friend
	Death certificate, additional information (location of funeral, any religious observance requirements for mourning, etc).

	4b
	Bereavement: Attend funeral at the time of the assessment.
	

	4c
	Bereavement: Death of a relative or friend outside the semester, or the funeral is not at same time as assessment.
	NOT AN ACCEPTABLE SAC 
(seek guidance from tutor)

	5
	Serious illness in family: 
(particularly where a student has duty of care)
	Medical certificate, plus evidence of relationship, evidence of carer responsibilities

	6a
	Other Commitment (work):  
Work commitments (part-time and online students only) 
(eg, heavy workload at the time an assessment is due).
	As appropriate (eg, letter from employer).

	6b
	Other Commitment (outside of the student’s control): 
(eg, emergencies, including unexpected loss of childcare or other carer support) on the day of an assessment
	As appropriate (eg, letter from employer or nursery, letter in support of a carer).

	7a
	Transportation problem – serious: 
(eg, exceptional circumstance such as a serious rail delay or road traffic accident, snow causing serious delays to traffic, puncture).
	As appropriate (eg, copy of ticket, compensation slip from rail company, traffic report - with evidence of timing).  Late arrival at an exam needs a slip from the exams office.

	7b
	Transportation problem – routine: 
(eg, predictable or partly predictable transport problem (eg, traffic jams, late train or bus, etc), planned strike.
	NOT AN ACCEPTABLE SAC 
(seek guidance from tutor)

	8
	Misunderstood examination timetable:
	

	9
	Overslept:
	

	10
	Financial:
	

	11
	Religious reasons, where not working is a requirement:
	Requests must be notified to the University at least two weeks in advance, with appropriate evidence.

	12
	Serious personal problem not medical: (eg, separation from spouse/partner, victim of crime) within the semester.
	As appropriate (letter from counsellor, landlord, crime reference number, etc).

	13a
	Computer Problem: ( *see note below)
Failure of own computer or software – leading to loss of time to complete coursework or loss of files/data/work
	Receipt from repairer, or evidence of legitimate warranty claim, screen shot etc. 

	13b
	Computer Problem: 
Failure of UH/partner supplied equipment, infrastructure or software.
	Written evidence from technical team detailing the nature of the failure and duration.

	13c
	Computer Problem:  ( *see note below)
Failure of 3rd party equipment, infrastructure (could be ISP or power failure, or failure of 3rd party online assessment system/invigilation) or other software.
	Written evidence from provider, screen shots, support from UH technical teams etc.

	14
	Re-instatement: following barring of access to StudyNet.
	Evidence from the student record system (Quercus)

	15
	Holidays: (only when booked prior to joining UH)
	Booking information.



* Note: On degree programmes that specify proper data backup procedures as part of their standard professional practice, 13a and 13c will not be accepted as valid reasons for a short term extension.

�





* Tutors are reminded to refer to the University Guidelines for Serious Adverse Circumstances when determining whether an extension request should be granted or not - and the type of evidence that is required.  





Also, please note that an extension should not be approved after the submission deadline.














** Tutors in Creative Arts may permit a maximum extension of 10 (TEN) working days, provided that appropriate evidence has been seen. Please note that this is the MAXIMUM permitted extension-period and in many cases a shorter period of extension may be appropriate so that assessment or examination board activity is not delayed.





(NOTE: A working day is defined as a day when the University if officially open, including out of term.  The only exception to this might be if a required resource unavailable to the student during the period of extension, in which case students should agree the deadline with the tutor).





The use of this form will extend the standard deadline for submission of work for the named student, module and assignment.  Should the student fail to submit on the agreed extended date, then the University’s standard regulations concerning late work will be applied - using the date of the extended deadline as a reference.  Ie. work submitted within 1 week of the extended deadline will be capped at 40 for undergraduate and 50 for postgraduate students, work submitted after 1 week of the extended deadline will receive a mark of 0).





Students wishing to request an extension period greater than that stated above are required to submit their request using the full Serious Adverse Circumstances Form available via StudyNet or from the Student Office in the Todd Building.








