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	Extension Request Form


Requesting and Extension is the process by which Harlow College makes allowance for any matter or circumstance which may have seriously affected your ability to meet the published assessment deadline. Before completing this form refer to the Academic regulation on the Qube. 
It is in your interests to submit your Extension Request form to your AAM for an initial check and you are strongly advised to do so.  Independent advice on the process is also available from the Students’ Union Advice Service or via the Quality Team.
By submitting an Extension Request form, you are requesting that, if approved, a further 10 working days for a short term extension or up to 6 months for a long term extension. An Extension Request, once formally submitted, cannot be withdrawn.
DEADLINES

All extension requests are required to be submitted prior to the publish hand in date, normally no later than 24 hours before this date. 
Submit your request as soon as possible.  If evidence is not immediately available, state that evidence will follow.  Do NOT delay the submission of your request whilst waiting for evidence to become available.  Such delays will not be accepted as a reason for late submission. 
	SECTION A - YOUR DETAILS

	Title:
	Surname:
	Forename(s):

	PSN:
	Academy:    
	Employability, Innovation & Skills (
	  Creative & Digital

(
	  Leisure, Education & Care(
	 Service Industries (

	Pathway

	Nursing, Midwifery & Health Studies (
	Health & Social Care
(
	Education, Teaching & Childhood Studies (
	Business Management (
	Health Science Professions  (
	Medicine (
	Other

(


	SECTION B – TYPE OF EXTENSION REQUEST

	Please tick if you are applying for a Short (10 working days) or Long Term Extension (up to 6 months)

	Short Term  (

	Long Term  (


	SECTION C – ASSESSMENT TASKS FOR WHICH YOU ARE REQUESTING AN EXTENSION

	Please specify each module AND the relevant assessment type for which you are requesting an extension

	Unit Code
	Unit Title
	Credits
	Assessment Type


	Assessment Date

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	SECTION D – DETAILS OF YOUR CIRCUMSTANCES

	(a) I am requesting an extension on the grounds of (()

	
	a serious personal illness which is not a permanent condition

	
	the death, or serious illness, of a close family member, a friend or person for whom I have responsibility of care

	
	other sudden or unforeseen circumstances beyond my reasonable control

	
	other

	(b) Please give details below of your request; explain how the circumstances you describe have adversely impacted on your ability to meet the published assessment deadline. 


	Please list the items of evidence you are submitting in support of your claim:

(i)

(ii)

(iii)

(iv)



	SECTION E – DECLARATION

	

	I, the undersigned, declare that the above and/or attached statements/documentation is true.  
I note that where I have provided a contact address/telephone number, I am giving my permission to the Harlow College to use this information to contact the person(s)/organisation(s) cited to discuss my request, if necessary.

	

	Signed
	
	Date
	
	

	
	STUDENT’S SIGNATURE
	
	
	

	

	Signed
	
	Date
	
	

	
	
PRINTED NAME & SIGNATURE OF FACULTY

If evidence is to follow, the deadline

STUDENT ADVISER OR Assistant Principal for Quality
for providing this evidence is:


	Additional Comments from Faculty Student Adviser / Head of Quality

	


	AFTER RECOMMENDED CHECK BY A FACULTY STUDENT ADVISER or AAM, SUBMIT YOUR FORM TO:
Central Admin office – A Building – who will notify the AAM and Principal Tutor upon receipt 
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