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EXTENSIONS PROCESS

Student identifies the need for an extension at least three days in advance of the assessment deadline

A

Student completes Extensions Form and contacts the module leader/ lecturer to discuss their Extensions claim.
Student submits the form and relevant evidence (if possible)

to the module leader/lecturer (this may be done via email)

A

Module leader decides whether to allow the extension and informs the student about the length of the extension

A

4

Extension not granted

Student must submit assessment by the deadline or
be subject to late penalties consistent with their
programme

Extension is granted

Administration Process

A 4

Module leader retains the Extensions Form and
passes to the relevant Senior Programmes Officer

v

Senior Programmes Officer notes the details of the
Extension on the Extensions Spreadsheet

Student Process

4

Student should submit assessment by the new
deadline

A A

Student submits
work by the new
deadline

Student misses the
new deadline

A A

Student is penalised
subject to late
penalties

Assessment is
marked as normal

Any questions regarding this process should be directed to Carmai Roberts (x5910; Carmai.Roberts.1@city.ac.uk)



