CAN’T MEET A COURSE DEADLINE?
So you know the dates when your assignments are due in or when you have a presentation due, you’ve planned your work and everything is under control but then …SOMETHING GOES WRONG! What do you do? 

Well there are several things you can do and it all depends on what has gone wrong and how much of your work will be affected. There are three University procedures that you could use - extension requests, mitigating circumstances or suspending studies. This article deals with extension requests. In the next Newspaper we will look at mitigating circumstances and suspending your studies.  If you do get into any problems with your work and are at all unsure about what to do then speak to your Personal Tutor, Faculty Registrar or a Welfare Adviser in the ARC AS SOON AS the problem occurs.

Generally it is up to you to organise your course work around any other commitments you may have i.e. Part-time paid work. You also need to take into account that when you are in a hurry and a dead line is imminent then the computer you are using will crash, the pen drive you saved your work on will be corrupted, there will be a mile long queue for printing, your car will break down, your bus won’t come, the train will be delayed, you will over-sleep, you will have to stay up all night with your friend who’s just been dumped and to cap it all, next door’s dog will get into your house and chew up your only copy! Your Faculty will have heard all this before; these excuses will NOT work.

EXTENSIONS

When to apply for an extension:    

When you have unforeseen, unpreventable or serious difficulties in the days before the deadline, that may prevent you from meeting the deadline and where the agreement of a later deadline for submission will enable you to complete coursework. Extensions must normally be agreed 48 hours before the deadline, though in exceptional circumstances this can be right up until the deadline.
How to apply for an extension:


Go to your Faculty or School Office and ask for an extension form. Fill it in and supply the necessary independent documentary evidence (see below for examples). Give it to the Authorised Tutor (normally your Head of School or course leader) who will grant or reject your application or return it to your Faculty or School Office if you do not know who the Authorised Tutor is.
Examples of documentary evidence include:           

· Medical certificates (relevant for the time period)
· Letters from medical specialists
· Letters from professional counsellors/advisors (relevant for the time period)
· Legal documents
· Death certificates
Documentary evidence that will NOT be accepted includes:


· Personal statements from the claimant describing their personal circumstances, which are not supported by documentary evidence


· Uncorroborated evidence from friends or family
How long will the extension be for? 

The length of time granted for an extension will normally reflect the amount of time lost because of the difficulty you’ve experienced. The deadline for an extension will fall before the date for feedback to the rest of your group, so no unfair advantage is given to students with extensions.

What if you don’t get an extension?

Assignments etc. handed in late without an approved extension will either be capped at 40% or awarded a mark of 0 depending on the lateness. Assignments that are to be marked as a pass or fail only will always be awarded a mark of 0 if handed in late, without an approved extension.
If you’ve had an extension and still don’t finish your work in time?

If you’ve been given an extension you cannot get another extension for the same piece of work. You can only get mitigating circumstances for the same piece of work if you have experienced a different unpredictable or unforeseen event during the period of the extension or the previous difficulty has got unexpectedly worse. Supporting evidence of the new event or deterioration of an existing difficulty will need to be submitted.
To read the full University Regulations on Extensions go to: 

www.bucksstudent.com click the “welfare” link then the “Course Problems” link. You will find links to most of the University Regulations that relate to students here.

OR

www.bucks.ac.uk - put “formal documents” into the search box, click the Formal Documents link, click the A-Z list and scroll down to find the “Assignment / practice extension and mitigating circumstances” link.
If you would like help with any of the above or talk confidentially about any difficulty you may be experiencing then come and see us in the ARC.
Advice& Representation Centre (ARC)
High Wycombe Ground Floor, North Block Tel: 01494 603016 

Chalfont Block 12 Tel: 01494 605180

Or email ARC@bucks.ac.uk
