Assessment Extension Requests - up to due date of assessment period

Student submits an Application for an Extension form to
Course Lecturer with relevant supporting documentation |

explanation.

No application for
extension
requested

Penalty of 5% per
day to apply up to
date of submission

Yes

\
Course lecturer grants
extension of up to 14
consecutive days and
notifies student. Copy
given to student and a

copy forwarded to Course

Coordinator

Extension noted on assessment by
student and recorded on STEPS Drive by
Course Lecturer. Request for Extension
Form filed in student data folder.

Course Coordinator
responsible for
maintaining records of
extensions on STEPS
Drive.

Statistics available on
request. Data in
student folders.

No

A

Course lecturer confers with
STEPS Campus
Coordinator to ascertain if
personal circumstances
should have any bearing on
recommendation for
extension.

Yes

’

Extension
recommendation by

No

Extension

granted

Course Coordinator
consults with student to

denied?

Yes

End

Extension

explain reason for
rejection of extension
request.

B r

Student has one
opportunity for review
of decision by Course

Coordinator in

consultation with
Campus Coordinator






