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Guidelines for the Granting of Interruption of Study or Extension of Study permitted under the Postgraduate Regulations

1. Authorisation
1.1. Interruptions of Study (IoS) and Extensions of Study (EoS) are concessions that are authorised under the auspices of  the College Postgraduate Studies Committee (CPGSC).   Requests for IoS  and extensions for all PhD and MPhil students must be sought from the PG Dean, who has delegated authority from the CPGSC to authorise these concessions provided that schools have shown due process as described on the concession forms.
1.2. The CPGSC has devolved to schools the power to grant Masters students the following:

· IoS of up to a total of 2 months

· EoS of 1 month. 

Schools must inform the College PG Office of the concessions they have granted within one week of their concession meeting.  This will trigger the official letter from the College to the student and to the Registry.

1.3. Requests for IoS and EoS for masters students out with these periods can only be authorised by the PG Dean.
1.4. Requests for concessions cannot be granted retrospectively.

1.5. International students on Tier 4 visas must check with the International Office regarding their status as they will be required to leave the UK if requesting an IoS over 60 days. Those initiating  IoS at school level must advise the student to seek guidance from the International Office if the IoS would exceed  one month. 
Guidance on Interruptions of Study

2. Proposing and Authorising IoS
2.1. The University places considerable emphasis on the completion of the thesis within the maximum period of study. 

2.2. Definition of IoS:  An IoS may only be authorised for Masters, PhD, Professional Doctorate, or MPhil students if good cause is shown.  An IoS concession is applicable where a student is unable to work towards their degree for a significant period of time due to circumstances that are largely beyond their own control. Periods of interruption do not count towards the student’s total permitted period of study and students are not liable for fees during their period of interruption.  IoS cannot be sought with retrospective start dates.  The start of an IoS will be no earlier than the date of authorisation, not the date of submission. IoS are granted in increments of one month.
2.3. Circumstances in which it might be appropriate to grant an IoS include, amongst others:

· Medical and health problems 

· Personal and family problems 

· Bereavement

· Problems experienced because of failure of university equipment or lack of access to equipment for good reasons that are out with the control of the student

· Problems experienced because of deficiencies in the provision of supervision or facilities

· Undertaking distinct time-limited specialized training that would be beneficial to the students project or generic skills training

2.4. Interruptions are not appropriate, and should not be sought:

· Where the student is able to work on the thesis but is not progressing at the expected rate 

· Where the reasons are foreseeable and could be managed in other ways 

· To permit students to take extended annual/holiday leave

· To extend the period available to the student to complete their thesis.

2.5. Schools should note that second or further applications for interruptions for a student will be subjected to greater scrutiny and a higher level of supportive documentation will be required. The college reserves the right to refuse to grant continuous applications.

3. Maximum Periods of IoS Permissible

3.1. As shown in the Degree Regulations, the maximum total interruption period possible is:

· 12 months (full-time Taught or Masters by Research), 

· 24 months (part-time Taught), or 

· 60 months (MPhil or PhD).  (DRPS Reg 8.3 or 5.5).  

4. Applying for an IoS – Role of the Student
4.1. Students must inform their supervisor immediately of any factors that will prevent them from working on their studies for a continuous period of more than two weeks.   In particular, international students holding visas must be aware that authorised IoS of more than 60 days will result in the student needing to leave the UK unless there are exceptional circumstances which the UK Border Agency would support.

4.2. Research Council Funded Students.  Students who are funded by one of the Research Councils (e.g. ESRC or AHRC) must seek approval for the proposed interruption from their Research Council before the concession is considered.  This may apply to other funding agencies and students should check before applying for an IoS.

5. Applying for an IoS – Role of the Supervisor 
5.1. Supervisors must ensure that all applications for interruption are documented on the correct IoS form, available on the web at:  http://www.apps.hss.ed.ac.uk/hss/postgraduate/administration_guide/documents/2.IoSRequestForm_Rev9-Sep11_000.rtf 
5.2. If supervisors are discussing with overseas students requests for an interruption for paid employment, they should be aware that the students’ visas may restrict the number of hours that can be worked.  The supervisor must also make the student aware that IoS are not retrospective and, for visa-holding international students seeking IoS of more than 60 days, will impact on their ability to stay in the UK.
5.3. If the supervisor supports the request for an IoS, s/he must complete the main part of the form, ensure that all the required supporting evidence (e.g. medical or hospital certificates) is attached, and then sign the form before sending it to the school PG Director.  If a supervisor does not support the application s/he must inform the student of these reasons. The College does not need to see unsuccessful IoS application forms.
6. Applying for an IoS – Role of the PG Director
6.1. PG Directors should ensure that the IoS is complete and signed by the supervisor.  Then before sending an endorsed IoS request to the PG Dean, the PG Director will need to confirm,  by annotating on the form as shown, that the reasons for the request are comprehensive and sufficient, that the supporting evidence is deemed adequate,  that (if funded)  the funding body supports the concessions,  and that the school supports the concession request. 

6.2. If a PG Director does not support the application then s/he must inform the student of these reasons. The College does not need to see unsuccessful IoS application forms.
6.3. The PG Director should submit endorsed application forms to the College PG Office within one week of the date of endorsement. 
7. Applying for an IoS – Role of the PG Dean and the CHSS PG Office
7.1. On receipt of an endorsed IoS request, the College PG Office Sec will annotate the comments box on the student’s PPMD record as follows:  “IoS received on <date>”.  The Sec will then check that the form is complete and contains supporting evidence.  Incomplete forms will be returned.

7.2. The PG Dean will consider – on a weekly basis – the cases made using the evidence provided.   The Dean will consider each individual case on its merits within the context of the University’s regulations. The Dean has the authority to reject an application or to impose conditions as he deems appropriate (e.g. shorter time limit, change to an extension of studies, or notification that a further interruption would not be granted).

7.3. If the PG Dean authorises the IoS then an authorisation letter will be sent to the Student. Registry will be notified via euclid (the Student and the School PG Office will be informed via the automatic response in euclid).
Guidance on Extension of maximum period of study
8. Proposing and Authorising an Extension

8.1. The University places considerable emphasis on the completion of the thesis within the maximum period of study. 

8.2. Definition of an Extension of Study:  An extension of study is applicable where a student has an exceptional reason and a strong documented case for requiring additional time to complete their studies.  Extensions cannot be sought with retrospective start dates.  The start of an Extension will be no earlier than the date of authorisation, not the date of submission.  Extensions are granted in increments of one month.

8.3. Circumstances in which it might be appropriate to grant an Extension include, amongst others:

· Where progress has been hampered by unforeseen difficulties with facilities or equipment and hence completion of the thesis has been delayed

· Where progress has been hampered by unforeseen difficulties in obtaining or analysing data

8.4. The School should also note that second or further applications for extensions for a student will be subjected to greater scrutiny and a higher level of supportive documentation will be required. The college reserves the right not to grant continuous applications.

9. Applying for an Extension – Role of the Student
9.1. Students must inform their supervisor immediately of any factors that will prevent them from completing their studies within the authorised period.     

9.2. Research Council Funded Students.  Students who are funded by one of the Research Councils (e.g. ESRC or AHRC) must seek approval for the proposed extension from their Research Council before the concession is considered.  This may apply to other funding agencies and students should check before applying for an extension of studies.

9.3. Students should note that following the approval of an extension request, a PhD or MPhil student will become liable to pay an appropriate proportion of the continuation fee; a masters student will have to pay the matriculation fee.

10. Applying for an Extension – Role of the Supervisor 
10.1. Supervisors must ensure that all applications for extensions of study are documented on the correct Extension form, available on the web at:  http://www.apps.hss.ed.ac.uk/hss/postgraduate/administration_guide/documents/1.ExtensionRequestForm_Rev6-Aug11.rtf 
10.2. If the supervisor supports the request for an Extension, s/he must complete the main part of the form, ensure that all the required supporting evidence is attached, and then sign the form before sending it to the school PG Director.  If a supervisor does not support the application s/he must inform the student of these reasons. The College does not need to see unsuccessful Extension application forms.
10.3. The supporting documentation must include: 

(a) a detailed and realistic timeline plan for completion of studies/thesis submission and;


(b) clear evidence of why the School has confidence that the work will be completed within the 
period of the requested extension.

10.4. The principal supervisor is expected to submit a request prior to the completion of the current maximum period of study and as soon as the issue has been disclosed by, or discussed with, the student.

11. Applying for an Extension – Role of the PG Director
11.1. PG Directors should ensure that the Extension request form is complete and signed by the supervisor.  Before sending an endorsed extension request to the PG Dean, the PG Director will need to confirm,  by annotating on the form as shown, that the reasons for the request are comprehensive and sufficient, that the supporting evidence is deemed adequate,  that (if funded)  the funding body supports the concession,  and that the school supports the concession request. 

11.2. If a PG Director does not support the application then s/he must inform the student of these reasons. The College does not need to see unsuccessful extension application forms.
11.3. The PG Director should submit endorsed application forms to the College PG Office within one week of the date of endorsement. 

12. Applying for an Extension – Role of the PG Dean and the CHSS PG Office
12.1. On receipt of an endorsed Extension request, the College PG Office Sec will annotate the comments box on the student’s PPMD record as follows:  “EoS received on <date>”.  The Sec will then check that the form is complete and contains supporting evidence.  Incomplete forms will be returned.

12.2.  The PG Dean will consider – on a weekly basis – the case made using the evidence provided.   The Dean will consider each individual case on its merits within the context of the University’s regulations. The Dean has the authority to reject an application or to impose conditions as he deems appropriate (e.g. shorter time limit, or notification that a further extension would not be granted).

12.3.  If the PG Dean authorises the Extension then an authorisation letter will be sent to the Student. Registry will be notified via euclid (the Student and the School PG Office will be informed via the automatic response in euclid).

13. Other Relevant Information
13.1. The postgraduate regulations: http://www.drps.ed.ac.uk/index.php
13.2. The Code of Practice for Supervisors and Research Students and Taught Students: http://www.ed.ac.uk/schools-departments/academic-services/policies-regulations/codes 
13.3. For further advice with regard to interruptions and extensions please contact the College Postgraduate Office, contact details available from: http://www.ed.ac.uk/schools-departments/humanities-soc-sci/postgraduate/home 
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