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SUBMISSION DEADLINE EXTENSION REQUEST PROCEDURES FOR CANDIDATES


Candidates are free to choose which submission deadline they wish to work towards and don’t need to inform the CIPR AB when this will be.  

However, it is the individual candidate’s responsibility to ensure that they leave themselves sufficient time to complete their qualification within the qualification completion timeframe, as specified in Section 10 of the CIPR Course Regulations.  

If a candidate feels they are going to miss a submission deadline, they have two ‘extension’ options available to them:

· short extension (up to 5 working days); or
· long extension (more than 5 working days)

Short extension requests

These can be anything from 1 to 5 days after the published submission deadline and the decision to grant these is entirely at the discretion of individual ATCs.  If the ATC can still complete their marking and internal moderation by the marking deadline, then the CIPR don’t need to be involved in this process and no additional fees will be incurred by the candidate.

Long extension requests (extension to qualification completion timeframes)

Candidates will be able to request and pay for an extension to their qualification completion timeframes of either:

· up to 6 months (all qualifications); or
· up to 12 months (the Legacy Professional PR Certificate, the Legacy Professional PR Diploma or the new Public Relations and Communication Management Certificate only)

Legacy PR Certificate, Legacy PR Diploma and Public Relations and Communication Management Certificate  candidates can choose to request either a 6 month or 12 month extension if, for example, they only have one assessment to submit in order to complete their qualification.  These candidates should be advised, however, to carefully consider how much time they need.  If they request a 6 month extension and then decide they need additional time, this will not be allowed.

Candidates should refer to the current CIPR AB Assessment Schedule when considering which extension option best meets their needs.

Course Leaders will be empowered to make the decision to authorise these requests themselves and, provided they are satisfied that the request is genuine, they can grant the extension and should inform the CIPR AB of the new qualification completion deadline that they have agreed with the candidate.  

The following fees for long extension requests will apply:

· Extension requests up to 6 months	=	£60
· Extension requests up to 12 months	=	£120

In addition to the above fees, candidates who enrolled from 1st June 2025 must maintain their CIPR Professional Student membership and, as such the following additional fees will also be payable:

· Extension requests up to 6 months 	=	£40
· Extension requests up to 12 months 	=	£80

Payment of the extension fee and additional membership fee (if applicable) must be made by the candidate directly to their ATC before the extension can be confirmed as ‘authorised’.


Application process:

Candidates must apply for an extension, in writing, to their teaching centre between two and four weeks before their original qualification completion date.  

If the request has been granted, candidates (and the CIPR AB) should be informed of their new qualification completion deadline which will be the closest available submission date either 6 or 12 months after their request has been received (depending on the length of extension requested).  


Mitigating Circumstances:

The CIPR understands that candidates may need to request additional time to complete their qualification due to unforeseen events or circumstances that are beyond their control.  In these instances, it is possible that extension fees will be waived.  Please refer to the Table of Mitigating Circumstances at Appendix I for additional guidance.
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Table of mitigating circumstances

The following reasons would be considered acceptable and extension fees may, at the discretion of the CIPR, be waived:

  
	
	Accepted mitigating circumstances
	Evidence required

	Medical
	Serious physical injury close to an assessment submission deadline.
	Written evidence from a medical practitioner.

	
	Acute short-term illness (i.e. Covid, influenza, Norovirus) close to an assessment submission deadline.
	Written evidence from a medical practitioner.

	
	Onset of severe physical or mental health condition.
	Written evidence from a medical practitioner.

	
	Pregnancy or imminent birth (partners of pregnant women may also apply)
	MATB1 form and/or written evidence from a medical practitioner.

	Bereavement
	Loss of a close family member (spouse or partner, children [including stillbirth and stepchildren], parents [including stepparents], siblings
	Death Certificate

	Personal commitments
	Family/care emergency
	Written evidence from a medical practitioner, social worker, relevant professional or solicitor.

	Accommodation problems
	Eviction/being made homeless.
	Eviction notice.

	Victim of crime or traumatic personal event
	· Victim of serious crime or domestic abuse
· Serious fire at residence
· Family breakdown (e.g. divorce/separation)
· Political upheaval or conflict
	Written corroboration of the incident from the Police or Fire Service or, in the case of a family breakdown, written evidence from a medical practitioner, social worker, relevant professional or solicitor.  In the case of political upheaval or conflict that is covered in the media, no additional evidence will be required.



A heavy workload would not usually be considered reason enough to be considered as mitigating circumstances unless this is backed up by the employer together with evidence of the increased workload.

If an extension request is received from a candidate and their circumstances suggest that the fee should be waived, then the Course Leader should contact qualifications@cipr.co.uk and a decision will be made regarding fee waiving on a case-by-case basis.  
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