[bookmark: Introduction]Extension Requests for Candidates (CR11)



Candidates are allowed standard periods of extra time from the end date of their course to complete the qualification requirements. 
· Level 2 and 3 (CSK-L2, CST-L3/CAST-L3 and LCS-L3): 3-months beyond the end date of the course.
· Levels 4, 5 or 6 (TC-L4, LC-L4, PC-L5, CBT-L5, CYP-L5 or TCSU-L6): 12 months beyond the end date of the course.
· Tailor made qualifications: As agreed at the time of qualification approval.

In exceptional cases, (i.e. bereavement, illness, or other extenuating circumstances) a candidate may not have completed the qualification in this period, and have outstanding areas left to complete, for example internal assessment elements, such as a case study, essay or work to address contraindications. Or they may have yet to achieve all the required client/coachee/supervision placement hours. In these cases it may be appropriate for the tutor to request an extension from CPCAB.

It is the responsibility of the course tutor to monitor the progress of the candidate as the end date of the course approaches. If it is likely that the candidate will require more time, then the tutor will need to agree to support the candidate to complete any outstanding elements, and to monitor the continuing fitness to practice of the candidate. 

The tutor is best placed to complete this form to apply to CPCAB for an extension. Please email completed forms to contact@cpcab.co.uk
 
Please note that extensions are not automatically granted by virtue of a request. The following two pages below provide you with an opportunity to outline the reason for the extension as well as explain what measures will be put in place to support the candidate through to completion. The more detail that is provided, the more evidence there is to support the case for granting the extension. Requests will not be considered without a completed support plan For internal use only (action agreed, by whom, date):




For internal use only (action agreed, by whom, date):






CPCAB does not guarantee to issue a certificate if: 

· An extension request has not been asked for by the end of the permitted extension.
· The reason for an extension cannot be justified appropriately.

Please note: all other internal assessment requirements must have been completed, and the candidate/s found proficient in the external assessment (where applicable). 

This form can be used for the following qualifications:

· Level 2 and 3 (CSK-L2, CST-L3/CAST-L3 and LCS-L3): to request an extension for completion of the internal assessment beyond the standard 3-month allowance. The extension must be applied for before the standard 3-month period has expired. Please mark N/A in the appropriate boxes. 
· Levels 4, 5 or 6 (TC-L4, LC-L4, PC-L5, CBT-L5, CYP-L5 or TCSU-L6): to request an extension for the completion of client, coachee or supervision hours, and any associated internal assessment, beyond the standard 12-month allowance. The extension must be applied for before the standard 12-month period has expired.  
· Tailor made qualifications: to request an extension for completion of client, coachee or supervision hours (where applicable) or aspects of internal assessment. Please mark N/A in the appropriate boxes.

You do not need to request an extension for candidates who are due to complete within the standard allowed timeframe beyond the end date of their course, e.g. 3 months for levels 2-3, and 12 months for levels 4+.

	Centre Name:
	

	Centre Number:
	

	Candidate Name:
	

	Candidate Number:
	

	Qualification:
	

	Group no:
	

	Date course ended:  
	

	Name of tutor(s):
	



	Reason for extension request:
	Client/coachee/supervision hours outstanding   Y/N

	
	Internal assessment requirements outstanding   Y/N

	Requested end date of extension:  

	


	
	Number of supervised placement hours completed in Year 1
	

	Number of supervised placement hours completed in Year 2
	

	Number of supervised placement hours completed in Year 3 (Standard extension year)
	

	Number of placement hours outstanding
	

	All client hours declared are confirmed to have supporting client logs and supervision logs as per the course requirements

	Centre process to support the candidate:

Please explain below how the candidate will be supported to complete the outstanding elements of the qualification, e.g. internal assessment/placement hours. For example, references to the general topic and frequency of tutorials could be included plus details of any agency/supervisor meetings. Provide as much detail as possible. The size of the text box below can be increased, if required.

	











	Is the candidate currently in placement? If the answer is no, please explain the reason why.
	

	Does the candidate have appropriate supervision arrangements in place in line with professional membership? If the answer is no, please explain why.
	

	Number of clients currently allocated to the candidate
	





I confirm that I support the candidates request for an extension and I pledge my time, skills and knowledge in both monitoring and supporting the candidate to complete their placement hours or internal assessment requirements.

Tutor name:                                                                             	Tutor signature:  


Date:



	For internal use only:
Notes:
Outcome:
CQP Name/Signature:
Date:
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