William Carey International University 








Pasadena, California 


Request for Extension of Time to Complete a Module or Half-Module 
1. STUDENT: 
Student_____________________________________ ID#__________ Mentor_______________________________ Module_____ 
If needed, and adequate progress has been made, an Extension may be granted to allow up to a maximum Approved Starting Date (see the Enrollment Agreement) for the completion of all required work for this module or half-module. If approved, the Extension Completion Date will be indicated below. This request must be received (in writing, by mail, email, fax, or other means) at least 3 weeks before the Approved Completion Date shown on the Enrollment Agreement. Late requests must be accompanied by a $15 Late Fee. If no request is received by the Approved Completion Date, a No Credit (NC) grade will be issued if all work has not been completed. 
Only in rare circumstances beyond students’ control will a later request for an Incomplete Grade be considered, to allow an additional 6 months beyond the Extension Completion Date. If students know it is impossible to complete all work within these time limits (e.g., due to serious illness, unexpected move to another country, etc.), they should request a Withdrawal form from the Registrar. (The student will receive a NC (No Credit), which will count the same as an F on the transcript. See catalog for repeating courses.) After withdrawing, it may be possible to request a Leave of Absence from the degree program for any period up to 12 months. A longer inactive period results in student files being designated inactive. An application for readmission is required if students later wish to reenroll in the degree program. 

See the Guidelines on the back of this form for details. 

Reason for Request (to be completed by the student, use additional sheet if needed) 

	



__________________________
              _____________
Student Signature 


Date 

I ___will ___will not be able to work with the student during the Extension. ______________________________ _____________ 








          Mentor Signature 


Date 

Send form (and $15 Late Fee if applicable) to: WCIU Registrar, 1539 E. Howard St., Pasadena CA 91104-2698, USA 

2. REGISTRAR: An Extension of time ___is   ___is not approved for this module.( If not approved, please explain below.) 

Extension Completion Date: _______________________. By this date all required work must be received.
If all required work is not received by this date, a No Credit (NC) grade will be issued for the module. Only in rare circumstances beyond
the student’s control will a later request for an Incomplete Grade be considered, to allow an additional 6 months beyond this Extension
Completion Date.
Comments: 
	


___________________________________

____________


___________________________
_________
Director of Global Civilization Program 

Date



 Registrar’s Office   

  Date

Guidelines: Request for Extension of Time to Complete a Module or Half-Module 
If needed, and adequate progress has been made, an Extension may be granted to allow up to a maximum of 12 months from the Approved Starting Date, shown on the Enrollment Agreement, for completion of all required work. An Extension does not affect the student’s grade. 

If the initial Approved Completion Date on the Enrollment Agreement already allows 12 months for completion of the module or half-module, no further extension is possible. 

(Students who are not able to complete the work within 12 months may possibly be eligible to request an Incomplete grade, but only if unusual circumstances beyond their control [e.g., illness] prevent them from finishing all work within the 12 months allowed. Incomplete grades are rare and are not granted automatically. The Program Director is under no obligation to grant an Incomplete and should do so only if he or she believes there are good reasons to justify granting additional time for completion of the work.) 

1. Procedure. Students are responsible to request an Extension by submitting the Request for Extension of Time to Complete a Module or Half-Module form, which is available from the Registrar. Students must obtain the approval and signature of their mentor. The form may be mailed, faxed, or emailed. If emailing the request, provide the needed information in the email and ask your mentor to send an email agreeing to the extension of time. The Registrar will attach a printed copy of the email to the form. 

$15 Late Fee: This request must be received by the Registrar at least 3 weeks before the Approved Completion Date on the Enrollment Agreement to avoid a $15 Late Fee. If the form is received after that time but still within the last 3 weeks before the Approved Completion Date, the Late Fee must be paid. 

Deadline: If this request is not on file with the Registrar by the Approved Completion Date listed on the Enrollment Agreement, a grade of No Credit (NC) will be issued for the module or half-module. 

2. Time Limits. Initial: Normally, a half-module (1A, 3B, etc.) is to be completed within 6 months of the Approved Starting Date listed on the Enrollment Agreement, and a full module (1A-B, 2A-B, etc.) is to be completed within 12 months of the Approved Starting Date. This initial time limit is listed as the Approved Completion Date on the Enrollment Agreement. In some cases, e.g., if students are part of a group studying the module together, an earlier Approved Completion Date may be listed.

No Credit Grade. If all work is not completed within the approved time limit, a No Credit (NC) grade is entered on the student’s record. The No Credit affects the grade point average in the same way an F grade affects it, giving 0 grade points for the semester units for the module or half-module. The student is placed on academic probation or, if already on probation, may be subject to dismissal. See the catalog for details, fees, and information on repeating courses, including modules. 

Caution. Students are cautioned against taking too many Extensions, since they need to make progress toward their degree. The time limit for an M.A. is 6 years. (Using the maximum time, this averages one half-module each 9 months: 8 semi-modules x 9 months = 72 months = 6 years.) The comprehensive exams cover material from all modules, and students who complete all modules within 2-3 years are likely to have better recall than those taking a longer period to finish their degree. 

Extension: If the initial Enrollment Agreement allowed less than 12 months for completion of the module, an Extension may be requested. The Extension Completion Date is set at 12 months from the Approved Starting Date for a half-module or full module. Students in a group may find that an Extension results in changing to a later group or doing their studies on an individualized basis. Extensions are not recorded on student transcripts. 

Note that an Extension does not affect the Tuition Refund Schedule, which remains based on the Approved Starting and Completion Dates on the initial Enrollment Agreement. 

Incomplete: If an Incomplete is granted to allow additional time due to unusual circumstances, the Incomplete Grade Completion Date for finishing all requirements for a half-module or full module is 6 months beyond the Extension Completion Date. The Incomplete Grade Completion Date thus typically is 18 months from the initial Approved Starting Date.
	#1
	months from initial Approved Starting Date
	#2
	months from initial Approved Starting Date

	Module
	Initial Extension
	Incomplete 
	Module 
	Initial 
	Extension 
	Incomplete 

	half 1A
	 6 6+6 = 12 
	12+6 = 18 months total 
	half 1A 
	3 
	3+9 = 12 
	12+6 = 18 months total 

	full 1A-B 
	12 12+0 = 12 
	12+6 = 18 months total 
	full 1A-B 
	6 
	6+6 = 12 
	12+6 = 18 months total 
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