 Notes for Guidance for Students

Submission of Extenuating Circumstances in Relation to Examinations

1. The University allows students to draw to its attention to significant circumstances beyond their control that they believe may have affected their performance during examination.

2. It is clearly not possible to list all possible significant extenuating circumstances due to their individual nature.  However serious medical problems, death of a close family member, serious ill health or injury to a partner or child will fall into this category.  These examples are not intended to be exhaustive.  Pre-existing, long-term medical conditions should have been notified to the Programme Administrator as soon as they occurred and medical certification should have been provided to cover the examination period.

3. The University will not take into account minor problems such as colds, sore throat etc. (so the student should not approach his/her doctor for certification), everyday stress and strain (eg. building work in the home), financial pressures, work pressures, emotional pressure caused by study and the exam timetable. In addition, the University cannot take into account matters of personal preference (such as religious observance) that clash with the University timetable and other similar circumstances.

4. A student wishing to bring matters other than those identified in point 3, above, to the attention of the University must collect and complete the appropriate extenuating circumstances form.  The student should return the form to the Departmental Office or other individual nominated by the Faculty, keeping a copy for him/herself.  Relevant supporting evidence must be attached to the form.  This evidence must be appropriate and independent.  Any medical certification must be dated the day of examination or cover the relevant period.  All supporting evidence must be written in English.

5. The form with supporting evidence must be submitted at least 5 days, where possible, before the Principal Board of Examiners meets.  The Principal Board of Examiners will review all submissions in detail, and take into account those that it considers to be sufficiently serious. Faculty-wide guidelines ensure uniformity across all Principal Boards of Examiners.

6. It must be noted that Boards of Examiners make decisions on students' grades, progression and awards irrespective of personal circumstance.  They cannot determine what grades would have been achieved had circumstance been different and they will not be able to take into account the vicissitudes of everyday life.  Where a Board of Examiners accepts the reasons for under or non-performance it will only normally offer candidates a further opportunity to complete an examination when the next appropriate opportunity for examination occurs.  

7. Programmes conferring a license to practice as well as an academic qualification e.g. social work or nursing may not be able to operate on the basis of an assessment panel.  Such programmes often require that a practicing professional, normally an external examiner, is also privy to decisions on extenuating circumstances.  In these circumstances, and with the approval of the Dean, it would be appropriate for consideration to be at principal Board level rather than in an assessment panel.   

8. Students who are uncertain whether to submit extenuating circumstances are advised to seek the guidance of the Programme Tutor, Director of Student Services or Students Union.

Notes for Guidance for Students

Submission of Extenuating Circumstances in Relation to Coursework

1. The submissions of extenuating circumstances in relation to course work (including phase tests) can occur at any time during a Semester. 

2. It is clearly not possible to list all possible significant extenuating circumstances due to their individual nature.  However, serious medical problems, death of a close family member, serious ill health or injury to a partner or child will fall into this category.  These examples are not intended to be exhaustive.  Pre-existing, long-term medical conditions should have been notified to the Module Leader as soon as they occur and medical certification should have been provided to cover the coursework deadline.

3. The Module Leader will not take into account minor problems such as colds, sore throat etc. (so the student should not approach his/her doctor for certification), everyday stress and strain (such as building work in the home), financial pressures, work pressures, emotional pressure caused by study and last minute computer failure. In addition, the University cannot take into account matters of personal preference (such as religious observance) that clash with the University timetable, and other similar circumstances.  

4. A student wishing to bring matters beyond their control (other than those identified in point 3, above) to the attention of the University must collect and complete the appropriate extenuating circumstances form.  The student should submit the form to the Departmental Office, keeping a copy for him/herself.  Relevant supporting evidence must be attached to the form.  This evidence must be appropriate and independent.  Any medical certification must be dated not more than 5 days prior to the date of submission or must cover the relevant date of submission.  All supporting evidence must be written in English. The form must be submitted within 2 weeks of the assessment hand-in date (for 1 piece of coursework) or at least 5 days before the Principal Board of Examiners meeting (for circumstances that affect more than one module - Examination Board dates are published on student noticeboards).

5. Students who are uncertain whether to make a submission are advised to seek the guidance of module staff or the programme tutor.

6. The appropriate Associate Head of Department, on the advice of the Module Leader, will make a decision on the basis of evidence submitted and draw to the attention of the student any penalties that may be imposed as a result of the late submission.

