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Mitigating Circumstances Procedure
Introduction and Purpose
1. The procedure describes the process for considering applications for mitigating circumstances.
2. The procedure should be applied in the context of the Academic Regulations for Taught Programmes, Assessment Policy and Procedures and the Mitigating Circumstances Policy.
3. Data is processed in alignment with the Student Privacy Notice.
Scope and Definitions
4. This procedure applies to taught undergraduate and postgraduate students. It will only apply to postgraduate research students when they are studying the taught elements of a doctoral programme of study.
5. For definitions and general principles for mitigating circumstances, please refer to the Mitigating Circumstances Policy.
6. The requirements of Professional, Statutory and Regulatory Bodies (PSRBs) or the Skills England which affect how requests for mitigation are considered, will take precedence over the details within the procedure. In these cases, schools must publish the specific arrangements as appropriate.
7. Students on programmes for which clinical work or placements are integral (i.e. all undergraduate and taught postgraduate programmes offered by the School of Healthcare and part- time taught postgraduate programmes offered by the School of Medicine) may be granted extensions to coursework deadlines for up to 28 calendar days from the original coursework deadline. This exception ensures students are not disadvantaged due to clinical shift patterns and/or student access to tutors working in a clinical setting.
Roles and Responsibilities for Applications for Mitigating Circumstances
8. Students are responsible for applying for mitigating circumstances if they experience significant events which may have an adverse effect on their ability to complete assessments. Students requiring an adjustment to the process due to disability or accessibility needs should contact their Parent School.
9. Parent schools are responsible for considering the student’s grounds for mitigating circumstances and the documentary supporting information provided.
10. Parent schools are responsible for considering applications, with input from teaching schools, where extensions to coursework deadlines are requested.
11. Teaching schools are responsible for considering coursework extension requests in terms of pedagogic viability. Teaching schools can only decline an application when it is not pedagogically viable.
12. Parent School Special Circumstances Committees are responsible for considering applications for additional consideration.
Documentary Supporting Information for Applications
13. It is the student’s responsibility to obtain documentary supporting information in support of their application. The University is unable to obtain medical, or other, documentary supporting information on the student’s behalf.
14. All documentary supporting information must be provided in English. It is the student’s responsibility to provide translations of any non-English documentation, and any documents not in English or without translation will not be accepted as documentary supporting information. The translation must be certified as accurate by a Public Notary or translated by an accredited translator.
15. The disclosure of data relating to a third party to support a mitigating circumstances application is only permissible with the consent of the third party.
16. Annex 1 provides guidance on the types of documentary supporting information that the University would normally expect to be provided to support an application for mitigating circumstances.
Applications for Extensions to Coursework Deadlines
17. Students apply for extensions to coursework deadlines using an online Microsoft Form.
18. Schools will accept applications for extensions to coursework deadlines up to the original coursework deadline.
19. Retrospective extensions will not be granted if an application is made after the published original coursework deadline.
20. Students can self-certify on medical grounds for a period of up to 7 calendar days for extensions to original coursework deadlines. All other applications require supporting information.
21. Supporting information must be submitted with the application or within 14 calendar days of the application being submitted. Applications may be considered pending receipt of supporting information, but recommended decisions will not normally be confirmed until supporting information has been received.
22. Applications for extensions to coursework deadlines are considered at the time of application. Students can normally expect to receive a decision within 3 calendar days (excluding weekends and University closed days).
23. The authority to consider applications for extensions to coursework deadlines and to grant coursework extensions for a period of up to 14 calendar days is devolved by School Special Circumstances Committees to appropriately trained colleagues within the Student Education and Experience directorate. All decisions must be ratified by the relevant School Special Circumstances Committee.
24. In determining the outcome of an application, the following will be considered.
a. Whether the circumstances cited are acceptable grounds to grant mitigation.
b. The documentary supporting information provided to support the application (if required).
25. Schools may request additional documentary supporting information from a student to further understand the circumstances.
26. The length of any coursework deadline extension will be proportionate to the impact of the circumstances on the student’s ability to complete the coursework.
27. If an extension is not possible for pedagogical reasons, schools may propose that the student be exempt from the assessment if appropriate.
28. Requests for coursework extensions are not granted automatically, and it may be decided that there are insufficient grounds to award an extension.
29. If an extension to a coursework deadline is refused and coursework is submitted after the deadline, penalties for late submission will be incurred in line with the Assessment Policy and Procedures.
Applications for Additional Consideration
30. Students apply for additional consideration using an online Microsoft Form.
31. Supporting information must be submitted with the application or within 14 calendar days of the application being submitted. Applications may be considered pending receipt of supporting information, but recommended decisions will not normally be confirmed until supporting information has been received.
32. The deadline(s) for applications for additional consideration will be determined and publicised by the Parent School.
33. Applications for additional consideration are considered by School Special Circumstances Committees. The relevant Progression and Awards Board will decide and ratify the outcome for applications for additional consideration.
34. Parent schools will advise students on the expected decision timeframe for their applications for additional considerations. Students will normally be advised of confirmed outcomes for applications for additional consideration after the relevant Progression and Awards Board.
Consideration by School Special Circumstances Committees
35. School Special Circumstances Committees are responsible to the relevant Progression and Awards Board for matters relating to students’ requests for consideration of mitigating circumstances.
36. School Special Circumstances Committees are normally held following each of the Semester 1, Semester 2 and reassessment examination periods. Further meetings of School Special Circumstances Committees are held as required. 
37. Chairs of School Special Circumstances Committee are authorised to approve applications for mitigating circumstances outside formal meetings in exceptional circumstances where the application is clearly supported.
38. In determining the recommended outcome of an application, the following will be considered by the relevant School Special Circumstances Committee.
a. Whether the circumstances cited are acceptable grounds to grant mitigation.
b. Whether the circumstances were beyond the student’s control or ability to foresee.
c. The nature of the circumstances disclosed.
d. How the event or circumstance impacted the student’s ability to complete assessment(s).
e. The proximity of the circumstance to the assessment(s).
f. The documentary supporting information provided to support the application (if required).
39. In advance of the relevant Progression and Awards Board, the following will be completed by the relevant School Special Circumstances Committee.
a. Consider the details of applications for mitigating circumstances and recommend outcomes for each application. The Committee should act without any reference to marks/grades.
b. Record all discussions and recommendations taking care to ensure that records of the recommendations made maintain individuals’ confidentiality.
c. Endorse and maintain an overview of extensions to coursework submission deadlines for monitoring purposes.
d. Provide a report summarising the conclusions and recommendations to the Progression and Awards Board. Details of individual cases remain confidential to the School Special Circumstances Committee.
Outcomes of Applications for Mitigating Circumstances
40. Parent schools are responsible for informing students of the outcome of any applications for mitigating circumstances and any action required by the student.
41. Students who are not satisfied with the outcome of their application, including if the application was not approved, should contact their Parent School in the first instance.
42. Students who remain dissatisfied with the outcome of their application following discussion with their Parent School may appeal the decision once the Progression and Awards Board has met to confirm academic results using the Academic Appeals Procedure.


Annex 1
Guidance on Supporting Information for Mitigating Circumstances
This list should not be considered definitive, and schools should always consider accepting other forms of supporting information appropriate to the circumstances.
	[bookmark: _Hlk179285370]
Circumstances
	Types of Documentary Supporting Information

	Personal illness (including mental health) or injury requiring medical intervention
	Medical certificate or letter, signed by an appropriately qualified medical practitioner, giving dates affected by illness and, where possible, a medical opinion on how the student would have been affected.

	Illness of a person close to the student
	Independent documentary supporting information to demonstrate the impact on the student. This will need to make clear why and how the student’s ability to take assessments was affected.
Or
Where third-party permission exists and it is necessary to explain the severity of circumstances to evidence the impact upon the student, medical documentary supporting information relating to the illness of the third party (clearly indicating dates of illness). The student may be required to provide documentary supporting information of their connection to the person who is ill (where that person is not a family member).

	

Bereavement
	This can take several forms, for example:
· A letter from funeral director or minister conducting the service.
· An Order of Service showing date, or other relevant documentation.
· A statement from a doctor or other qualified professional, or member of university staff (e.g. Academic Personal Tutor) confirming the student has disclosed a bereavement.
· A corroborating statement from a family member.
· A death certificate.

	Disability
	Disabled students registered with the University’s Disability Services can use their Support Summary Sheet provided by Disability Services as documentary supporting information in support of an application for mitigating circumstances.
Where students are awaiting a diagnosis, an appointment, a Summary Sheet, or a change to existing support, they are advised to inform their Parent School at the time of application so that this can be considered.

	
Other personal problems (e.g. trauma, family crisis, unforeseen issues with accommodation, severe financial hardship, unexpected issues with caring responsibilities (including childcare provision)
	A statement providing details of how and when the student was affected and why this prevented them from completing the assessment(s) on time. This could include a corroborating statement from a professional person, e.g. counsellor, employer, landlord/agent, university staff member (e.g. Academic Personal Tutor, module leader)).

	Absence arising from jury service or maternity, paternity or adoption leave.
	Official correspondence relating to these events.

	Victim of crime
	Crime number (these are normally issued by the police for all reported crimes).
For crimes which are of a personal nature, where the student finds it difficult to report the matter to the police, appropriate documentary supporting information can be provided from a medical professional, counsellor, or other relevant person.

	Involvement in a criminal case/witness
	Official correspondence relating to these events.






