Guidance notes for staff at partner institutions
Extenuation procedures.

UEL has agreed, through Academic Board,  procedures governing extenuation for students concerning the assessment process.  These procedures also state

“9. Collaborative programmes

Programmes run at collaborative partner institutions will be subject to equivalent procedures, with the process being administered by, and the panel being held within, the partner institution.  Appeals against the decision of their extenuation panel will be handled by the normal academic appeal procedures.”
UEL introduced extenuation procedures because it introduced capping of marks on reassessment.  These procedures recognise the impact of serious circumstances on students.  The effect of extenuation, when granted, is only to remove the effects of capping.

UEL decided that its procedures would be 

· Evidentially based

· Handled centrally by an panel of senior staff (not devolved to various parts of the organisation)

· Retain student anonymity where possible

These guidance notes are intended to assist partner organisations with the process of handling extenuating circumstances in their own organisations.  These are meant to supplement the information provided in the attached procedures and guidance for students.
Partner organisations are not expected to have identical but rather equivalent procedures.  The following points will assist equivalence.

1. The extenuation procedures are intended to be used rarely by students not as a matter of course.

2. The procedures govern circumstances which  

· Impair the performance of a student in assessment or reassessment

· Prevent a student from attending for assessment or reassessment

· Prevent a student from submitting assessed or reassessed work by the scheduled date

3. Such circumstances would normally be 

· Unforeseeable - in that the student could have no prior knowledge of the event concerned

· Unpreventable - in that the student could do nothing reasonably in their power to prevent such an event

· Expected to have a serious impact 

4. Examples of circumstance which would normally be regarded as serious are
· a serious personal illness (which is not a permanent medical condition – this is governed by disability procedures): For example, an illness requiring hospitalisation over the examination period such as appendicitis.

· the death of a close relative immediately prior to the date of assessment.

5. Examples of circumstance which would not normally be regarded as serious are
· minor illnesses - even if covered by medical certificates.  As stated above these may have some impact but not a serious impact and so would not be regarded as extenuating circumstances.

· computer failure of your equipment or storage media. You are expected to take proper precautions and make back up copies of your data.  There are always other computers to work on.

· computer failure of University equipment or storage media (where failure is less than a continuous 24 hours).  Network failures do happen and you should plan to finish your work before ‘the last minute’.  For instance if you are relying on finishing you work within 24 hours of the deadline (e.g. printing your work off) then you are opening yourself up to this risk.  You could have prevented this by better planning.

· transport problems.  Once again you need to plan for this possibility.

· moving house.  This is predictable.

· holidays.  This is predictable.

· inadequate planning, organisation or time management.

· misreading of assessment timetables.

· family, work, social, financial or other general problems.  This is a large list but covers the sorts of things normally we all have to deal with in everyday life and would not be regarded as extenuating circumstances – we just have to work on through.
6. The judgement as to whether extenuation is granted is made by a panel of senior persons in the organisation who make this judgement on the basis of the evidence the student provides (not on their knowledge of the student) – where possible the identity of the student is not made available to the panel.
7. The judgement is made on the basis that the circumstances could reasonably be thought to be the sort of circumstances which would impair the performance of the student etc.  The actual performance of the student is not considered and is not available to the panel.
8. It is the responsibility of the student to notify the panel, with independent evidential documentary support, of their claim for extenuation (not for the panel to seek it out)
9. The partner organisation should make clear to students the process by which the student may apply for extenuation together with any necessary forms.  The partner organisation may use UEL forms or design their own.

10. It is not a good idea for academic staff to advise students on whether to put in extenuation or not, or to comment on their view of the likely panel outcome of such a claim.  It is better for the organisation to provide a defined person or persons to whom students can be referred and who can with experience advise any student.  This function happens to be performed in UEL by the student union advice service but could be handled by a trained student counsellor.
11. The effect of the panel in granting extenuation for an examination is to nullify any mark obtained and to allow the student to be reassessed in the exam without capping the module.  This is independent of any mark achieve or not by the student.  It is important that claiming extenuation is not viewed by the student as insurance ‘just in case they have failed’.

12. In the case of coursework extenuation is NOT used to grant extensions to deadlines.  Rather if extenuation is granted, work will be accepted up to a week late, or if submitted later or not submitted at all the student will have reassessment work but their module will remain uncapped.
13. It is less likely that extenuation is granted for coursework than for examinations.  The nature of coursework, with its long lead times, makes it unlikely that events which occur cannot be compensated for by proper planning by the student.  It is essential to ensure that students are aware of their responsibility for managing their own time.  Serious and lengthy illness should result in the student being withdrawn from the modules to re-register at a later occurrence (rather than using the extenuation procedures).
Workings of the Panel

The panel should meet as often as is necessary and certainly once each semester after examination times and again at reassessment.  The panel may consider coursework claims then.

It is important that enough people are on the panel so that there are members who do not have personal knowledge of the students (see below)

The extenuation forms should be so designed that where possible student anonymity can be protected e.g. by a removable front sheet.  It is recognised that supporting documentation will contain names.  It is therefore important that the panel organise its activity so that only those members who do not know a student consider the circumstances for the student.  e.g. the Business Studies panel member does not consider Business students.
Most cases will either be clearly ‘accepts’ or clearly ‘rejects’.  The grey area in the middle is where judgement has to be made on the basis of evidence submitted.  This is why it is important to have senior staff making the decisions as it is their judgement that is being called on rather than following a set of clear and exhaustive guidelines (which cannot exits).

Record the decisions in the minutes of the meetings.

Only the decisions should be released to the students – do not attempt to provide reasons – experience shows that this often does little other than irritate students who believe they should have extenuation when the panel believes they should not.
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