Extenuating Circumstances – Student Guidance & FAQ
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Q What are extenuating circumstances?
A  Extenuating Circumstances are circumstances which  

· impair your examination performance in assessment or reassessment, or

· prevent you from attending for assessment or reassessment, or

· prevent you from submitting assessed or reassessed work by the scheduled date

Such circumstances rarely occur and would normally be 

· unforeseeable -  in that you could have no prior knowledge of the event concerned, and 

· unpreventable -  in that you could do nothing reasonably in your power to prevent such an event, and 

· expected to have a serious impact on performance

You are expected to make reasonable plans to take into account commonly occurring circumstances (such as transport or computer problems), even those which, on occasion, may have been unforeseeable and unpreventable. 

(Note: Ongoing extended circumstances are not covered by extenuation procedures.  Ongoing medical conditions may be covered by disability procedures)

Q What is meant by a serious impact on performance?

A  Many things may have an impact on our performance – a poor night’s sleep, a minor illness (such as a cough or cold), a minor injury, and financial worries and so on.  These will often impact on our performance but would not be expected to have a serious impact and so would not be acceptable as extenuating circumstances.
Q  What are examples of circumstances which might normally be regarded as extenuating circumstances?
A   It is impossible to define a complete list but here are two examples:
· 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.
Q   What are examples of circumstances which would not normally be regarded as extenuating circumstances? 

A   Once again it is impossible to define a complete list but here are some examples
· 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 (NB: never just back up your work onto a USB stick – these can easily be mislaid or stolen.  Always backup to your UEL home area or email work to yourself as well).
· 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.  Various student support services are available to help you deal with ongoing problems, and you should contact these services for advice and assistance at the earliest opportunity.
· incorrect deadline or exam date published by school.  This falls under the procedures for complaints, not extenuating circumstances.  If you believe that you have been given the wrong hand in date for your work, you should make a complaint.
Q
What is meant by the statement that I am expected to make reasonable plans to take into account commonly occurring circumstances even those which, on occasion, may have been unforeseeable and unpreventable?

A   For example, if you commonly take a route to University which experiences severe traffic delays on occasion, you would be expected to leave earlier or plan to take an alternative route on the morning of an examination.  Or again, if you are the carer for a dependent and on occasion you have not attended college because the dependent developed a minor illness, you would be expected to make contingency plans for alternative care just in case this happened on the day of an examination.  The important point is that it is up to you to manage your life so that these types of occurrences can be handled if they arise.
Q   What happens if I cannot submit my coursework on the deadline date because on that day there is severe congestion on the printers and I cannot print off, or again, my bus is delayed and I miss the deadline time?
A   Claims for extenuation for missing a coursework deadline date for circumstances occurring on the date of submission will not normally be successful.  You should plan to finish and submit your coursework before the last available date.  The coursework deadline is the last available date for submission not the target date.  If you choose to leave it to ‘the last minute’ you are choosing to put yourself at risk of non-submission through poor planning. You should hand in your coursework to your School Helpdesk as soon as possible. If you do not hand your coursework in on time by the deadline, you are strongly advised to hand your coursework immediately regardless. It may impact on your extenuation claim if you choose to hand in late coursework at an even later stage, as it would indicate your coursework may not have been complete or ready to hand in by the deadline and you needed more time to complete it. Extenuation does not allow you achieve better marks by improving on and completing coursework past the deadline.
Q   What if I submit my coursework on time by the deadline? Can I apply for extenuation to improve on my marks?


No. If you hand your coursework in on time, you can not apply for extenuation. Your claim will be automatically rejected as a ‘Technical Reject’ as you have handed it in on time. Extenuation does not allow for you to improve on the work you have handed in and for it to be re-assessed. If you hand your coursework in on time, it will be assessed and a mark awarded based on the quality of that work.

Q   What happens if I was misinformed of the coursework deadline or examination date?

A   This would not be covered by the extenuation procedures.  It might be grounds for appeal on the basis of a claimed assessment irregularity or it might be dealt with as a complaint.  Please see the complaint procedures for more information.
Q   What happens if I was not given adequate supervision for my project?

A   This would not be covered by the extenuation procedures.  It might be grounds for a complaint and would be handled under the complaints procedures.
Q   Can I claim for extenuation on the basis that I have a disability?

A   This would not be covered by the extenuation procedures.  There are separate procedures governing disability and the institution’s obligations in this area, and if you have a disability which is affecting your studies you should contact the Disability, Dyslexia & Access Centre (DDAC) for support.  The only way in which a disability would come within the scope of the procedures would be if there was a serious, unpredictable, and unpreventable increase in the disability which might be expected to have a serious impact on performance.  In this case full independent evidential support for the increase would need to be provided not just evidence of the disability.

Q   So extenuating circumstances are quite rare and there really is no point in applying for extenuation unless the circumstances really are serious, unpredictable, and unpreventable?
A   That is correct.
Procedure for Applying for Extenuation

Q   How do I apply for extenuation as a result of extenuating circumstances?
A   You must apply on the correct form.  This can be obtained from the web at www.uel.ac.uk/qa/extenuation.htm.  You should read this form carefully and fill in all the relevant boxes.  You should also attach ALL evidence and documentation supporting your case when you submit it (even if you have previously submitted this documentation for an earlier claim).  The completed forms should be submitted to School Offices.
Q   Who decides whether extenuation is granted?
A   This is done by a panel of senior members of the institution.  They look at each case and judge whether extenuation is to be granted solely on the basis of the form and the documentary evidence submitted.  Where possible the identity of the student is hidden from this panel.

Q   What happens if I am granted extenuation for an examination?

A   If your application is for an examination which you are taking for the first time, then any mark obtained will be ignored and no decision on your module (i.e. pass/fail) will be made until after reassessment in the Summer.  You will need to retake the examination in the Summer reassessment period and your mark for the module will not be capped at 40%.
If your application is for an examination where your module is already going to be capped (e.g. at reassessment in the Summer reassessment period after failing at assessment in June), then extenuation will have no effect.

Q   Does that mean it is not worth applying for extenuation if the module is already capped?

A   Yes, that is correct.  Extenuation never uncaps a capped module.  Extenuation can still be applied for coursework submitted up to a week late.  If granted, the mark achieved will be awarded (if the module is already capped the mark will be capped if passed).
Q   Does the granting of extenuation defer an opportunity?
A   No extenuation does not defer an opportunity.  The only effect of extenuation is to maintain an uncapped module as uncapped.  If you are granted extenuation on your first opportunity you will still move to your second opportunity but you will be uncapped.
Q   Does successful extenuation gain me an extra opportunity if I am on my last opportunity for a module (i.e. at reassessment of a repeated module)?

A
No: extenuation does not yield a fifth opportunity if you are on opportunity four.  

Q   Does successful extenuation gained at Summer reassessment give me the right to repeat the module without attendance? 
A   No: extenuation does not give you this right.  You will be expected to repeat the module with full attendance, re-do all assignments and exams, and pay a full fee (if applicable).  The only effect of extenuation is to maintain an uncapped module as uncapped.  

Q   If I am granted extenuation for a reassessed component in the Summer, do I still have to repeat the entire module?
A   Yes, you do.  You will be expected to reregister and repeat the entire module (provided, of course you are not already repeating it, in which case you will not be allowed further assessment or reassessment in it).  None of your previously achieved marks will be carried through.  You will incur any charges for the module that you would have incurred if repeating the module without extenuation.
Coursework

Q   Can there be extenuating circumstances for coursework?

A   You cannot apply for extenuation for coursework you hand in on time.
This also applies to partial submission of your coursework – so you cannot claim extenuation if you hand in a piece of unfinished work before the deadline.  Extenuation cannot give you a higher mark or a chance to resubmit an improved piece of work.
If you submit your work late but within one week of the deadline for submission, you can apply for extenuation, and if granted you will gain your achieved mark. (Remember you will still have to apply for extenuation within one calendar week of the scheduled submission date – see ‘Deadlines for Claiming Extenuation’ below).
Please note that if your coursework deadline includes a time, then you must submit the coursework by the exact time one week later.   (For example, if your deadline is on a Tuesday at 2pm, then you will have to submit your work by 2pm the following Tuesday if you want to apply for extenuation).
If you do not submit your work then you can apply for extenuation.  If granted no decision will be made on your module until after you have done retrieval coursework and this is assessed in the Summer reassessment period.  The module will not be capped.  (Any work submitted later than a week past the deadline will be treated as a non-submission).
If your module is already capped then nothing is to be gained by applying for extenuation (see above).

You should note that claims for extenuation for coursework are rarely successful.   This is because coursework is generally made available a significant time before its submission.   It is expected that students will be able to plan their work schedules to take into account temporary circumstances which may affect their ability to do the work.
Q
Can I apply for extenuation for my dissertation or thesis?

A
It would be unusual for a student to need to apply for extenuation for a dissertation or thesis.  This is because your dissertation or thesis is planned and written over a long period of time, and there is little reason for you to wait until the last minute to submit it.  However, the guidelines on storing your work electronically also apply to dissertations – you should save a copy in your university account, and / or periodically email copies to yourself in case of USB or computer failure or theft.  
If you do intend to apply for extenuation for your dissertation or thesis, you should supply evidence to show that you had been making satisfactory progress with the work before the extenuating circumstance occurred.  Examples might include your supervision records, or the feedback which your supervisor has given on your drafts.

Q   Can there be extenuating circumstances for group coursework?

A
Extenuation claims can be considered for group coursework.  You should however bear in mind that members of the group are expected to work together to produce the group output – this is so even in the case of the absence of a member of the group.
Please also note that each member of the group will have to submit their own extenuation form and supply their own evidence.  Group applications for extenuation are not accepted.
Q
When will I know if my claim for extenuation has been granted?
A   After the release of end-of-semester results via UEL Direct.
Q   What can I do if I do not agree with the decision of the panel?

A   The decision of the panel is final and is based on the evidence you submitted for your claim.  No correspondence will be entered into on individual decisions.

Q   Can my lecturer grant me an extension to the published deadline for submission of coursework?

A   No. Deadlines are deadlines.

Q   Does the granting of extenuation allow me an extension to the published deadline for submission of coursework?

A   No. Deadlines are deadlines.  If you submit your coursework late within one week of the deadline for submission and extenuation is granted, then you will gain your achieved mark.  However if you do not submit your coursework late within one week of the deadline, all successful extenuation will do (provided you are uncapped) is allow you to move to your next opportunity uncapped.
Evidence Required for extenuation

Q   What evidence should I submit for extenuation?
A   That is up to you.  Remember that the decision by the panel will be made solely on your form and the documentary evidence you submit.  This panel must be able to confirm your statement by looking at the evidence and so you should submit sufficient relevant evidence for this. You should also remember that the Extenuation Panel checks on the authenticity of the documentation submitted.  It is a very serious offence to supply fraudulent documentation.
Q   Should I get a letter of support from my tutor, lecturer or any other individual?

A   No, this will not be acceptable as evidence.
Q   Can I obtain a medical certificate from my doctor after I have recovered from my illness?

A   The Extenuation Panel will judge each case on its individual merits, but may decide to reject a claim if the evidence has been obtained after the time at which the student claims to have fallen ill.  If an illness is so bad that it prevents you from handing in work or attending an exam, why would you not contact a doctor at the earliest opportunity?  And if the illness is so severe that you ‘cannot move’, then shouldn’t you be in hospital?

Q   My evidence is written in a foreign language – should I obtain a translation?

A   Yes – you should obtain a certified translation of any items of evidence which are not in English.  The Extenuation Panel will not seek translations on behalf of students. 

Q   My evidence is regarding a close family member who has a different surname to me.  Will I be required to demonstrate my relationship to this person?

A   Yes – if your claim relates to the illness or death of a relative, whose name is different from your own , you should include a birth certificate / marriage certificate / letter from a health professional (etc) which clarifies your relationship to this person. 

Q   What happens if I cannot submit the evidence in time – should I still submit my claim?
A   Yes. There is a box on the form to indicate this.  The panel will consider your claim in the normal manner.  If supporting evidence is submitted at a later date, your claim will be re-considered by the Chair of the panel.  If the chair judges that evidence could have been reasonably expected to be submitted on time the chair will reject the extenuation claim.
Q   If the panel needs further clarification or evidence will it ask me to supply this?

A   No. It is your responsibility to submit all evidence that is required to support your claim.  The panel will not seek to supplement this.

Deadlines for Applying for Extenuation

Q   When should I submit my extenuation claim?

A   For assessment by examination: 
· before 5pm on the Tuesday after the final week of examinations; 
· in 2012 this is 10 January, 22 May and 10 July
For assessment by submission of assessed work: 
· no later than School Office closure time one calendar week after the scheduled date for the submission of the assessed work;
· for example: If the submission deadline is Monday 14 April 2pm and the School Office closes at 4pm on Monday 21 April then the extenuation claim must be submitted to the School Office by School Office closure at 4pm on Monday 21 April.
· Holidays and Bank Holidays are included in the week – if the day that falls one week after the assessment deadline is a Bank Holiday Monday, then the form should be submitted to the School Office on the Friday or last business day before this.
Q   What happens if I submit my claim for extenuation late?

A   Normally, late submission of a claim for extenuating circumstances will not be accepted.  However, it is recognised that there may be cases where a student is unable to submit a claim for extenuation within the time period (e.g. emergency in-patient hospital treatment occurring during the examination period).  In this case you will need to fill in a late extenuation form which can be found on the website at www.uel.ac.uk/qa/extenuation.htm.  
You should submit the claim at the earliest opportunity, via the School Office.  This must be accompanied by evidence as to why the claim is being submitted late. You should supply evidence to account for every single day of lateness.  For example, if your form is a week late, a medical certificate which only covers the first few days will not be sufficient.
The Chair of the Panel will decide whether to accept the late submission. The Chair’s decision will be final.

Q   Can I withdraw a claim for extenuation once I have submitted it?

A   No, once submitted, your claim will be assessed.  It is a serious step to apply for extenuation and you should not apply unless you really believe you are justified and you are happy with the effects if extenuation is granted.

Q   Is it worth submitting extenuation for an examination as an insurance against failing?
A   Definitely not.  Once a claim is submitted it will be assessed and, if granted any mark you obtain will be ignored and removed from the records system – even if it were to be a good pass.  The panel judging your claim will have no access to your mark and will be assessing the claim solely on the basis of the circumstances as notified by you.

Q   Where can I find out more on extenuating circumstances?
A   The ‘Procedures Governing Extenuating Circumstances’ is the formal policy and can be found at www.uel.ac.uk/qa/extenuation.htm. You may seek advice from the Student’s Union Office, in person, by phone, by e-mail or via the web at http://www.uelunion.org/
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