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Extenuating Circumstances (MyTSD)

The Extenuating Circumstances Application (form) is available electronically via MyTSD.

Important: This form will only be available to you if you are enrolled in the current academic year
and have not passed your modules in the current or the previous academic year. If you wish to apply

for a module that is not listed on the form or you are unable to access the form, please email:
aocases@uwtsd.ac.uk.

Log in to MyTSD

Login to MyTSD (https://mytsd.uwtsd.ac.uk/) by entering the Username and Password in the spaces
provided. When ready click on ‘Mewngofnodi / Log in’.

W o

SN et O o
\.!"MMM _

Croeso i MyTSD / Welcome to MyTSD

Sylwer: Nid yw eich enw defnyddiwr MyTSD yr un peth &'ch cyfeiriad e-bost

Please Note: Your MyTSD username is not the same as your email address

Mewngofnodi / Log In Wedi Anghofio Cyfrinair? / Forgotten password?

Enw Defnyddiwr
Username

Cyfrinair
Password

Mewngofnodi /
Login

» Beth yw fy enw defnyddiwr? »  What is my username?

» Beth yw fy nghyfrinair? » What is my password?

The Extenuating Circumstances form is available in English or Welsh, depending on your chosen
language on MyTSD. You may switch between English and Welsh, by selecting

English

Test, Croeso | Borth MyTSD Test, Welcome to the MyTSD Portal

or from the Home page.

Please Note: Although every effort has been made to ensure that the Extenuating Circumstances
form is available in English or Welsh, there is some information that we are unable to translate, such
as the information stored on the Student Record System database. In-tray and email communication
that is generated as part of this process is bilingual.
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Extenuating Circumstances Form

To access the Extenuating Circumstances form, click on the Data changes and Forms tab in the top
menu bar.

Data Changes and Forms

The form is available on the Forms menu.

Data Change Requests

Change Programme

Amend Personal Details

Emergency Contact Details

Request withdrawal from programme

Module Change Requests

Extenuating Circumstances Form

Extenuating Circumstances Student Guide

Canllaw Myfyrwyr ar Amgylichiadau Esgusodol

Extenuating Circumstances - Status

Case No Status Date
In Progress Jan 7 2021 4:13PM
Submitted Jan 7 2021 4:12PM
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Extenuating Circumstances - Status

When you submit an extenuating circumstances application, the table will update to show the Status
‘Submitted’ along with the date and time it was submitted. As your application is being processed,
the table will update. For a full list of statuses please refer to the table below.

Extenuating Circumstances - Status

Case No Status Date
In Progress Jan 7 2021 4:13PM
Submitted Jan 7 2021 4:12PM
Status Description
Submitted The extenuating circumstances form has been submitted and sent to the

Institute/Campus Office for processing. A confirmation email will be sent to
your University and contact email address, you will also receive an in-tray
message.

In Progress The application has been viewed and is being processed by a member of staff
within the Institute/Campus Office.

Awaiting Response | Please check your email account for details. You may be required to provide
additional evidence or details about your application.

Completed Your extenuating circumstances application has been processed and marked
as completed. You should have received an outcome email about the
module(s)/assessment(s) you submitted as part of your application. You will
receive a case outcome email to your University and contact email addresses.

Resetting the Form

If you started an Extenuating Circumstances application previously, but didn’t submit it, and you
wish to start again with a blank application, please click on the ‘Cancel Application’ button.

Cancel Application

Guidance Notes

To assist you with your application, a set of guidance notes has been provided on each page. The
notes cover each section of the form. To view/hide the notes, click on the following banner.

Benalg Cirumsianes g i showhice)
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To view the different sections of the guidance notes, click on the following tabs.

Your Evidence Your Options Your Application

ECs may apply in cases where events outside of your control have adversely affected your performance or ability to complete an assessment. Here are some examples of
cases where ECs may and may not apply.

Applicable cases
A bereavement, illness or period of hospitalisation that affects your ability to meet a deadline or attend an examination or presentation.
Non-applicable cases

Minor health problems, loss of work, technical problems not caused by the University, personal disruptions such as moving house.
A full list of the criteria can be found in the University's Mitigating Circumstances Policy.

Are ECs an appropriate solution for your case?
If the issue is long-term, please contact the Student Hwb to ensure that support is in place from Student Services before your assessment begins: hwb@uwtsd.ac.uk

Ways to mitigate

Keep back ups, copies of draft work, discuss problems that are likely to influence your ability to meet a deadline with your tutor or Programme Manager.

Personal and Course Details

The personal and course details page will be pre-populated with the details from your student
record.

If any of the details are incorrect, then you must contact Registry or your Institute/Campus Office
for assistance, before submitting your application. Some information, such as your contact details
can be updated via the My Addresses section on the Home page. This is to ensure that the correct
details are displayed on the application and that the application is sent to the correct
Institute/Campus Office for processing.

You will need to confirm that you have ready the guidance notes. When ready click on the ‘Next’
button or to cancel your application, click on ‘Cancel Application’.

Extenuating Circumstances

Personal Details

Student Number:
Student Name:

Contact Address:

Contact Tel. No:
Contact Email:
Course Details
Programme of Study:
Mode of Study:
Institute:
Academic discipline: =

Campus:

I [ | have read the Extenuating Circumstances guidance notes above.” I

To cancel your application, please click on the ‘Cancel Application button” below. This vill erase the content of your current application and you will need to complete a new form if you wish to apply for Extenuating Circumstances again in the
future.

——
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Nature of Circumstances

On this page you must select the nature of the circumstance(s) and describe how it has affected/will
affect your studies. You may submit up to five circumstances from the following list: immobilising
illness/hospitalisation, bereavement (death of relative or close friend), significant adverse personal
circumstances, other significant factors and pressures from employment (only where study is
subsidiary to employment).

Where you are asked to describe how it has affected/will affect your studies, you will be limited to
1500 characters. A character count has been provided at the bottom of the page. If you try to go
over this limit, the text box will remove the additional characters. All questions on this page are
mandatory.

To proceed onto the next stage in the application, click on the ‘Next’ button. To return to the
previous page, click ‘Back’.

Extenuating Circumstances

Nature of circumstances* O Immobilising illness/hospitalisation
[O) Bereavement (death of relative or close friend)
() Significant adverse personal circumstances
() Other significant factors

() Pressures from employment (only where study is subsidiary to
employment)

Do you currently have a Statement of Please Select
Compensatory Measures from the Uni ity
relating to any of the assessments in this
application.*

Concisely describe the nature of the circumstances you are claiming for and how they have affected/will affect your performance (and where appropriate, explaining how
covered by your Statement of Compensatory Measures).

I Character Count Remaining: 1500 I

Cancel Application ‘ Back Next
i — e —
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Module and Assessments

This page will display the modules you are currently enrolled on, and the assessments linked to the
modules. To select an assessment, click on the ‘Select assessments’ button next to the appropriate
module.

Extenuating Circumstances

Assessments
PLEASE NOTE THE FOLLOWING IMPORTANT INFORMATION BEFORE SELECTING YOUR ASSESSMENT(S) BELOW:

All claims must be submitted no more than 21 days AFTER the assessment deadline or scheduled date of the examination/presentation. Claims submitted outside this timeframe will not be considerad unless there is independent evidence to show compelling reasor
why the request was not submitted in a timely manner.

Coursework:

+ If you intend to submit your wark on time or submit a complete pisce of work up to 1 week late, you should submit this form AFTER you have submitted the work, along with proof of the date of actual submissian uploaded (either an official submission receipt or
confirmation from a member of staff of the date the work was submitted)

+ If you are unable to submit your work within 1 week of the deadline, you should submit this form as soon as possible and select the ‘Wil not submit/attend” option next to the assessment
Examinations and Presentations:
* If you plan to attend your examination/presentation on the scheduled date, you should submit this form AFTER you have attended

* I you are unable to attend your examination/presentation an the scheduled date, you should submit this form as scon as possible and select the 'Will not submit/attend’ option next to the assessment

Please note: If you wish to apply for a module that is not listed here, please email: aocases@uwtsd.ac.uk

Module Code Module Nama Assassmants. Buttons

0of 1 assessments selected I —
00f 1 assessments selected

0.0f 2 assessments selected m
0 of 2 assessments selected
0.of 2 assessments selected
0.0f 2 assessments selected

Cancel Application Back Save & Continue Later

A pop-up window will be displayed containing the assessment details for the selected module. To
include the assessment as part of the application, you must enter the details in the relevant fields
and click ‘Add’.

To return to the module page, without selecting any assessments, click on ‘Cancel’. To return to the
module and assessment page, click on ‘Update selections’.

| ECADG6009 assessments

Please select the assessments you would like to declare extenuating circumstances for by clicking on the relevant button in the "Select assessment" column. Click the "Update selections"
button once you have chosen and entered any relevant information.

If portfolio,
Assessment indicate which Deadline / date of Date of Select
number Title Type part ination/p i issi issii
001 50% Individual Practical Examination - B : : ‘ m
= ) Will not submit/attend
video (16 minutes) Not To Be Scheduled kit el G
) Already
submitted/attended
002 50% Written report  Coursework £ ‘ N Will et subrifatisid ‘ m
(3750 words) )
) Already
submitted/attended

Cancel Update selections
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If you enter information in the fields and select ‘Update selections’, without clicking on the ‘Add’
button, an error message will be displayed.

Error submitting answers

You have entered data for an assessment but not selected it. Please review your selections.

If you add an assessment to the application, but forget to enter the Deadline / date of
examination/presentation, and click on ‘Update selections’ then the following error message will
be displayed.

Error submitting answers

Please ensure you have indicated whether or not you have already submitted/attended ihe assessment

If the date you entered in the ‘Deadline / date of examination/presentation’ field is more than 21
days in the past, then the following error message will be displayed.

Warning

The deadline/exam dates are mere than 21 days in the past.

To remove the assessment from the application, you must select the assessment and then click on
‘Remove’ next to the appropriate assessment. To return to the module and assessment page, click
on ‘Update selections’.

| ECADG009 assessments

Please select the assessments you would like to declare extenuating circumstances for by clicking on the relevant button in the "Select assessment” column. Click the "Update selections”
| button once you have chosen and entered any relevant information.

If portfolio,
Assessment indicate which Deadline / date of Date of Select
number Title Type part ination/p i issi issi d
001 50% Individual Practical Examination - [ I
Part 1 11/Feb/2021 = @ Will not submit/attend
video (15 minutes) Not To Be Scheduled 4 & | Hnetstbmitiatien ‘ -
Already
submitted/attended |
002 50% Written report  Coursework ‘ ® ot submilistien ‘ ® m |

(3750 words)
_ Already

submitted/attended |

Cancel Update selections

When you have selected an assessment, the module table will update, as can be seen in the
screenshot below.

The Next button will only appear when you have selected at least one assessment.

Module Code Module Name Assessments Buttons

ECADG008 Cycle 3 Professional and Pedagogic Studies: Leading the 1 of 1 assessments selected Select assessments
Leaming: what, how and why am | teaching?

ECAD6009 Cycle 3 Core Studies: Learners, Schools and C 1of2 selected Select assessments
where am | teaching?

ECAD6010 Cycle 3 Professional and Pedagogic Studies: the  Oof1 selected
Learning: what, how and why am | teaching?

ECAD6013 Cycle 3 Core Studies: The Leamer: who am | teaching? 0 of 1 assessments selected B
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Document Upload

You are required to upload documentation to support your application. Depending on the nature of
the circumstance(s) you selected on the previous page, you will be required to provide specific
documentation. The required documents list will change based on the nature of the circumstance(s)
selected. A full list of the required documentation is available below.

If you have indicated that you have submitted an assignment, then you will be asked to upload a
copy of the submission receipt or written confirmation from a member of staff of the date the work
was submitted.

Please Note: only the following file types are supported: DOCX, JPEG, JPG, MSG, PDF and PNG.

Extenualing Circumstances

itted in a timely -

W you are submitting your elaim more than 21 days after the date of the assessment, you will i idence to i 10 why the form is not bel

Any evidence which you present must:

p— - F—

If you are submitting your claim more than 21 days after the date of the assessment, you
will also need to upload independent evidence to show compelling reasons as to why the
form is not being submitted in a timely manner.

Any evidence which you present must:

e be on official headed notepaper of the individual or organisation concerned or presented on
an email that shows it has been sent by the author from the official domain name of the
author's organisation;

e be in English or Welsh. It is your responsibility to provide a translation undertaken by an
accredited translator for any material not in English or Welsh;

e be unaltered. Documentation that has been amended for any reason will be deemed
inadmissible by the University. If there is evidence that you have fraudulently presented
documentation to the University the matter would be regarded as an attempt to gain unfair
advantage and would be dealt with under the Academic Misconduct Policy.
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Information Technology & Systems
Technoleg Gwybodaeth a Systemau

Evidence which you must upload based on your application:

You can upload multiple files to support your application. The following file types are supported:
DOCX, JPEG, JPG, PDF, PNG.

Please do not upload photos of a graphic nature such as injuries or body parts which will
not be accepted — only verifiable independent documentary evidence is required.

Immobilising illness/hospitalisation
The following are examples of acceptable verifiable independent documentary evidence:

e a Statement of Fitness for Work (fit note) from a doctor, nurse, pharmacist or other
healthcare professional which clearly indicates the duration and recent impact of the
illness/circumstances on your ability to complete the assessment(s);

e amedical certificate or letter or email from a doctor, consultant or other healthcare
professional which clearly indicates the duration and recent impact of the
illness/circumstances on your ability to complete the assessment(s);

e a University Confirmation of Extenuating Circumstances Form from an authorised signatory
from Student Services which clearly indicates the duration and recent impact of the
extenuating circumstances on your ability to complete the assessment(s). If you are not
currently engaged with Student Services and wish to request this evidence or discuss your
support needs and possible adjustments for study, please contact the Student Hwb by
emailing hwb@uwtsd.ac.uk or phoning 0300 131 3030;

Bereavement
The following are examples of acceptable verifiable independent documentary evidence:

e a Statement of Fitness for Work (fit note) from a doctor, nurse, pharmacist or other
healthcare professional which clearly indicates the duration and recent impact of the
illness/circumstances on your ability to complete the assessment(s);

e amedical certificate or letter or email from a doctor, consultant or other healthcare
professional which clearly indicates the duration and recent impact of the
illness/circumstances on your ability to complete the assessment(s);

e a University Confirmation of Extenuating Circumstances Form from an authorised signatory
from Student Services which clearly indicates the duration and recent impact of the
extenuating circumstances on your ability to complete the assessment(s). If you are not
currently engaged with Student Services and wish to request this evidence or discuss your
support needs and possible adjustments for study, please contact the Student Hwb by
emailing hwb@uwtsd.ac.uk or phoning 0300 131 3030;

e acopy of a Death Certificate;

e an order of service from a funeral.

Significant adverse personal circumstances
The following are examples of acceptable verifiable independent documentary evidence:

e a Statement of Fitness for Work (fit note) from a doctor, nurse, pharmacist or other
healthcare professional which clearly indicates the duration and recent impact of the
illness/circumstances on your ability to complete the assessment(s);
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e a medical certificate or letter or email from a doctor, consultant or other healthcare
professional which clearly indicates the duration and recent impact of the
illness/circumstances on your ability to complete the assessment(s);

e a University Confirmation of Extenuating Circumstances Form from an authorised signatory
from Student Services which clearly indicates the duration and recent impact of the
extenuating circumstances on your ability to complete the assessment(s). If you are not
currently engaged with Student Services and wish to request this evidence or discuss your
support needs and possible adjustments for study, please contact the Student Hwb by
emailing hwb@uwtsd.ac.uk or phoning 0300 131 3030;

Other significant factors
The following are examples of acceptable verifiable independent documentary evidence:

e a Statement of Fitness for Work (fit note) from a doctor, nurse, pharmacist or other
healthcare professional which clearly indicates the duration and recent impact of the
illness/circumstances on your ability to complete the assessment(s);

e amedical certificate or letter or email from a doctor, consultant or other healthcare
professional which clearly indicates the duration and recent impact of the
illness/circumstances on your ability to complete the assessment(s);

e a University Confirmation of Extenuating Circumstances Form from an authorised signatory
from Student Services which clearly indicates the duration and recent impact of the
extenuating circumstances on your ability to complete the assessment(s). If you are not
currently engaged with Student Services and wish to request this evidence or discuss your
support needs and possible adjustments for study, please contact the Student Hwb by
emailing hwb@uwtsd.ac.uk or phoning 0300 131 3030;

e acopy of a Death Certificate;
e an order of service from a funeral;
e acopy of a MAT BL1 form or birth certificate;

e aletter or email from an employer which clearly indicates the duration and recent impact of
the extenuating circumstances on your ability to complete the assessment(s);

e aletter or email from a coroner, legal practitioner, police officer, court official, charity, minister
of religion or other professional which clearly indicates the duration and recent impact of the
extenuating circumstances on your ability to complete the assessment(s);

Pressures from employers (only where study is subsidiary to employment)
The following are examples of acceptable verifiable independent documentary evidence:

e a University Confirmation of Extenuating Circumstances Form from an authorised
signatory from Student Services which clearly indicates the duration and recent impact of
the extenuating circumstances on your ability to complete the assessment(s). If you are
not currently engaged with Student Services and wish to request this evidence or discuss
your support needs and possible adjustments for study, please contact the Student Hwb
by emailing hwb@uwtsd.ac.uk or phoning 0300 131 3030;

e aletter or email from an employer which clearly indicates the duration and recent impact of
the extenuating circumstances on your ability to complete the assessment(s);
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Proof of submission

e Asyou have inputted a date of submission, you must upload proof of the date of actual
submission such as an official submission receipt or written confirmation from a member
of staff.

You must provide verifiable independent documentary evidence to support all claims.*

To upload a document, click on the ‘Choose File’ button. This will display a file explorer window.
Navigate to the file(s) you wish to upload and select ‘Open’.

‘ou must provide verifiable independent documentary evidence to support all claims.®

File uploader

Choose File Upload

The file(s) will be assigned the File Status of Awaiting Upload. If you no longer want to upload a
document, then you can remove it from the upload list by selecting ‘Delete’. To upload the file(s),
click the ‘Upload’ button.

‘ou must provide verifiable Independent documentary evidence to support all claims.”

| Upload
e (ke

File Status Awaiting Upload

File uploader

Choose File

If you have selected a JPEG, JPG or a PNG file, then you will be able to view and format the image
before uploading it. To do this, you will need to click on the ‘Edit Image’ button next to the image
you wish to edit. You will be able to rotate and/or crop the image before uploading it. If you made
changes to the image, but wish to cancel the changes, then you can revert back to the original image
by selecting ‘Restore’. To save the changes to the image, select ‘Accept’.

Edit image:Tulips.jpg
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When the files(s) have been uploaded, the File Status will be set to Successfully Uploaded. To
continue with the application, click the ‘Next’ button. If you do not have all the necessary
documentation at the time you are completing the application, then you may choose to ‘Save &
Continue later’ and return to the application at a later date when you have acquired the necessary
documentation.

You must provide verifiable independent documentary evidence to support all claims *

File uploader

New Microsoft Word Document.docx (11 kb) Delete| ~

File Status  Successfully Uploaded

Back I Save & Continue Later Next I

An error message will be displayed, if you try to proceed onto the next stage in the application
without uploading any documentation.

Error submitting answers

Error
This question is mandatery and cannet be left blank.

Declaration and Signature

Before you can review your application, you must first agree to the declaration. You are required to
digitally sign the declaration by entering your name in the text box provided and clicking on ‘Review
Application’.

Extenuating Circumstances

Extenuating Circumstances guidance (click to show/hide)

The information which | have provided is correct and complete to the best of my knowledge. | give my consent for this information to be disclosed to the relevant Examiners and officers of the University who are
P for consi g mitigating cir lalso u that this claim for mitigating circumstances will be kept on my University record. Submitting a false claim or false documentation is a
serious matter and would be regarded as an attempt to gain unfair advantage. This would be an academic offence and would be dealt with under the i i or N i

Misconduct Procedures. The University reserves the right to check on the validity of any document(s) you submit or statements you make in this claim.

By typing your name in the box below you are signing this form electronically.

Signature of Student:

Date: | 10/Feb/2021

Back J Review Application

When you click on ‘Review Application’, you will see a Loading... message and then will be taken to a
page where you can review your application and any supporting documentation you have uploaded.
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3T 0T PRI CFCUMSIAnT &d Wil Dal el Of Ay UneedrSily redond. Submiming & Talss CIaim of Falss JoCumentanon I8 & senous mammer and would bé reganded as an Amempl 1o ¢
Id b deall with under the Academic Misconduct or Non-Academic Misconduct Procedures. The University reserves the right 1o check on the validity of any documentis) you s,

o ares signing this form slectronically.

Plaass wail

You will have the opportunity to review and amend your application. If you need to amend the
application, then select ‘Back’ and return to the section of the application that needs amending. If
you are content with the application and supporting documentation, then you can submit the
application by clicking on ‘Submit Application’.

mstances Apphcation

Module Code: [rE— Avsasment it tyoe: Portfoto: Asvesammand deadiine | date of examination vpresentation:

w0y o07 [—, g

Decuments you have uploaded to support yeur application:

Oncumers Neme, Fae type temtension) Date Upicscedt Open

When you click on ‘Submit Application’ a pop-up message will be displayed informing you that your
application is being processed and is being submitted.

Processing application.

Submitting applicaiton. Please wait

Eila siima facbamatanl Fatn Hlalaadad Acan

In-tray Message(s) and Email(s)

You will receive an in-tray message and email confirming that your application has been submitted.
The in-tray message and email will include copies of the documents you have provided as part of
your application, and a copy of the application.

To view the in-tray message, you must click on ‘Click to enter task’.
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Student Messages

View 97 messages in full screen mode

Status Derbyniwyd | Received Oddi wrth | From
18/Nov/2019 ACADEMIC OFF

DERY »

Gweithred | Action

Click to enter task

Below is a copy of the message that will be sent to your in-tray.

Message 3 of 97

From ACADEMIC OFF

Received  18/Nov/2019
Due Date
Subject g E dol | B Cir

Annwyl Mr TEST1 TEST1 TEST1,

Diolch am gyfiwyno'ch Ffurflen Amgylchiadau Esgusodol a'r ddogfennaeth gysylitiedig. Thank you for submitting your E Gir

Fel arfer byddwch yn derbyn ymateb i'ch cais o fewn 21 diwrnod
Yn gywir Kind regards

Swyddfa Academaidd

Documents Uploaded by Student in Support of Request

Document Name File type (extension)

Extenuating_Circumstances.pdf PDF

Koala,jpg PG

Academic Office

Dear Mr TEST1 TEST1 TEST1

Form and g doct )

You will normally receive a respense to your claim within 21 days.

Date Uploaded

18-Nov-2019

View document
View document

18-Nov-2019

Below is a copy of the email that will be sent to your contact email address.

Annwyl Mr TEST1 TEST1 Test_Student,

Diolch am gyflwyno’ch Ffurflen Amgylchiadau Esgusodol a’r ddogfennaeth gysylitiedig.
Fel arfer byddwch yn derbyn ymateb i'ch cais o fewn 21 diwrnod.
Os oes gennych unrhyw ymholiadau ynghylch eich cais, anfonwch e-bost i: aocases@pcydds.ac.uk.

Yn gywir

Swyddfa Academaidd | Academic Office

% Prifysgol Cymru
Y Drindod Dewi Sant

% W University of Wales
Trinity Saint David

Dear Mr TEST1 TEST1 Test_Student,

Thank you for submitting your Extenuating Circumstances Form and accompanying documentation.
You will normally receive a response to your claim within 21 days.

If you have any queries regarding your application, please email: aocases@uwtsd.ac.uk.

Kind regards

TRAWSNEWID ADDYSG; TRAWSNEWID BYWYDAU
TRANSFORMING EDUCATION; TRANSFORMING LIVES

UWTSD.AC.UK

0006060

O ¥

UK Quality Assured
Sicrwydd Ansawdd y DU

Protect{ED

Cod \Ymarfer

& hyderus o i
B ran anabledd X, ‘Stonewall i Sy
cvmoowr e s S
sy
[ disability !
BB confident [:Y/MHU\]

EMPLOYER

Croeso i chi gysylitu & ni yn Gymraeg. Byddwn yn ymateb yn Gymraeg, heb oedi.
You are welcome to contact us in Welsh. We will respond in Welsh, without delay.

If you have any queries regarding your application, please contact the Academic Office via

aocases@uwtsd.ac.uk.
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