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Extenuating Circumstances (MyTSD)

The Extenuating Circumstances form is available to students via MyTSD.

Important: This form is only available to students who have an enrolment record in the current
academic year and are enrolled on Modules in the current academic year. If a student wishes to
apply for a module that they are enrolled on in a previous academic year, then 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’.

.‘Pv‘-wmvm
SN ¥ Orvekt O st
\‘ University of Wales.

Croeso i MyTSD / Welcome to MyTSD

Sylwer: Nid yw eich enw defyddiwr 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 to students in English or Welsh, depending on their
chosen language on MyTSD. The student may switch between English and Welsh, by selecting

Engligh

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 to students 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 — Student Side

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

User Guides

Extenuating Circumstances Student Guide

Canliaw Myfyrwyr ar Amgylchiadau Esgusodol

Extenuating Circumstances - Status

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

Page | 2



Information Technology & Systems
Technoleg Gwybodaeth a Systemau

Extenuating Circumstances - Status

When the student submits an extenuating circumstances application, the status table will update to
show the status ‘Submitted’ along with the date and time it was submitted. When a member of staff
reviews the application the status will update to ‘In Progress’. If the application requires additional
documentation, then the status can be set to ‘Awaiting Response’. When the case is closed the
status is updated to ‘Completed’. Please refer to the table below for further details.

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
the student’s University and contact email address, they 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.

Extenuating Circumstances - Status

Case No

Status Date

Completed Nov 11 2020 10:15AM
Awaiting Response Nov 10 2020 5:09PM
In Progress Nov 10 2020 2:31PM
Submitted Nov 10 2020 1:52PM
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Guidance Notes

To assist the student with their 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, the student must click on the
following banner.

Extenuating Circumstances

Extenuating Circumstances guidance (click to show/hide)

To view the different sections of the guidance notes, the student must click on the following tabs.

Extenuating Circumstances guidance (click to show/hide)
| Your Evidence  Your Options  Your Application

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

Applicable cases

A bereavement, iliness or period of hospitalisation that affects your ability to meet a deadline or undertake an examination or presentation.

Non-applicable cases

Minor heaith problems, loss of work, technical problems not caused by the institution at which you are studying. personal disruptions such as moving house.
Afull 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 speak to Student Services to ensure that support is in place before your assessment begins studentservices@uwisd.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.
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Personal and Course Details

The personal and course details page will be pre-populated with the details from the student’s
record. If any of the details are incorrect, then the student must contact Registry or their
Institute/Campus Admin Officer for assistance, before submitting their application. Some
information, such as contact details can be updated by the student using 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 Admin office for processing.

To proceed onto the next stage in the application, the student will need to confirm that they have
read the guidance notes, and when ready click on the ‘Next’ button.

To cancel the application, click on ‘Exit’.

Extenuating Circumstances guidance (click to show/hide)

Extenuating Circumsiances

Personal Details

Student Number:

Student Name:

Contact Tel. No:

\
\
Contact Address:
\
Contact Email: l

Course Details

Programme of Study: | BAED Primary Education |

Mode of Study: ‘ Full Time ‘

Institute: | Yr Athrofa: Institute of Education and Humanities |

Academic discipline: ‘ Centre for Teacher Education ‘

Campus: ‘ Carmarthen Campus ‘

I 01 I have read the Extenuating Circumstances guidance notes above.* I

E _ —|
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Nature of Circumstances

On this page the student must select the nature of their circumstances and describe how it has
affected/will affect their studies. They are able to submit up to six circumstances from the following
list: immobilising illness/hospitalisation, bereavement (death of relative or close friend), significant
adverse personal circumstances, other significant factors, pressures from employers (only where
study is subsidiary to employment) and Coronavirus — related issues.

Where they are asked to describe how it has affected/will affect their studies, they will be limited to
1500 characters. A character count has been provided at the bottom of the page. If the student tries
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

Extenuating Circumstances guidance (click to show/hide)

Nature of ci o

() Bereavement (death of relative or close friend)
(O Significant adverse personal circumstances

[ Other significant factors

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

O Coronavirus - related issues

Do you currently have a Statement of Compensatory Measures from the Please Select v
University relating to any of the assessments in this application.”

Concisely describe the nature of the circumstances you are claiming for and how they have il affect your pe (and where iate, explaining how these are not covered by your Statement of Compensatory Measures)

Character Count Remaining: 1500 I

Back Next
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Module and Assessments

This page will display the modules the student is 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

Extenualing Circumstances guidance (click to show/hide)

Assessments

Please note that the form must be submtted AETER you have submitted your work or attended the examination/presentation OR AETER you have cecided that you will ot be able o submit your vork vithin 1 week of the deadine or attend the examination/presentation — but note that all claims must be
submitted within 21 days of the date of the assessment

ifthe work vill not be su

s date of actual submiss o work was submilted).

ExaminationPresentation Detals
« Indicate whether you attended the examination/presentation of nat

Module Code Module Name Assessments Buttons
ECADG003 Cycle 3 Professional and Pedagogic Studies: Leading the Leaming what, how andwhy em| 0 of 1 assessments selected

teaching?
ECADG003 Cycle 3 Core Studies: Leamers, Sehools and Communities: where am | teaching? 00f 2 assessments selected
ECADG010 Cycle 3 Professional and Pedagogic Studies: Researching the Leaming: what, how and vy am 0 of 1 assessments selected

Ieaching?
ECAD6013 Cycle 3 Core Studies: The Learner: who am | teaching? 00f 1 assessments selected

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, the student 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’.

ECAD6009 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 ission/: d
001 50% Individual Practical Examination - e X ‘ “
=] ) Will not submit/attend
video (15 minutes)  Not To Be Scheduled = RC-SURMILARED
) Already
submitted/attended
002 50% Written report  Coursework S Wil st subrifatisrid ‘ ® m
(3750 words)
) Already
submitted/attended
Cancel Update selections

If the student enters information in the fields and selects ‘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.
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If the student adds an assessment to the application, but forgets to enter the Deadline / date of
examination/presentation, and clicks 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 the assessment

If the date the student 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, the student 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 issil
001 50% Individual Practical Examination - [ |
Part 1 11/Feb/2021 = ® Wil i
video (15 minutes)  Not To Be Scheduled L D e Sss s E Will not:stbmitattand ‘ ——— E A |
Already
submitted/attended |
002 50% Written report  Coursework ‘ ® iiiinot submilisitent ‘ ® m |
(3750 words) -
_ Already

submitted/attended |

Cancel Update selections

When a student has selected an assessment, the module table will update, as can be seen in the
screenshot below.

The Next button will only appear when the student has selected at least one assessment.

Module Code Module Name Assessments Buttons

ECAD6008 Cycle 3 Professional and Pedagogic Studies: Leading the 1 of 1 assessments selected Selett assessments

Learning: what, how and why am | teaching?

ECAD6009 Cycle 3 Core Studies: Learners, Schools and Communities: 1 of 2 assessments selected
where am | teaching?

Select assessments

ECAD6010 Cycle 3 Professional and Pedagogic Studies: Researching the 0 of 1 assessments selected
Learning: what, how and why am | teaching?

Select assessments

ECAD6013 Cycle 3 Core Studies: The Learner: who am | teaching? 0 of 1 assessments selected Selact assessments

Back a8 S Sonthdelqier
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Document Upload

The student will be required to upload documentation to support their application. Depending on
the nature of the circumstance(s) they selected on the previous page, they 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 the student has indicated that they have submitted an assignment, then they 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.

Extenuating Circumstances

Extenuating Circumstances guidance (click to show/hide)
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:

= be on official headed notepaper of the individual or organisation concerned (with full contact details) and signed and dated by the author. Evidence presented by email may be acceptable if the email has been sent by the author from the official domain
name of the author's organisation;

= 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;

= be unaltered. Documentation that has been amended for any reason will be deemed inacdmissible 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.

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.

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

= a University Confirmation of Extenuating Circumstances Form signed by an authorised signatory from Student Services which clearly indicates the duration and impact of the extenuating circumstances on your ability to complete the
assessment(s);
- asigned and dated letter from an employer which clearly indicates the duration and impact of the extenuating circumstances on your ability to complete the assessment(s).

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

File uploader

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 (with full
contact details) and signed and dated by the author. Evidence presented by email may
be acceptable if the email 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.

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.

Page | 9
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Immobilising illness/hospitalisation
The following are examples of acceptable verifiable independent documentary evidence:

e a Statement of Fitness for Work or Medical Certificate which clearly indicates the duration
and impact of the illness/circumstances on your ability to complete the assessment(s);

e asigned and dated letter from a medical practitioner which clearly indicates the duration
and impact of the illness/circumstances on your ability to complete the assessment(s);

e a University Confirmation of Extenuating Circumstances Form signed by an authorised
signatory from Student Services which clearly indicates the duration and impact of the
extenuating circumstances on your ability to complete the assessment(s).

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

e a Statement of Fitness for Work or Medical Certificate which clearly indicates the duration
and impact of the illness/circumstances on your ability to complete the assessment(s);

e asigned and dated letter from a medical practitioner which clearly indicates the duration
and impact of the illness/circumstances on your ability to complete the assessment(s);

e a University Confirmation of Extenuating Circumstances Form signed by an authorised
signatory from Student Services which clearly indicates the duration and impact of the
extenuating circumstances on your ability to complete the assessment(s);

e acopy of a Death Certificate;
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 or Medical Certificate which clearly indicates the duration
and impact of the illness/circumstances on your ability to complete the assessment(s);

e asigned and dated letter from a medical practitioner which clearly indicates the duration
and impact of the illness/circumstances on your ability to complete the assessment(s);

e a University Confirmation of Extenuating Circumstances Form signed by an authorised
signatory from Student Services which clearly indicates the duration and impact of the
extenuating circumstances on your ability to complete the assessment(s);

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

e a Statement of Fitness for Work or Medical Certificate which clearly indicates the duration
and impact of the illness/circumstances on your ability to complete the assessment(s);

e asigned and dated letter from a medical practitioner which clearly indicates the duration
and impact of the illness/circumstances on your ability to complete the assessment(s);

e a University Confirmation of Extenuating Circumstances Form signed by an authorised

signatory from Student Services which clearly indicates the duration and impact of the

extenuating circumstances on your ability to complete the assessment(s);

a copy of a Death Certificate;

an order of service from a funeral;

a copy of a Birth Certificate;

a signed and dated letter from an employer which clearly indicates the duration and

impact of the extenuating circumstances on your ability to complete the assessment(s);

e asigned and dated letter from a coroner, legal practitioner, police officer, court official,
minister of religion or other professional which clearly indicates the duration and impact
of the extenuating circumstances on your ability to complete the assessment(s).
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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 signed by an authorised
signatory from Student Services which clearly indicates the duration and impact of the
extenuating circumstances on your ability to complete the assessment(s);

e asigned and dated letter from an employer which clearly indicates the duration and
impact of the extenuating circumstances on your ability to complete the assessment(s);

Coronavirus-related issues
The following are examples of acceptable verifiable documentary evidence:

e an official NHS Isolation Note;
official correspondence relating to a Coronavirus (COVID-19) Test;

e a Statement of Fitness for Work or Medical Certificate which clearly indicates the duration
and impact of the illness/circumstances on your ability to complete the assessment(s);

e asigned and dated letter from a medical practitioner which clearly indicates the duration
and impact of the illness/circumstances on your ability to complete the assessment(s);

e a University Confirmation of Extenuating Circumstances Form signed by an authorised
signatory from Student Services which clearly indicates the duration and impact of the
extenuating circumstances on your ability to complete the assessment(s).

e asigned and dated letter from an employer which clearly indicates the duration and
impact of the extenuating circumstances on your ability to complete the assessment(s);

Proof of submission

As you 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 the student no longer wants to
upload a document, then they 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.”

Choose File : Upload
o (18 8)

File Status  Awaiting Upload

File uploader

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

Edit image:Tulips. jpg

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 the student does not have all the necessary
documentation at the time they are completing the application, then they may choose to ‘Save &
Continue Later’ and return to the application at a later date when they 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) Dalete| ~

File Status  Successfully Uploaded 100%

Back I Save & Continue Later Next I

An error message will be displayed, if they 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.

Page | 12



Information Technology & Systems
Technoleg Gwybodaeth a Systemau

Declaration and Student Signature

Before the student can review their application, they must first agree to the declaration. The student
is required to digitally sign the declaration by entering their 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
responsible for considering mitigating circumstances. | also understand 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

The U y 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 ‘ Review Application

When the student clicks on ‘Review Application’, they will see a Loading... message and then will be
taken to a page where they can review their application and any supporting documentation they
have uploaded.

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 of Non-Academic Misconducl Procedures. The University reserves the right to check on the validity of any document(s) you s

cu are signing this form electronically.

Plaass wail

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

Contact Emait:

Academic aiscspune: Imn Susnses

Module Cooe: Avsensment wa: Avsensment type: Pomfoio: Assesamers deatine | date of examinssonpresentabon: Dite of submissiom stersiance:
x0T ot e— g0 v

Documents you have upioaded 1o SUppOrt your application:

Oncumers Neme, Fae type temtension) Date Upicscedt Open
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When the student clicks on ‘Submit Application’ a pop up message will be displayed informing them
that their application is being processed.

Processing application.

Submitting applicaiton. Please wait

Eila tiima fnvbamainal Fata Halaadad Acan

In-tray Message and Email

The student will receive an in-tray message and email confirming that their application has been
submitted. The in-tray message and email will include copies of the documents they provided as part
of the application, and a copy of the application form.

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

Student Messages

View 97 messages in full screen mode

cree »
Status Derbyniwyd | Received Oddi wrth | From Gweithred | Action
18/Nov/2019 ACADEMIC OFF Click to enter task

Below is a copy of the message that is sent to the student’s in-tray.

Message 3 of 97

From ACADEMIC OFF

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

Annwyl Mr TEST1 TEST1 TEST1, Dear Mr TEST1 TEST1 TEST1
Diolch am gyfiwyno'ch Ffurflen Amgylchiadau Esgusodol a'r ddogfennaeth gysylitiedig. Thank you for submitting your E Gir Form and g doct ]
Fel arfer byddwch yn derbyn ymateb i'ch cais o fewn 21 diwrnod You will normally receive 2 respense to your claim within 21 days.
Yn gywir Kind regards
Swyddfa Academaidd Acadenmic Office

Documents Uploaded by Student in Support of Request

Document Name File type (extension) Date Uploaded

Extenuating_Circumstances pdf PDF 18-Nov-2019
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Below is a copy of the email that is sent to the student’s contact email address.

To

Fri13/12/2019 12:42
aocases@uwtsd.ac.uk

Amgylchiadau Esgusodol | Extenuating Circumstances

Message Extenuating Circumstances INNNISS-3.pdf (99 KB) =/ Lighthouse.jpg (569 KB}

Annwyl Mr TEST1 TEST1 TEST1, Dear Mr TEST1 TEST1 TEST1,
Diolch am gyflwyno’ch Ffurflen Ichiadau Esgusodol a’r ddogf h Iltiedi; Thank you for submitting your ing Cir Form and ing d ion.
Fel arfer byddwch yn derbyn ymateb i’ch cais o fewn 21 diwrnod. You will normally receive a response to your claim within 21 days.
Yn gywir Kind regards
A idd | Academic Office

Prifysgol Cymru
Y Drindod Dewi Sant

*" University of Wales e
Trinity Saint David .

Trawsnewid Addysg, Trawsnewid Bywydau
Transforming Education, Transforming Lives 8% yn y DU am Briysgol y Fwyddyn 8" in the UK for University of the Year

Rydym yn croesawu gohebiaeth yn Gymraeg a Saesneg.
We welcome correspondence in Welsh and English. & Safon Arian Silver Rating

Firamwaith Rhagoriaeth Teaching Excellence

QAA Addysgu (FIRRA) 2019, work (TEF) 20190.
www.ydds.ac.uk | www.uwtsd.ac.uk

@ (e ) (ver KD
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Extenuating Circumstances — Staff Side

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’.

o
\' University of Wales

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?

Extenuating Circumstances In-trays

To access the Extenuating Circumstances in-trays click on the Institute Admin tab.

Institute Admin

If you have been granted access to the in-trays, then you will see the following.

Extenuating Circumstances

Extenuating Circumstances Requests (1 new request)

Completed Extenuating Circumstances Requests

Staff Guide: Extenuating Circumstances

Student Guide: Extenuating Circumstances
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If there aren’t any applications, then the in-tray will display the following message.

You have no messages SIW_INTRAY_02

‘You have no messages in the current view

Advanced Intray

Use this page to view your messages

Extenuating Circumstances Institute Admin

Delete Refresh View

When a new application has been submitted, the Extenuating Circumstances Requests in-tray will
update and will display the number of new requests, e.g. (1 new request). New and ongoing
applications are contained in this in-tray. Once the application has been marked as Completed, it will
be moved to the Completed Extenuating Circumstances Requests in-tray.

A copy of the student and staff guide is available to view and or download via the links provided.

Extenuating Circumstances

Extenuating Circumstances Requests (1 new request)

Completed Extenuating Circumstances Requests

Staff Guide: Extenuating Circumstances

Student Guide: Extenuating Circumstances
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When a new application is submitted, it will appear in the in-tray as follows.

Advanced Intray

Use thva page 10 view your messages

Satus  Recoived  View Case From (Student D) Campus Academic Discipline Route Patnway Institute Delets
Applcation Status

a O7uaN21 ViewApplicaton W Progress  TestTest

Cariie For Teacher BAED Primary Education

Primary Educatin (Single Honours
Enueaton

If you cannot see all of the columns, as seen in the screenshot above, please click on the arrow
which is located above the column headings and to the right hand side of the in-tray.

Advanced Intray

Use this page to view your messages

Extenuating Circumstances

Status  Received  View Case From (Student ID) I campus Academic Discipline Route Pathway
Application Status

To delete an application, select the Delete tick box next to the application you wish to delete, and

click ‘Delete’. Please check with the Academic Office first, before deleting any application. To check
for new applications, click on ‘Refresh View’.

Advanced Intray

Use this page to view your messages

Extenuating Circumstances

|
Status  Received  View Case From (Student D) I Campus Academic Discipiine Route Pathway nstitute Delete
Application Status
& OTian2021 ViewAppicaon  InProgress  TestTest Camarthen Camgus Cenre For Tezcher BAED Primary Education Primary Education (Single Honours Vi Adhvofa: Instute Of Education And g
Educaion Humaniies
Showing page 1 of 3 ith 20 records per page
First | Previous - 2 | 3 [ heat | tast
Deisle Refresh View

The Case Status on the in-trays are automatically updated. When a new application is submitted by
the student, it is given the status of ‘Submitted’. When a member of staff views the application and
clicks on ‘Save & Exit’ the case status changes to ‘In Progress’. When the application has been
reviewed and the correspondence has been sent to the student, the status changes to ‘Completed’
and the application is moved to the Completed Extenuating Circumstances in-tray.

Page | 18



Information Technology & Systems
Technoleg Gwybodaeth a Systemau

The Extenuating Circumstances Requests in-tray will display applications belonging to the students
within your Institute/Campus.

When a new application has been submitted, the Case Status will be set to ‘Submitted’. To view the
application, click on the ‘View Application’ link in the View Application column.

Advanced Intray

Use this page to view your messages

Extenuating Circumstances

Status  Received View Application Case Number Case Status From {Student 1D} Campus Institute Academic Discipline Delete

@ 0amMay2020 View Application 130436173 Submitted TESTS TESTS (1304361) Scnool Of Business Institute Of Management And Healln I Swansea

Below is an example of the in-tray message. It will contain a unique case number, student number
and the student’s name.

Extenuating Circumstances.

Anur Swydda Academaida .
Y Suyddfa Academaic Dsar Acadamic Office

An extenuatin
Mae cais am amgylchiadau esgusodal wedi gybwyna gan y myfyriar canlynol Guweler y manylion isod a'r atodiadau am wybodaeth

umstances application has been submiticd by the fallowing student. Please see the detalls below and the altachments for detals

Rhif yr Achos: 130436173 Case No: 130436173

udam r: 130435
Rif y Mylyriwr: 130 Student Number: 1304351

Enw'r myfyriwr: MR TESTS TESTS Student Name: MR TESTS TESTS

o review the appication an a dacision. pleast b
| adolyu' cal a gwmeud panderyniac,clcch ar y otwm Nesat, o v the applcation and make a decision. please click on the Next buton

Cofian gorau Kind regards.

M TESTS TESTS Mr TESTS TESTS

A copy of the application form, and the supporting documentation, will be available to view and
download from the bottom of the in-tray message. To view the application or supporting
documentation, click on ‘View document’.

To review and process the application, click on ‘Next’. To return to the in-tray, click on ‘Return to In-
tray’.

Documents Uploaded by Student in Support of Request

File type {extension] Date Uploaded

I Retum to Intray “ I
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Viewing and Processing Applications

Details of the student, their application, module(s)/assessment(s) and documentation is available on
this page.

Please Note: That the assessments will need to be processed before you can mark a case as
completed.

Casz Number 1304351-73
Personal Details:

Contact Ema oy churh g a2 it

Aeademic stipine: M Swarssa

Bssssement e # pertals it whieh part

Fie yps faxansion] Date Upisazed

oMoy 220

%%*
Ei

o

Student and Application Details

The student’s details, including the unique case number, can be seen at the top of the page. The
answers to all questions that were on the Extenuating Circumstances Form have also been included.
The student declaration and signature will not be visible on this page, but is included in the pdf
version of the application, which is available to view/download.

Extenuating Circumstances

Case Number: 1304361-73
Personal Details:

Student Numbser 1304361
Student Nams: MR TESTS TESTS

Contact Address: Collage Road Carmarthen

Contact Tel Mo: 0172481162 Contact Emil: kayleigh churchil@uwtsd se uk
Course Details

Programme of Study: BA Intemational Hotel Management

Mode of Study: Full Time

Institute: insiiluta of Management and Haalth Acatemic discipline: MH Swansea

Campus: Schoal Of Businsss.

Detalls of Extenuating Circumstances

elated is:

Nature of circumstances: o
nesshospitaksation

Statement of campensatory measures: No

Description of the nature of the circumstances that 1.
they aie claiming for:

Assessment Details:

Module Code: Assessment No: Assessment title: W portfolio, indicate which part: Assessment deadline | date of examination/presentation: 2 Date of Action

MaX01927 007 25% Employer Appraisa Pan 04My12020 Will nat subrit/atand

Review assessment
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You will need to check the student’s record before indicating whether the assessment is ‘Uncapped’ or

‘Capped’.

To view the module and assessment details, click on the ‘Review’ button. When an assessment has
been processed, the button on the Assessment Details table will update with the chosen EC
template. You must review and process all assessments before you can mark the case as completed.

Assessment Details:

Module

Code:

ECAD6008

ECADB00S

ECADB009

ECAD6010

Assessment  Assessment title:

No:

001 100% Portfolio (7500 word equivalent)
001 50% Individual video (15 minutes)
002 50% Written report (3750 words)

001

the Ethics Form),

100% Research project (7500 words with 1500 word equivalent aliocated to

If portfolio, indicate Assessment deadline / date of
which part: examination/presentation:
ALL 04/Jan/2021

054ani2021

04/Jan2021

04/Jan/2021

Submission/attendance: Date of Action
submission/attendance:

Will not submitattend
Will not submit/attend

Already 01/Jan/2021
submitted/attended

Already 01/Jan/2021
submitted/attended

The assessment details, including the details entered by the student, will be visible in the table at the
top of the page.

Extenuating Circumstances

Module and Assessment Details

Module Code Assessment No Assessment type Portfolio Assessment deadline / date of examination/presentation Submission/attendance Date of submission/attendance
ECS04001 001 cw 23/Feb/2021 Will not submitattend
Template: Please Select v
Template Additional Editable Text (English):
Template Additional Editable Text (Welsh):
Assessment type: Courseviork v
deadline / date of 23/Feb/2021 =
s the assessment Uncapped or Capped? Please Select v

Add additional Emails:

E-mail
address(es):

Enter the full email address for each person who will be copied into the outcome email. Please leave a SINGLE SPACE between email addresses. The appropriate Registry group will automatically be copied into the outcomes email, 5o there is no need to add them.
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Extenuating Circumstances Templates

If you need guidance regarding which template to use, then please contact the Academic Office via
aocases@uwtsd.ac.uk.

There are seven templates available, most of them will require you to enter details relating to the
module/assessment. To do this use the text field(s), dropdown list(s) and/or date picker(s) provided.

The Assessment deadline / date of exam/presentation and Date work actually submitted /
Attendance at exam/presentation fields may or may not be available on the template, depending
on the data entered by the student via their EC form. If these dates are incorrect, then you can
overwrite them using the date pickers provided.

The Assessment type is taken from the SITS database, however if the information is incorrect, then
you can overwrite it using the dropdown list provided.

You will be able to review the module/assessment email before it is sent to the student and
appropriate Registry group. To include additional members of staff in the module/assessment
outcome email, enter the university email address in the text box provided. Please read the
onscreen instructions for further details. The message will be sent to the student’s intray, contact
and University email addresses.

A copy of module/assessment outcome email will be saved to the supporting documents section.

Please note: All communication, where possible, that is sent to the student has to be bilingual. It is
your responsibility to ensure that any changes to the predefined text or comments added are
translated by the Translation Unit and added to the Template Additional Editable Text and
Additional Text Welsh boxes.

Template: Outcome (EC6] v

Template Additional Editable Text (English):

Template Additional Editable Text (Welsh): Nodiadau (e.e. os gwrthodir yr hawliad neu os cyngharir | wneud cais am Fesurau Digolledu)]

Status: Approved ~

Assessment type: Coursework v

Assessment Action: Late

deadiine / date of

Is the assessment t Uncapped or Capped? Pleas Select v

Assessment t Additional Text (English): The penalty for late submission will be lifted

Assessment Additional Text (Welsh): Caiff y gosb am gyfiwyno'n hwyr ei chodi.
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Below is an example of the EC1 template.

Template:

Template Additional Editable Text (English):

Template Additional Editable Text (Welsh):

Assessment type:

Assessment deadline / date of examination/presentation:

Is the assessment Uncapped or Capped?

Already Processed (EC1) v

Your claim that circumstances outside of your control may have adversely affected your performance and should be taken into account by the University, received on 23 February
2021, in relation to the following assessment have already been processed with the response/outcome emailed to you on [date]. If you require another copy of the response/outcome
email(s) for the assessment, please let us know.

Mae'ch honiad y gallai amgylchiadau y tu allan i'ch theolaeth fod wedi effsithio'n andwyol ar eich perfformiad ac y dylair Brifysgol eu cymryd i ystyriaeth, a ddaeth i law ar 23
Chwefror 2021, mewn perthynas &'r asesiad canlynol wedi ei brosesu eisoes ac anfonwyd yr ymateb/canlyniad atoch ar ffurf e-bost ar [date]. Os oes angen copi arall arnoch o e-
bost yr ymatebicanlyniad ar gyfer yr asesiad, howch wybod

i 7
23/Feb/2021 ‘ =
Please Select v ‘

EC2 - Cannot be Processed due to Academic Misconduct

Below is an example of the EC2 template.

Template:

Template Additional Editable Text (English):

Template Additional Editable Text (Welsh):

Assessment type:

Assessment deadline / date of examination/presentation:

Is the assessment Uncapped or Capped?

Cannot be Processed due to Academic Misconduct (EC2) ~v

Your claim that circumstances outside of your control may have adversely affected your performance and should be taken into account by the University, received on 23 February
2021, in relation to the following assessment cannot be processed [due to an allegation of academic currently under for the same /as a result
of a penalty being imposed for academic misconduct for the same assessment].

Ni ellir prosesu eich honiad y gallai amgylchiadau y tu allan i'ch rheolaeth fod wedi cael effith andwyol ar sich perfformiad ac y dylai' Brifysgol eu hystyried, a ddaeth i law ar 23
Chwefror 2021, mewn perthynas &'r asesiad canlynol [oherwydd honiad o sy'n destun ar hyn o bryd ar gyfer yr un asesiad / o ganlyniad | gosb
am gamymddwyn academaidd am yr un asesiad)

Coursework v
23/Febr2021 =
Please Select v
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EC3 - Not Eligible for Consideration

Below is an example of the EC3 template.

Template: Not Eligible for Consideration (EC3) v
Template Additional Editable Text (English): [Detail circumstance that is not recognised from section 14.6 of the University’s Mitigating Circumstances Policy, e.g. loss of work, non-serious domestic or personal disruptions] are
not eligible for consideration as it does not meet the criteria of what the University recognises as Ci
Template Additional Editable Text (Welsh): [Manylion amgyichiad nad yw'n cael ei gydnabod o adran 14.6 Polisi Amgylchiadau Liiniaru'r Brifysgol, e.e. colli gwaith, amhariadau domestig neu bersonol nad ydynt yn ddififol] -

Nid yw hyn yn gymwys i'w ystyried oherwydd nad yw'n bodloni meini prawf yr hyn y mae'r Brifysgol yn ei gydnabod yn Amgylchiadau Esgusodol

Assessment type: | Coursework v
Assessment deadiine | date of examination/presentation: | 23/Feb/2021 =
Is the assessment Uncapped or Capped? | Please Select v

EC4 - Not Eligible for Consideration (Retrospective Claim)

Below is an example of the EC4 template. This template doesn’t require you to add any additional
text.

Template: { Not Eligible for Consideration (Retrospective Claim) (EC4) VJ
Assessment type: ‘ Coursework v ‘
Assessment deadline / date of examination/presentation: ‘ 23/Feb/2021 ‘

Is the assessment Uncapped or Capped? ‘ Please Select N ‘
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EC5 - Cannot Currently be Processed (MyTSD)

Below is an example of the EC5 template.

Template: | Cannot Currently be Processed (MyTSD) (EC5) ¥

Template Additional Editable Text (English): Cannot currently be processed due to the following reason(s):

* The date of the assessment is too far into the future; (but note this may be permissible if student has provided sufficient evidence);
* Your claim was submitted after you had received formal or informal natification of your results and you failed to provide independent evidence to show compelling reasons
which clearly explains why the claim was not submitted prior to the nofification of results
* Your claim was submitted more than 21 days after the assessment deadiine / scheduled date of the examination/presentation and you have failed to provide independent
evidence to show compelling reasons which clearly explains why the claim was not submitted prior to this;
* Whilst not denying that there may be extenuating circumstances, you have failed to provide verifiable independent documentary evidence to confirm the duration and
impact of your circumstances on your ability to complete the assessment:
* Whilst not denying that there may be extenuating circumstances, the supporting evidence provided does not confirm the duration and impact of your circumstances on your ||

-

Template Additional Editable Text (Welsh): Does dim modd ei brosesu ar hyn o bryd oherwydd y rheswm(rhesymau) canlynol

* Mae dyddiad yr asesiad yn rhy bell it dyfodol; (ond sylwer y gellir caniatau hyn os bydd y myfyriwr wedi darparu digon o dystiolaeth);

* Cyflwynwyd eich hawliad ar 61 i chi dderbyn hysbysiad ffurfiol neu anffurfiol o'ch canlyniadau a gwnaethoch fethu & darparu tystiolaeth annibynnol i ddangos rhesymau
diymwad sy'n egluro'n glir pam na chyfwynwyd yr hawliad cyn cyhoeddi' canlyniadau;

* Cyfwynwyd eich hawliad fwy na 21 diwmod ar &l dyddiad cau'r asesiad / y dyddiad yr amserlennwyd yr arholiad/cyflwyniad ac rydych wedi methu & darparu tystiolasth
annibynnol i ddangos rhesymau diymwad sy'n egluro'n glir pam na chyfiwynwyd yr hawiiad cyn hyn

* Heb wadu na all fod amgylchiadau esgusadol, rydych wedi methu & darparu tystiolaeth ynnol wiriadwy i

hyd ac effaith eich amgylchiadau ar

eich gallu i gwblhau'r asesiad(au);
* Heb wadu na all fod amgylchiadau esgusodol, nid yw'r dystiolaeth ategol a ddarparwyd yn cadamhau hyd ac effaith eich amgylchiadau ar eich gallu i gwblhau'r

Assessment type: Coursework v
Assessment deadline / date of examination/presentation: 23/Febi2021 = |
Is the assessment Uncapped or Capped? Please Select v

EC6 - Outcome

Below is an example of the EC6 template. Please note that some of the dropdown lists will be
displayed based on what you choose for Status and Assessment Action.

Template: Outcome (EC6) v

Template Additional Editable Text (English): [Notes (e.g. if ciaim is rejected or advising to apply for Gompansatory Measuras)]

Template Additional Editable Text (Welsh):  [Nodiadau (e.e. os gwrtbodir yr hawliad neu os cynghrir | wneud cais am Fesurau Digolledu)]
Status: Approved v ‘
Assessment type: Coursework v ‘
Assessment Action: Late Submission v ‘
deadline / date of examinati i 23/Fobi2021 =
Is the assessment Uncapped or Capped? Ploase Select v ‘
Assessment Additional Text (English):  The penalty for late submission will ba Ified
Assessment Additional Text (Welsh):  Caiffy gosb am gyfiwyno'n huyr ei chodi
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EC7 - Referred for Consideration

Below is an example of the EC7 template.

Template: Referred for Consideration (EC7) v
Template Additional Editable Text (English): Your claim has been referred for consideration and you will be informed of the outcome no later than [date]
Template Additional Editable Text (Welsh): Cyfeiriwyd eich hawliad iw ystyried a chewch wybod am y canlyniad erbyn [date] fan bellaf
Assessment type: Coursework v
Assessment deadline / date of examination/presentation: 23/Febl2021 =
Is the assessment Uncapped or Capped? Please Select v

Module and Assessment Outcome Emails

For the purpose of this guide | have chosen the EC4 template, but the following process will be the
same for all of them.

When you have processed the module/assessment and are ready to send the outcome email, click
on ‘Next’. To return to the student details page click ‘Back’.

Extenuating Circumstances

Module and Assessment Details

Module Code Assessment No Assessment type Portfolio Assessment deadline / date of examination/presentation Submission/attendance Date of submission/attendance
BMLW4000 001 ow test 18/Mar/2021 Will not submitiattend
Template: Not Eligible for Consideration (Retrospective Claim) (EC4) v
Assessment type: Coursework v
deadline / date of i i 18/Mar/2021 =
Is the assessment Uncapped or Capped? Uncapped v
Add additional Emails:

Enter the full email address for each person who will be copied into the outcome email. Please leave a SINGLE SPACE between email addresses The appropriate Registry group will automatically be copied into the outcomes email, so there is no need to add them.

E-mail @uwisd ac uk
address(es):

e
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If the details need to be amended then click ‘Back’, this will take you back to the

module/assessment details page.

If the details are correct then click ‘Send Correspondence’. You will be redirected back to the Case
Details. A copy of the email will be saved in pdf format to the Supporting Documentation section.

Review email to student

Click here to go to English
Cymraeg

From

To.

Ce:

24 Mawrth 2021

Annwy

mae'r canlyniad ar gyfer yr asesiad

Assessment details

Enw a chod y modwi:
Enw'r asesiad:
Heb neu Wedi'i Gapio:

Dyddiad terfyn yr asesiad / Dyddiad yr arholiad/cyflwyniad:

Yn gywi,

Academic Office

Dyddiad yeyflwynwyd ywalth / Yn bresennol ar gyferyr arholiadiycyflwyniad:

Nid yw eich honiad y gallai amgylchiadau y tu allan ich theolaeth fod wedi cael effaith andwyol ar eich perfiormiad ac y dylai' Brifysgol eu hystyried, a ddaeth i law ar 17 Mawrth 2021, mewn perthynas &' asesiad canlynol, yn gymwys iw hystyried

Yn unol 4 pharagraff 13.18 o Bolisi Amgylchiadau Esgusodol y Brifysgol a geir yn: hitps //veww.uwtsd ac uk/academic-office/academic-quality-handbook! ni fydd hawliadau dl-weithredol a wnaed ar gyfer asesiadau a gynhaliwyd yn y semesteritymor biaenorol lle
s wedii ystyried gan Fwrdd Archwilio a lle mae'r myfyriwr wedi ymwneud wedyn ag astudiaethau yn y semestertymor presennol yn gymwys iw hystyried

BMLW4000 - Criminal Litigation
50% Essay (2000 words)

Heb ei gapio

18/Maw/2021

Ni fyddaf yn cyfiviyno gwaith/yn bresennol

English

From
To
Ce

24 March 2021

Dear

Your claim that circumstances outside of your control may have adversely affected your performance and should be taken into account by the University, received on 17 March 2021, in refation to the following assessment is not eligible for consideration

In accordance with paragraph 13.18 of the University's Mitigating Circumstances Policy found at: https /Avww uwtsd ac uk/academic-office/academic-quality-handbook!, retrospective claims made for assessments undertaken in a previous semester/term where the
outcome for the assessments has been considered by an Examining Board and where the student has subsequently engaged with studies in the current semester/term will not be eligible for consideration

Assessment details

Module Code and Name:
Assessment Name:

Uncapped or Capped:

deadline / Date of

Date work actually submitted / Attendance at examination/presentation:

Yours sincerely,

Academic Office

BMLW4000 - Criminal Litigation
50% Essay (2000 words)
Uncapped

18/Mar/2021

Wil not submit/attend

Back

‘ d correspondence
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Supporting Documentation

A PDF copy of the application, and all supporting documentation provided by the student, will be
displayed in a table. Should you need to upload additional documentation for a case, then you may
do so using the File uploader.

Documents Uploaded by Student in Support of Request

Document Name File type (extension) Date Uploaded Open

New Microsoft Word Document docx. DOCX 16 Apr 2020

New Microsol Word Document (2).docx DOCX 16 Apr 2020

If you need to upioad aditional evidence for this case, please use the File uploader below. For fullinstructions, please refer to the (ink to staff guide) staff guide. Once uploaded, the additional evidence will be dispiayed in the table above.

Removing additional evidence (Uploaded by Sta):
If you need 1o remove additional evidence rom Ihis case, please select ‘Delete’ against the fle you wish the remove, via the File uploader. The document will be femoved from the file explorer Immediately and the table above will be updated when the case is saved

Click on ‘Choose File’ navigate to the file you wish to upload, select it, and click on ‘Open’. The file
you wish to upload will appear in the File uploader with the File Status of Awaiting Upload.

Uplasding adaitionai evidence.
If you need to upicad additional evidence for this case. please use the File uploader below. For fullinstructions, please refer fo the (ink lo Staff guide) stafl guide. Gnce uploaded. the additional evidence will be dispiayed n the tabie above.

Removing adaitional evidence (Uploaded by staff):
It you need to remave additional evidence from this case, please select Delete’ against the e you wish the remove, via the File uploader. The document will be removed from ihe e explorer Immedialely and the table above will be updated when the case s saved

New Microsoft Word Document (3) docx (11 kb) Dewte ™

File Status  Awailing Upioad

If you selected the wrong file to upload, you may delete it by clicking on the Delete button.

Uplaading additional evidence.
If yOu 180 10 UIGAT AOOINONAI EVIGENCE 101 1IiS CASe, PIEASE USE e File Uploader Delow. For UM INSITUCIONS, DIEASE FEfer 10 he (INK 10 SIaM QUIOE) SIAT guioe. ONce UpIOAOeD, the A0IoNal EVIdence willbe GiSpiayed I Ihe 1abie a0ove.

Removing adaitional evidence (Uploaded by staff):
If you need to remave additional evidence from this case, please select Delete’ against the file you wish the remove, via the File uploader. The document will be removed from the file explorer Immedialely and the tabie above will be updated when the case s saved

New Microsoft Word Document (3).docx (11 kb) Dewle ™

File Status  Awailing Upload

To remove the file from the File uploader, click on ‘Accept’. To return to the application, and keep
the file, click on ‘Cancel’.

Delete file

Are you sure you want to delete this file?
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To upload the file, click on ‘Upload’. The File Status will change to Successfully Uploaded.

Documents Uploaded by Student in Support of Request:

Document Name File type (extension) Date Uploaded Open
New Microsofl Word Document 3ocx DOCX 16 Ape 2020
New MICToso Word Document (2).00t% Docx 16 Apr 2020

Uploading additional evidence:
1f you need to upioad additional evidence for this case, please use the File uploader below. For full insiructions, please refer to the (link fa siaff quide) siaff quide. Once uploaded, the addifional evidence wil be displayed in the table above

Removing additional evidence (Uploaded by staff):
If you need 1o remave additional evidence from this case, please selec ‘Delele’ agains! the file you wish the remave, via the File uploader The document will be removed from the file explorer Immediately and the table above will be updated when the case is saved

New Microsoft Word Document (3) docx (11 kb) Desete| ™

File Satus  Successfully Upioaded 100%

The file will not appear in the document table until you have saved the application. Once the
application has been saved, the next time you return to it the document will appear in the table. The
file will remain in the File uploader. Should you wish to remove the file you uploaded, click on the
Delete button next to the file in the File uploader. When the application is saved the document will

be removed from the table.

Documents Uploaded by Student in Support of Request:

Document Name File type (extension) Date Uploaded Open

New MICToson Wore Document dock pocx 16 Apr 2020
Mew Microsoft Word Document (2).docx pocx 16 Apr 2020
I e Micromh Word Docmert (o bocx = I
Extenualing Circumstances 1304361-58 paf POF 16 Apr 2020

Uploading additional evidence:
If you need fo upload addiional evidence for this case, please use the File uploader below. For full instructions, piease refer o the (link to siaff guide) sta guide, Once uploaded, the additional evidence will be displayed in the table

Removing additional evidence (Uploaded by staff)
If you need 1o remave additional evidence from Ihis case, please select ‘Delete’ against the file you wish the remove, via the File uploader. The document will be removed from the file explorer Immediately and the table above will be updated when the case is saved
——

Cnoose File

New Microsoft Word Document (3).docx (11 kb)

Please Note: That any additional documentation that is added by a member of staff will not be seen
by the student.
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Review and Process a Case

You will only be able to mark a case as Completed once all the modules/assessment have been
processed and the Case Status set to Completed.

The Academic Office will receive a copy of the completed email and all the attachments linked to the
case. The case will then move to the Completed Case intray.

Important information regarding how to process a case can be found towards the bottom of the
case details page.

If you need to save the case at any point, click on the ‘Save & Return to Intray’ button. The ‘Back’
button will take you back to the intray message linked to that case.

[ IMPORTANT
Please ensure that the Case Status in the dropdown box below is UPDATED

+ If you have sent an EC5 template for any of the above assessments, you should change status to ‘Awaiting Response’ and click on the “Save & Return to Intray’ button below.
s If you have sent an EC7 template for any of the above assessments, you should ensure status remains as 'In Progress’ and click on the ‘Save & Return to Intray’ button below.
s Once you have sent either an EC1, EC2, EC3, EC4 or EC8 template for ALL the above assessments, you should change status to ‘Completed’ and click on the ‘Complete Case’ button below.

Case Status: In Progress v

You will not be able to mark the case as completed until all the assessments have been reviewed and processed

Back ‘ ‘ Save & Return to Intray ‘ ‘Complete Case

When a decision has been made against each module/assessment, and the case marked as
Completed, then the ‘Complete Case’ button will made available.

IMPORTANT.
Please ensure that the Case Status in the dropdown box below is UPDATED

« Ifyou have sent an EC5 template for any of the above assessments, you should change status to ‘Awaiting Response’ and click on the ‘Save & Return to Intray’ button below.
= Ifyou have sent an EC7 template for any of the above assessments, you should ensure status remains as ‘In Progress’ and click on the “Save & Return to Intray’ button below.
= Once you have sent either an EC1, EC2, EC3, EC4 or EC6 template for ALL the above assessments, you should change status to ‘Completed’ and click on the ‘Complete Case’ button below.

Case Status: Completed v

Back ‘ | Save & Return to Intray | Complete Case
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Review Completed Case Email

Please note: All communication, where possible, that is sent to the student has to be bilingual. It is
your responsibility to ensure that any changes to the predefined text or comments added are
translated by the Translation Unit and added to the Template Additional Editable Text and
Additional Text Welsh boxes.

You will have the opportunity to review the completed case email before it is sent to the Academic
Office. Please make sure that all the documents that are related to the case have been uploaded and
displayed on screen. If the information on this page is incorrect, you may return to the case and
make the necessary amendments.

If the information is correct, click on ‘Send correspondence’.

English

Dear Academic Office,

Case No:
Student Number:
Student Name:

Documents Uploaded by Student and/or Staff member in Support of Request:

Document Name File type (extension) Date Uploaded Open

Kind regards,

Academic Office

I Back ‘ Send corespondence I

A pop up message will be displayed saying that the email and in-tray message is being sent. When
completed you will see a confirmation message. To return to the in-tray, click on ‘Return to in-tray’.

Extenuating circumstance case completed

IThe extenuating circumstances case has now been completed. Click the button below to return to the intray. I

Return to intray
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