Appendix GA1

CONFIDENTIAL

EXTENUATING CIRCUMSTANCES FORM

Claim that circumstances outside of your control may have adversely affected your performance and should be taken into account by the University

This form should be completed if you want to make the University aware of any extenuating circumstances which you believe may adversely affect or may have adversely affected your performance in an assessment or assessments.  Please read the notes for guidance before completing ALL sections of the form.

	Student Name:
	
	Student No:
	

	Programme of Study: 
	
	Campus:
	

	Faculty/School/Centre: 
	
	Level of study:
	



You must submit this form and any documentation to the Offices of the Pro Vice-Chancellor (Academic) within five clear working days of the circumstances becoming apparent.

1.	Nature of circumstances:

	|_|
	Illness/hospitalisation 
Please provide a medical certificate indicating the start and anticipated end date of the condition/issue.

	|_|
	Bereavement (death of close relative or friend) 
Please provide a death certificate or supporting letter from an independent source.

	|_|
	Significant adverse personal/family circumstances
Please supply appropriate supporting independent evidence.

	|_|
	Significant pressures from employers (for students in full-time employment only) 
Please provide a letter from your employer.

	|_|
	Other significant factors
Please supply appropriate supporting independent evidence.



2.	Assessments affected:

	Module
Code and Name
	Assessment Type
(e.g. coursework – individual or group-work, examination, exhibition)
and Title
	Date of Assessment
(Coursework deadline / date of examination)
	Date work submitted  
(where appropriate)

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



3.	About your extenuating circumstances (the nature of the problem and how it has affected/will affect your work):

	





(this box will expand as you type)



4.	Supporting evidence: List and describe the documentation which you have attached in support of your statement (Please note that the University will NOT seek evidence on your behalf – it is your responsibility to do this). The University reserves the right to check on the validity of the document(s) you submit by contacting the third party directly.

	(Please do not state that “xxx  is available if needed” - If you list documentary evidence to support this claim you ARE required to submit it).





(this box will expand as you type)



NOTE - THE OFFICES OF THE PRO VICE-CHANCELLOR (ACADEMIC) HAVE AUTHORITY TO RETURN TO A STUDENT ANY CLAIM THAT IS INCOMPLETE, LACKS EVIDENCE OR DOES NOT MEET THE CRITERIA.

	The information which I have provided is correct and complete to the best of my knowledge. I give my consent for this information to be disclosed to the relevant Examiners and officers of the University who are responsible for considering extenuating circumstances. I also understand that this claim for extenuating circumstances will be kept on my University record and may be referred to at subsequent examiners’ meetings.  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 Unfair Practice Procedures.  The University reserves the right to check on the validity of the document(s) you submit by contacting the third party directly.

	Signature of Student:
	
	Date:
	



FOR OFFICE USE ONLY:
	Date received by OPVC(A): 
	
	Faculty notified of claim:
	

	OPVC(A) Checklist
	Meets Criteria:
	
	All completed:
	
	Evidence:
	

	Date of ECP:
	
	Decision of ECP
	UPHOLD
	
	REJECT
	

	If Uphold – detail of decision:
	


	Reasons for decision:
	

	Signature of Chair of ECP:
	
	Date:
	

	Faculty informed of outcome:
	
	Student informed of outcome:
	




Notes for guidance in completion of this form

You are responsible for submitting assessed coursework on time, for presenting yourself for written examinations at the appropriate time and place, and for submitting information on extenuating circumstances. Extensions to deadlines cannot be granted. In the event that work is submitted late, the work is marked in the normal way and then penalised in accordance with the regulations. It is for the Extenuating Circumstances Panel to determine whether the late submission penalty should be lifted.

An application for extenuating circumstances may be considered if evidence is provided of:

1. an illness or period of hospitalisation that would affect your ability to meet a deadline or undertake an examination;
1. bereavement shortly before assessment resulting from the loss of a close relative or close friend;
1. serious personal problems (including those relating to a family member);
1. significant pressures from employers (only if you are in full-time employment) where these have been greater than normal at the time of assessment;
1. other problems that are beyond your control which compromise your ability to meet a deadline or undertake an examination.

In each case, you must provide verifiable independent evidence. In the case of a medical problem, this would mean a Medical Certificate clearly identifying the start and anticipated end date of the problem.

The following will not normally be considered as grounds for extenuating circumstances:

1. loss of work as the result of the breakdown of a computer or other electronic equipment;
1. loss of work as a result of theft;
1. difficulty in gaining access to available materials such as books or videos;
1. long standing impairments or medical conditions, unless it can be demonstrated that there has been deterioration in the condition at the time of the assessment, such that the student’s performance may have been adversely affected.

You should mitigate against such problems by:

1. keeping electronic backups of work, together with hardcopies, and storing them at a separate location;
1. keeping copies of draft work and work in progress;
1. managing the time allocated for completing the assessment;
1. ensuring that any problems that are likely to influence your ability to meet a deadline are discussed with the Programme Co-ordinator well in advance of the published submission date.

Students should report long standing impairments and conditions to Student Services to ensure that, where appropriate, adjustments are be made to the assessment regime and support arrangements are put in place well before assessment commences.

The University reserves the right to take such steps as deemed necessary to verify the evidence submitted without prior notification and where the University is unable to authenticate the material to its satisfaction, the claim may not be accepted. 

Any evidence which you present must meet the following standards and should: 

· be written by appropriately qualified professionals who are independent to you;
· be on headed paper 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 dated at the time the reported extenuating circumstances took place and not be retrospective; 
· 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 original and unaltered. Copies of supporting evidence will only be accepted in exceptional circumstances. 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 Unfair Practice Procedures.


	All communications relating to this claim during its process must be in writing and addressed to:


	(For students based on or linked to the SWANSEA campuses)
Offices of Pro Vice-Chancellor (Academic) (Ref: Extenuating Circumstances)
Swansea Metropolitan (University of Wales: Trinity Saint David)
Mount Pleasant
Swansea
SA1 6ED
Email: pvcoffice@smu.ac.uk 
(Subject: Extenuating Circumstances)

	(For students based on or linked to the CARMARTHEN, LAMPETER or LONDON campus)
Offices of Pro Vice-Chancellor (Academic) 
[bookmark: _GoBack](Ref: Extenuating Circumstances)
University of Wales: Trinity Saint David
College Road
Carmarthen
SA31 3EP
Email: quality@tsd.ac.uk 
(Subject: Extenuating Circumstances)


	Please send your claim to the correct address or it may delay the process of considering your claim.
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