Mitigating Circumstances: Guidance for Students

What is mitigation?

1.1
Sometimes circumstances or events beyond your control may adversely affect your ability to perform in an assessment to your full potential or to complete an assignment by the set deadline. In such cases mitigation may be applied, i.e. treating marks or results in a way that recognizes the adverse impact that may have resulted from those circumstances or events, or waiving penalties that would arise from late submission.

1.2
Mitigation will not result in the changing of any marks, unless penalties for late submission are waived after an assignment has already been marked. Instead, mitigation may result in some marks being disregarded and the assessment being excused because it was adversely affected. You may also be given a mark for a whole unit based on your performance in the parts that were not adversely affected. Mitigation may also mean treating your overall performance as borderline even though the marks you obtained would not normally be high enough, and so considering you for a more favourable result such as a higher degree class.

Approaching your School

2.1
Your School will normally grant an extension for self-certified illness within two weeks before a submission deadline. You should approach the appropriate officer in your School as soon as possible if you consider that some serious illness or misfortune has adversely affected your ability to complete one or more assignments even within the extended deadline, or if you believe that the results you might obtain from one or more assessments will be adversely affected.

2.2
You should first seek advice from the officer as to whether the adverse circumstances are sufficient to warrant consideration by your School’s Mitigating Circumstances Panel. You should also seek advice as to whether it is in your interest to consider alternative remedies such as a deadline extension, re-scheduling of an assessment within a current assessment period, or sitting an examination at the next available opportunity. In very serious cases, you might even be best advised to interrupt your studies for a period.

Nature of mitigating circumstances

3.1
It is important to remember that, in order to qualify for consideration, the adverse circumstances or events must be unforeseeable or unpreventable as far as you are concerned, and sufficiently disruptive to have a significant adverse effect on your academic performance or your ability to complete assignments by the due date.

3.2
Circumstances or events that merit consideration may include: suffering a serious illness or injury; the death or critical illness of a close family member; a significant family crisis leading to acute stress; and unplanned absence arising from such things as jury service or maternity, paternity or adoption leave.

3.3
Circumstances or events that would not normally merit consideration include: holidays or other events that were planned or could reasonably have been expected; assessments that are scheduled close together or on the same day; misreading the timetable for examinations or otherwise misunderstanding the requirements for assessment; inadequate planning or time management; failure, loss or theft of a computer or other equipment, including inability to print off work for whatever reason; consequences of paid employment (except in some special cases for part-time students); exam stress or panic attacks not diagnosed as illness; and minor disruption in an examination room during the course of an assessment.

Claiming mitigation

4.1
If the School Officer confirms that your circumstances merit consideration by the School Mitigating Circumstances Panel, you should complete the attached Notification of Mitigating Circumstances form. This should be handed in to the School as soon as possible, together with independent third-party supporting or corroborative documentation. The nature of such documentation will vary according to the nature of the circumstances, but it must sufficiently independent to confirm the veracity of the case you are making (e.g. a letter or medical certificate signed by a medical practitioner, a document from an outside agency etc.). Information of a confidential nature should be included in a sealed envelope.

4.2 You must submit the form as soon as possible and always before the beginning of an examination period (except for circumstances arising during the course of that assessment period, in which case the application must be made in time for consideration before the relevant meeting of the Board of Examiners). Late requests for mitigation will not be considered without a credible and compelling explanation as to why the application was not made at the appropriate time. Requests made after the publication of results will be treated as appeals under Regulation XIX, but again there should be a credible and compelling explanation as to why you did not bring the circumstances to the attention of your School at an earlier stage.

4.3 The School Mitigating Circumstances Panel will need to agree that your circumstances were unforeseeable and unpreventable and that the effect on your academic performance would have been significant. If so, it will advise the Board of Examiners how serious it judges the effect was, and the Board will then decide how to apply mitigation, on the evidence available on your performance (coursework marks and examination marks either for individual course units or for the assessment period as a whole, as appropriate). Mitigation will depend on how serious the adverse circumstances were and how far you are from any borderline on the basis of the existing mark, or profile of marks: the farther you are from a borderline, the more serious the adverse circumstances need to be to change the Board’s overall decision. However, even if the decision does not change, a note will be added to the relevant marks on any transcript you receive to indicate that the assessment was subject to circumstances that may have had an effect on your performance.
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Application for an Extension to a Submission Date for a MA/MSc Dissertation
This form should be completed where a request for an extension to a submission date is sought due to external influences beyond your control that prevents submission of work by the published submission date. All information on this form is treated as STRICTLY CONFIDENTIAL. It is vital that you read the Mitigation Circumstances Policy before you submit this request.
Section 1 – to be completed by the Student (Please PRINT)

	Family Name:


	Other Name(s):
	Student ID Number:

	Programme:



	Title of Dissertation:
Supervisor:

My dissertation is currently due in on (Insert Date)  day /month/year

I am requesting an extension until day /month/year


	Please describe the nature of the circumstances or events that you believe have affected or are affecting your performance or ability to submit coursework by the due deadline:



	Please detail here the dates affected by your mitigating circumstances (for example,  5 days (1-5 May).



	NATURE OF SUPPORTING DOCUMENTATION

It is essential that this documentation is attached. Please tick the relevant box. 

· Letter from medical practitioner

· Letter from Counselling Service

· Police Report

· Other (please specify) …………………………………………

Please ensure that confidential material is contained in a sealed envelope.

I confirm hereby that all information given or referred to above is true and that I believe there has been a significant adverse effect on my performance as a result of the circumstances and/or events described.

SIGNATURE:

DATE:

For office use:




Section 2 – Supervisor/Academic Programme Director Use Only

	I confirm that the above named student has discussed his / her circumstances with me and that I support/ reject their request for an extension to their assessed work.

Revised Submission Date for their dissertation day /month/year
Additional Supporting Comments/ Reason for Denial (mandatory):



	PGT/Programme Director’s Name (please print):

	Signature:

( (please tick here if form completed electronically)

	Position:

	Date:


Section 3 – Postgraduate Office Use Only

This section should be completed when an extension has been requested by a student.

	Check :     Form completed correctly and supporting documentation attached (
Update :    Campus Solutions (end date of student/supervisor/submission deadline)(
                Email: Decision to student and to student’s supervisor                         (


Extension Request Instructions:

To apply for an extension you must:

1. After completing the form, you should email/take the form directly to your Programme Administrator
2. Your application will then be consideration by the School of Social Sciences.

3. You will be informed by email of the outcome of your application.

Grounds for Mitigation

Students should be aware that grounds for mitigation are ‘unforeseeable or unpreventable circumstances that could have a significant adverse affect on your academic performance’.  Please see below for examples of possible mitigating circumstances as well as circumstances which will not be considered as grounds for mitigation.

Examples of possible mitigating circumstances:

· significant illness or injury;

· the death or critical/significant illness of a close family member/dependant;

· family crises or major financial problems leading to acute stress;

· absence for jury service or maternity, paternity or adoption leave.

Circumstances which will NOT normally be regarded as grounds for mitigation:

· Holidays and events which were planned or could reasonably have been expected

· Assessments which are scheduled closely together

· Misreading the timetable or misunderstanding the requirements for assessment

· Inadequate planning and time management

· Failure, loss or theft of a computer or printer that prevents submission of work on time: students should back up work regularly and not leave completion and printing so late that they cannot find another computer or printer

· Consequences of paid employment

· Exam stress or panic attacks not diagnosed as illness.

Absence from the University during the semester for any period of no more than five working days will not normally be regarded as grounds for mitigation unless the absence occurred for good cause within a two-week period immediately preceding a formal University examination or the deadline for submitting a piece of assessed coursework or delivering an assessed presentation.

