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CONFIDENTIAL
CLAIM FOR CONSIDERATION OF EXTENUATING CIRCUMSTANCES IN ASSESSMENT
Note: You must read the guidance notes overleaf prior to completion and submission.

	Section A: STUDENT DETAILS
(BLOCK CAPITALS)

	Surname
	
	Forename(s)
	

	Student ID No
	
	Faculty
	

	Programme
	
	Campus/site of study
	

	Year/Level of study
	
	Academic Year
	


	Section B: DETAILS OF MODULES AFFECTED
Modules and/or components affected.  Please list only those affected, not all studied

	Module Code
	Module Title
	Exam Date
	Was the exam sat?
	Assignment due date
	Was the assignment submitted by due date?

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	For assignment submissions was an extension agreed? YES/NO

If YES, was the assignment submitted by the extension date? YES/NO


	Section C: DETAILS OF THE NATURE OF THE CIRCUMSTANCES

	(
a serious personal illness
(
the death, or serious illness, of a close family member, friend or person for whom I have responsibility of care
(
other sudden or unforeseen circumstances beyond reasonable control

	Time Period(s) affected:

	Details: (Please give brief details of the nature of the circumstances you believe have affected your performance/attendance, in what way, and to what extent, and whether you have discussed the matter with anyone at the University.)

	

	

	

	

	

	


	Section D:  DOCUMENTARY EVIDENCE

List the documentary evidence you are submitting with this report e.g. medical certificate etc.:

	Type of documentation
	If unable to supply documentary evidence, please indicate

	1.
	
	when you will be able to provide corroborative evidence:

	2.
	
	

	3.
	
	

	4.
	
	


	Section E: DECLARATION
I declare that the information on this claim is correct and complete to the best of my knowledge and I authorise the University to make enquiries to verify the accuracy of the information I have supplied if required.  I understand the information will be disclosed to the Extenuating Circumstances Panel.  I will inform the University immediately if there are any changes to these circumstances which have any significance to this application.

Signature:







Date:

	For Office use only:

	Received by:
	Signature
	Date
	Receipt given to student
	


Assessment Team

Student and Management Information Service (SaMIS), November 2011

GUIDANCE NOTES: For students in relation to completion of a claim for consideration of extenuating circumstances (EC).

All sections of the form must be completed in full to ensure appropriate consideration by the EC panel.

DETAILS OF MODULES AFFECTED
1.
List all modules affected by the EC claim.
2.
Identify the specific assessment item(s) affected e.g. examination, coursework 1, coursework 2, portfolio, placement etc. and ensure that exam dates and/or assignment submission dates are included on the form.
3.
You must be aware that attendance at examinations is taken to imply that you are fit to undertake the examination and therefore special consideration after you have sat an examination is NOT permitted. (See Academic Procedures and Processes Appendix 3c – Conduct of Assessment, item 5.4 see: http://www.cumbria.ac.uk/DocumentLibraryPublic/AcademicOffice/Policies/3c.pdf) 

DETAILS OF THE NATURE OF THE CIRCUMSTANCES
1.
Extenuating circumstances are serious and exceptional circumstances or events which are unexpected and unavoidable and outside of the student’s control.  Examples of these may be a serious illness or accident, death or serious illness of a close relative or friend or serious disruption to personal life - such as divorce, burglary, major fire or major court proceedings.  The term does not include minor illnesses or the everyday frustrations of life which you are expected to manage your study around.  
2.
Examples of problems that are NOT normally valid as reason for ECs are:

· Minor medical conditions such as: colds, headaches, minor accidents or injuries, sleeping problems and minor anxiety and stress.
· Social obligations and similar avoidable commitments such as holidays, weddings, parties and sporting fixtures.
· Avoidable study related factors such as computer crashes, corrupted or lost disks, printer malfunction, deadline congestion or lost notes.
3.
Students with long term ill health, pregnancy, special needs, disability or any other condition that may adversely affect their studies should divulge such circumstances, to the University, before the commencement of the academic year or as soon as known so that appropriate arrangements can be made.  These types of circumstances should not be considered as extenuating circumstances.  However, complications as a result of pregnancy could be claimed as part of the EC process if they have adversely affected a student’s performance.
DOCUMENTARY EVIDENCE
1.
Details of ECs should be brief but include all relevant facts and must be supported by evidence from an independent source, e.g. a medical practitioner.  All supporting documentation must be dated and relate specifically to the duration of the assessment claimed on the form.
2.
Evidence to support ECs of a non-medical nature could include a statement from a person who can verify your circumstances from a position of authority and whose evidence is impartial and objective.  
OTHER INFORMATION
1.
Claims must be submitted within 5 working days of the last assessment for the module to ensure consideration by the appropriate module assessment board.
2.
Claims and evidence provided retrospectively will not normally be accepted.  If later you present evidence of extenuating circumstances as grounds for appeal, then good reason must be given as to why is was not disclosed at the appropriate time for consideration prior to the meeting of the module assessment board.
Return the form and evidence in the confidential envelope provided to your local Student Information Point (SIP) or send to: 
Extenuating Circumstances Secretary, Student Information Point, University of Cumbria, Bowerham Road, Lancaster, LA1 3JD.
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