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Procedures for Making a Claim for Mitigating Circumstances
	Q1
	WHAT ARE MITIGATING CIRCUMSTANCES?

	
	These are significant changes in a student’s circumstances that are outside the control of the student which are acute, severe and unforeseen and that occur immediately before or during the assessment period, and which the student believes have adversely affected his/her academic performance.

The following represent grounds for the submission of a claim but please note this is NOT an exhaustive list:
· Serious illness
· Serious illness of partner, relative or friend
· Bereavement
· Excessive employment demands which were substantial and temporary, please note it is expected that full time students will not claim on this basis

The following represents grounds for not normally considering a claim (these are not exhaustive):
· Claims without independent supporting evidence that demonstrates mitigating circumstances for the period immediately leading up to the assessment and/or the published coursework due date.
· Claims arising from poor time management or personal organisation (e.g. failure to plan for foreseeable events such as travel problems resulting in late submission of coursework; misreading the examination timetable; failure to follow the instructions regarding the submission of assessment items).
· Claims arising from loss of material due to failure or theft of a computer or associated device (e.g. USB memory pen or printer). Students are required to ensure that their work is adequately backed up and that their time is sufficiently organised to allow for printing. 
· Claims relating to circumstances within your control (e.g. family wedding or holiday; paid employment; booking an alternative flight; choosing to miss an assessment or coursework deadline for something considered more important).
· Claims where the problem is caused by English being an additional language.
· Claims referring to minor ailments such as colds, headaches, stomach upsets, etc., except where the ailment made it impossible for you to sit an examination or other scheduled assessment and evidence can be provided.
· Claims referring to pregnancy, except where there have been complications.
·  The death of a family pet.
· A disability or on-going chronic illness unless there is medical evidence of a sudden and unforeseen deterioration or a particularly severe episode. (Note: students with a disability or chronic illness may make special arrangements regarding their assessment with the Disability and Dyslexia Service.)
· The usual financial difficulties experienced by most students unless there has been a sudden and unexpected change in financial circumstances, such as redundancy.
· Employment demands unless there is evidence from an employer that commitments and demands have been exceptionally substantial and temporary – part-time students only
· Claims relating to the attendance policy of a module.

If your mitigating circumstances have affected professional placements, you must contact your tutor at the time as set out in your course handbook, as this procedure does not cover this aspect of assessment.  If you wish to claim for an extension to your Independent Study please do not use the mitigating circumstances forms but refer to the Independent Study Extension Request form.

	Q2
	HOW DO I MAKE A CLAIM?

	
	You must fill in a mitigating circumstances form and attach independent supporting evidence. 
Once you have submitted a claim for mitigating circumstances, it cannot be withdrawn.
You can obtain help completing this form by contacting Registry Services direct or by contacting the Student Advisor in the Student Union. 
False Claims
You should note that 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 Student Code of Conduct Procedures.  The University reserves the right to check on the validity of the document(s) you submit by contacting the third party directly.



	Q3
	WHAT EVIDENCE DO I NEED TO SUPPORT MY CLAIM

	
	All claims must be supported with independent corroborative evidence which is authentic and timely. Please ensure that evidence is dated and on official headed paper.  You may wish to keep copies for your use.
Examples of acceptable evidence include:
· Medical Certificate (obtained at time of illness)[footnoteRef:1] [1:  GPs are not obliged to issue medical certificates (particularly retrospectively), do not normally issue certificates for short periods of illness and are entitled to charge for certificates issued. The student is expected to meet any costs incurred.] 

· Letter from medical practitioner confirming the illness of the student or another person
· Letter from student counsellor
· Copy of death certificate 
· Copy of birth certificate
· Letter of support from a member of staff who has personal knowledge of your exceptional mitigating circumstances, please note that claims have been rejected in the past if they have only had this evidence, your claim is strengthened if you can provide further independent evidence 




	Q4
	WHEN SHOULD MITIGATING CIRCUMSTANCES BE SUBMITTED?

	
	Claims for exceptional mitigating circumstances should be made before results are considered.  Mitigating circumstances deadlines can be found on your SOLE page or on the Registry Services website.  Claim forms must be used (these can be downloaded) and evidence must be submitted with the claim. If you have still not obtained evidence by the deadline, it is important that you submit the form indicating the evidence will follow otherwise your claim will be considered late.




	Q5
	HOW ARE MITIGATING CIRCUMSTANCES CONSIDERED?

	
	Your claim will be presented to the Mitigations Committee and the decision of the Committee will be based entirely upon consideration of the claim and the supporting evidence.  The membership of the Committee shall comprise of three members and the Secretary to the Committee.  The Secretary will notify the Examination Board concerned of the decision.




	Q6
	HOW WILL I FIND OUT THE RESULT OF MY CLAIM?

	
	The Secretary to the Mitigations Committee will notify you of the Committee’s decision in writing.



	Q7
	WHAT IF MY CLAIM IS UPHELD?

	
	The Secretary to the Mitigations Committee shall inform you if this is the case and you will be offered the opportunity to re-take the assessment as if for the first time, or, in the case of a re-assessment, a further attempt.  If you claimed for lateness you will be informed that your work will be marked as if on time. 

	
	

	Q8
	WHAT IF MY CLAIM IS UNSUCCESSFUL?

	
	The Secretary to the Mitigations Committee shall inform you if this is the case and your original mark/grade shall stand for the assessments that you have claimed for. 


	Any queries regarding Mitigating Circumstances should be referred to the Complaints and Appeals Officer, Registry Services (mitcircs@worc.ac.uk)








GUIDANCE NOTES FOR COMPLETING YOUR 
MITIGATING CIRCUMSTANCES FORM
1.  Your Details

· Full Name:  Including middle names.

· Student Number:  This is the number on your Student ID card.

· Course/Programme of Study:
Eg.	Foundation Course, 	HND Early Childhood Studies, BA English, 	Masters in Health and Care, PHD 

· Contact Address: This is the address you wish your correspondence relating to your mitigating circumstances claim to be delivered.  All other correspondence from the University will be sent to the address that you have given to Registry Services.

· Please read the statement and sign and date the claim form.  


2. Work affected

Do not list all modules/ Units that you are taking, only those assessments affected by your mitigating circumstances. IMPORTANT – Please note that if you applied for performance affected and you pass you will be given the opportunity to do reassessment. You are under no obligation to take up this opportunity. If you do take up this opportunity the original mark for the assessments will be declared null and void and you will be given the opportunity to retake them as if for the first time, or in the case of a re-assessment, given a further attempt.

For each separate piece of assessment you must start a new line (i.e one piece of assessment for one line). 

Module / Unit Code – IMPORTANT:  Please make sure that you put the correct code here. Wrong codes could result in incorrect grades being awarded.

Assessment Item Number – e.g. Are you claiming for the 001 the first item of assessment or 002 the second item of assessment etc?
How circumstances have affected the assessment:

	Submitted Late - assignment has been submitted within 14 days of the original deadline date. Please note that in accordance with the assessment policy, if work is submitted more than five days late and your claim to mitigating circumstances is not upheld, your work will not be marked.

	Not submitted – Not submitted assignment(s) within 14 days of the deadline date (please note if you are claiming for non-submission you must in addition demonstrate with independent evidence why you were unable to submit the coursework within 14 days of the deadline.) 

	Not attended exam/presentation – Not attended examination/ presentation/ compulsory seminar


	Was your Performance Affected – Assessment completed late or on time but circumstances affected performance.




Date of Original Exam/ Submission – This is the date that your assessment or reassessment was due/took place.

3. Detail the attendance rate for the modules claimed for- The module number and type of lecture missed along with the number of times missed.

4. Exceptional Mitigating Circumstances

Please detail your mitigating circumstances, making sure that you include the time period in which your circumstances affected your work and how your circumstances affected your performance.  

IMPORTANT:  Make sure that you attach independent corroborative evidence with your claim.  It is the student’s responsibility to obtain evidence and to pay any costs incurred.  Any claims received without evidence will be returned unless you have still not obtained evidence by the deadline then you must submit the form indicating the evidence will follow otherwise your claim will be considered late.

You need only submit your claim form (page 5 onwards); you need not submit the guidance notes pages. 

[image: ]


CLAIM FORM FOR THE CONSIDERATION OF EXCEPTIONAL MITIGATING CIRCUMSTANCES 

Before completing this form, you are advised to read the accompanying notes.  
1. Your Details

	FULL NAME

	[bookmark: name]     



	STUDENT NUMBER

	[bookmark: number]     


	COURSE / PROGRAMME OF STUDY

	[bookmark: course]     



	MODE OF STUDY (FULL / PART-TIME)
	[bookmark: Dropdown2]

	CONTACT ADDRESS & TELEPHONE NUMBER (where you can be contacted during the next month)





	
[bookmark: Address]     




	Have you submitted this form on time, according to the published deadline date
 (please see page the notes accompanying this form for details )

	Yes (please tick)
	
	No 
(please 
Tick)
	
	If No, please provide a detailed statement, on a separate piece of paper, explaining why you did not submit your claim on time (you may be required to submit further evidence to support the reasons your claim form was not submitted on time).



	I confirm that to the best of my knowledge the information given on this form is a true and accurate statement of my personal circumstances and accept that a false claim may result in disciplinary action against me.
	Signed:      

	
	Date: 






2  Work affected- Please list only the assessments that you are claiming for and start a new line for each piece of assessment.  Use two forms if there is not enough space here.  Please ensure the module code is written in full (e.g. MOD1001).  If work is to be handed in late, the date it will be submitted.  

Is your claim relating to practice hours?   	 Yes	/ 	No	(delete as applicable)

You must complete each box.
	Module/Unit Code
	Item no. 001
002
003 etc)
	Will you be submitting your work

Please tick 
	Are  you submitting your work late 
within 14 days of the deadline
Yes/No/Na
	When do you  intend to submit your assessment

	Did you/will you attend the Exam/
Practical Presentation.
Yes/No/NA
	Has your performance been affected?
Yes/No/NA
	Original Submission Deadline/ Date of Exam

	
	
	 Yes
	
	

	Date
	

	
	

	
	
	No
	
	
	
	
	
	

	
	
	 Yes
	
	

	Date
	

	
	

	
	
	No
	
	
	
	
	
	

	
	
	 Yes
	
	

	Date
	

	
	

	
	
	No
	
	
	
	
	
	

	
	
	 Yes
	
	

	Date
	

	
	

	
	
	No
	
	
	
	
	
	

	
	
	 Yes
	
	

	Date
	

	
	

	
	
	No
	
	
	
	
	
	

	
	
	 Yes
	
	

	Date
	

	
	

	
	
	No
	
	
	
	
	
	



[bookmark: _GoBack]*Please note that if you have claimed for lateness and your claim is accepted you must submit the work within 14 days of the original deadline date for your work to be marked as if on time.  Work should be submitted to the usual place, which is normally the appropriate assignment box.

3. Attendance

	


Did you attend all of the lectures for the modules listed?        Yes                       No 
	



If no please detail below how many lectures were missed and if they were compulsory lectures.  If they were compulsory lectures please ensure you see your tutor regarding the Attendance Policy.  If you have failed to attend lectures, you may still be required to retake the module. This will be decided by the department. 
	Please give details of the number of lectures missed for the modules listed above.

	
     





4. Exceptional Mitigating Circumstances.  Please detail your circumstances and how these have affected your performance. (Please attach supporting evidence to your claim form.  Forms without evidence will be returned and not considered UNLESS you have still not obtained evidence by the deadline then you must submit the form indicating the evidence will follow otherwise your claim will be considered late.)

	a) Please give details of your circumstances (in your own words)

	
































	
b) If you are claiming for non-submission additionally please explain and provide independent evidence demonstrating why it was not possible to submit the coursework within 14 days of the deadline date

	










	
   


5a.  I confirm that independent supporting evidence is attached.  
or
5b.  I confirm that independent supporting evidence will follow 
	
   


If you do not attach evidence your claim will not be processed until you have 
submitted it. Please do not delay submission because you are waiting for the 
evidence

Please make sure that you have checked the form and signed it as errors and omissions will result in delay. 
Please submit the completed/signed form to Complaints & Appeals Officer, Registry Services, Woodbury WB90, University of Worcester.  Email: mitcircs@worc.ac.uk
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