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1.0 Rationale and principles which this policy seeks to uphold 

 
1.1 The University will offer students a supportive learning environment and a programme of 

study conducive to student achievement of graduation requirements. 
 

1.2 The University observes its own responsibilities for student progress notwithstanding 
students’ own primary responsibility for participation in the programme of study and 
engagement with the learning environment. 
 

1.3 The University believes there is a correlation between student retention, progression, and 
achievement, and their participation and engagement. 
 

1.4 The University understands that students may experience difficulties in meeting the 
University requirements for attendance, participation and engagement, and assessment.  
The University therefore has procedures that coordinate action, allow legitimate 
circumstances to be taken into account, and ensure parity of treatment across all students. 

 
2.0 Scope 

 
2.1 Applies to all students enrolled in programmes of study offered by the University. 
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2.2 Applies to requirements for attendance, scheduled examinations, and all other assessment 
components. 
 

3.0 Definitions 
 
3.1 Circumstances that explain and justify student failure to meet requirements for 

attendance, scheduled examination, and assessment, and are legitimate under the terms 
of this policy are: 
 
3.1.1 unexpected illness of the student; 
3.1.2 unexpected illness of a member of the student’s family that requires the student to 

give care to that family member for a prolonged period of time; 
3.1.3 unforeseen travel commitments; 
3.1.4 bereavement in immediate family; 
3.1.5 technical issues (e.g. computer failure); 
3.1.6 sudden and unexpected adverse circumstances that demand disproportionate time 

or give rise to unreasonable levels of stress. 
 

3.2 Similar circumstances do not affect two individuals to the same degree, and circumstances 
are difficult to define to a standard objective degree. It is therefore the role of the 
Mitigating Circumstances Committee to evaluate and adjudicate the severity of the 
circumstance, on a case by case basis. 

 
4.0 Structures 

 
4.1 The Mitigating Circumstances Committee is responsible for the evaluation and adjudication 

of student applications, and recommendation of decision to the Board of Examiners. 
 

4.2 The Board of Examiners will take decisions regarding grading and progression without prior 
reference to the recommendation of the Mitigating Circumstances.   

 
5.0 Policy 

 
5.1 Students with long-term/permanent conditions likely to require special arrangements and 

known at the time of their first registration on the programme must notify the University in 
writing at the outset of their studies. Notification of such conditions will not impact the 
admission of a student to a programme, may enable special arrangements such as extra-
time in examinations, but must be notified and supported by medical or other relevant 
evidence.  Special arrangements will only be put in place if notice of the condition is 
notified. 
 

5.2 Students whose long-term/permanent circumstances changes after initial registration, and 
who wish the University to make special arrangements must notify the University in writing 
and with supporting evidence at the start of the term subsequent to the circumstance 
being known to them. 
 

5.3 Students experiencing unexpected, urgent, or emergency circumstances that adversely 
affect their ability to comply with attendance, examination, and assessment requirements 
must: 
 
5.3.1 Notify the university within the time limits set out in the procedures. 
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5.3.2 Make the notification via application to the Mitigating Circumstances Committee. 
 

5.4 Applications must be timely, relevant, comprehensive, and evidenced; requirements for 
admissible and mandatory evidence will be made known to the student. 
 

5.5 After reference to the recommendation of the Mitigating Circumstances Committee the 
Board of Examiners may condone a student’s poor or failing performance and recommend 
progression or conferment of an award. However, the original grade will appear on the 
student’s transcript. 
 

5.6 The decisions of a Board of Examiners are normally final.  However, applications for 
mitigating circumstances may require retrospective action and change to the original 
decision of the Board of Examiners.  Such actions and changes must have the approval of 
the External Examiner. 

 
6.0 Procedures 

 
6.1 The Mitigating Circumstances Committee:  

 
6.1.1 meets on recommendation of the Head of Marketing, Admissions, and Student 

Services who is responsible for collating and circulating documentation relating to 
the application from the student; 

6.1.2 consults with the Module Tutor and, where relevant, the Personal Tutor and/or 
Director of Studies; 

6.1.3 reaches decisions on majority vote; 
6.1.4 may recommend: 

 
6.1.4.1 acceptance based on legitimate grounds; 
6.1.4.2 rejection because the application is incomplete or does not fall within the 

‘mitigating’ circumstances defined under this policy. 
 

6.2 Five-day extension to submission deadlines: 
 
6.2.1 if a student’s circumstances require extension to submission deadlines of up to five 

working days, the student must complete a Mitigating Circumstance form as soon as 
the circumstance is known to them, and within five days following the submission 
deadline; 

6.2.2 the Mitigating Circumstance form will be sent to the Module Tutor, and action 
approved by the Dean; 

6.2.3 the Module Tutor will communicate the Decision of the Dean of Faculty to the 
student; 

6.2.4 extensions granted are notified to the Board of Examiners. 
 

6.3 Ten-day extension to submission deadlines: 
 
6.3.1 if a student’s circumstances require extension to submission deadlines of up to five 

working days, the student must complete a Mitigating Circumstance form as soon as 
the circumstance is known to them, and within ten days following the submission 
deadline; 

6.3.2 the Mitigating Circumstance form will be sent to the Module Tutor and Head of 
Programme who will recommend action to the Dean of Faculty for approval; 
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6.3.3 the Module Tutor will communicate the Decision of the Dean of Faculty to the 
student; 

6.3.4 extensions granted are notified to the Board of Examiners. 
 

6.4 Non-attendance of examination: 
 
6.4.1 if a student’s circumstances mean that they have been unable to attend a scheduled 

examination they must submit a Mitigating Circumstances form within 5 working 
days of the scheduled date; 

6.4.2 applications will be assessed by the Mitigating Circumstances Committee; 
6.4.3 the Mitigating Circumstances Committee will recommend actions for the approval of 

the Board of Examiners. 
 

6.5 Failure to meet attendance requirements: 
 
6.5.1 if, over the course of a module, a student has failed to meet the 70% attendance 

requirements, the student must complete a Mitigating Circumstances form before 
the final scheduled class meeting; 

6.5.2 the application will be considered by the Module Tutor in conjunction with the Head 
of Programme, and they will recommend action for the approval of the Board of 
Examiners. 

 
6.6 Retraction by a student of a submission made in error: 

 
6.6.1 the University regards the primary submission by a student of an assignment, 

whether in person, by post, or electronically, to be the final copy ready for grading; 
6.6.2 a student may apply to the Mitigating Circumstances Committee to request 

retraction of the primary submission; 
6.6.3 retraction of the submission and its replacement with a newer version may be 

agreed if the student can demonstrate reasonable error; 
6.6.4 reasonable time-limits will be applied, relative to the date of submission and the 

submission deadline; 
6.6.5 the Mitigating Circumstances committee will reject applications to retract a 

submission if the case is in the process of being presented to the Unfair Means 
Committee; 

 
6.7 Withdrawal from a module after 30% of the classes, with cause: 

 
6.7.1 if a student determines that their circumstances require withdrawal from a module, 

and more than 30% of the class meeting times have passed, the student must 
complete a Mitigating Circumstance form; 

6.7.2 the Mitigating Circumstances Committee will consider the merits of the application. 
If found merited, the Committee may recommend note of WMC on the transcript 
and entitlement of the student to attend without additional fees any outstanding 
classes, to carry forward results of assessments taken up to the point of their 
withdrawal from the module, and thereafter to take any outstanding assessment 
requirements treated as a first attempt. 
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6.8 Circumstances that affect student performance in examination: 
 
6.8.1 students whose circumstances adversely affect their performance in an examination 

may submit a Mitigating Circumstances form within five working days of the date of 
the assessment; 

6.8.2 the application will be considered by the Mitigating Circumstances Committee who 
will recommend action to be taken by the Board of Examiners. 

 
6.9 Failure to make application, or consequence of unsuccessful application: 

 
6.9.1 a student who fails to attend a required examination without adequate cause or who 

fails to complete other assessed work by the final deadline without adequate cause 
shall be classed deemed as having made a valid attempt; 

6.9.2 thus the student will be deemed to have failed and shall be awarded a mark of 0% 
for that examination or assessment; 

6.9.3 should there be unexplained absence from all assessments that contribute to the 
module mark the student will be awarded a mark of 0% for the module and will not 
achieve credit; 

6.9.4 should the unexplained absence relate to an assessment that contributes less than 
100% to the module mark the mark of 0% for the assessment will be combined with 
the marks for the other assessments as for all other students. This may result in the 
student failing to achieve the passing grade for the module; 

6.9.5 should the student’s combined grade exceed the passing grade despite their not 
having completed all components of assessment, the Board of Examiners will be 
responsible for deciding if all the learning outcomes for the module have been 
demonstrated.  

 
6.10 Students who have made a successful application may be permitted to retake the 

module as if at first attempt or be reassessed for the component of assessment as if at 
first attempt.  

 
6.11 Applications, records, and decisions will be archived, and confidentiality balanced 

against the operational need for communication. 


