Northumbria University
Academic Registry

	Staff guide to extenuating circumstances affecting student assessed work

	This is a brief guide for staff on Northumbria procedures and resources relating to extenuating circumstances that affect student assessed work. It refers to the options available to students and indicates where to find out more. For relevant documentation, go to the Assessment Procedures webpage (url: http://www.northumbria.ac.uk/sd/central/ar/qualitysupport/assess/assproc/?view=Standard).

	Option
	late approved submission of assessed coursework
see section 1
	personal extenuating circumstance (PEC)

see section 2
	technical extenuating circumstance (TEC)

see section 3
	ongoing disability/medical condition
see section 4

	Use when
	unforeseen and unpreventable personal circumstances have a serious effect on student’s ability to submit coursework by hand-in deadline
	student’s assessed work (coursework or exam) affected by serious, unforeseen and unpreventable personal circumstances
	exam or assessment affected by circumstances external to student/s
	student has disability, long-term medical condition or specific learning disability

	Procedure
	· student claims

· completes application for authorisation for late submission of assessed work 

· must be approved by programme leader
 before published hand-in deadline

· work must be submitted by extended deadline 


	· student claims (seeking advice from guidance tutor
)
· if exam missed or unable to submit coursework, must register intention to submit claim asap

· completes PEC claim form 

· submits form to school/division office before published deadline 

· claim considered by exam board

· not normally used where late approved submission given
	· raised by staff/exam invigilator

· considered by exam board when marks are confirmed


	· student registers with disability support team (student support and wellbeing)

	Students should be advised to seek advice from their guidance tutor2 if extenuating circumstances are likely to affect their ability to continue studying.


	Section 1
	Late approved submission of assessed coursework

	A student can apply for an extension of time to complete assessed coursework without mark penalty, if s/he has personal circumstances which are unforeseen and unpreventable and have a serious effect on the student’s ability to submit the work by the published hand-in deadline.

Guidance on acceptable circumstances is as defined for personal extenuating circumstances (see section 2).

	Key points
	· Responsibility for late approval rests with programme leader
 who must ensure that that there is consistency and fairness across the student cohort. 
· Where circumstances are discussed confidentially with a tutor, the tutor should confirm to the programme leader1 that conditions for granting an extension have been met.

· Module tutor/s must be informed.

· Extension date not normally after the last week of the relevant academic session, or when assessment feedback issued to student cohort if earlier.

· To be used where assessment can be realistically completed in a short timescale.
· If late submission agreed, a PEC is not normally permitted for the same set of circumstances.

· Coursework submitted after the hand-in deadline, without approval, will be regarded as not having been completed. A mark of zero will be awarded for the assessment and the module will be failed, irrespective of the overall module mark (Assessment Regulations for Northumbria Awards, sections 1.4/1.7/9.3).

	Reference/advice 

	Application for Authorisation for Late Submission of Assessed Work (multi part form only available from School/Division Offices).

School Registrar/relevant School administrative staff.
Quality Support, Academic Registry.

Student Services A-Z Student Survival Guide at http://northumbria.ac.uk/studentaz/survival/extension/.
Available at the Assessment Procedures webpage:

· Assessment Regulations for Northumbria Awards (section 9).


	

	Section 2
	Personal extenuating circumstance (PEC)

	A student can submit a claim for personal extenuating circumstances, which have significantly affected assessed work, to be taken into consideration by the Progression and Awards Board (PAB). This would relate to serious mental/physical illness or serious personal trauma, and the circumstances would normally be unforeseen and unpreventable. It is normally expected that students who are absent for up to 10 working days during teaching will make good this time through additional study unless it is close to the submission/exam date. 
A student who intends to submit a PEC claim, and is unable to submit by the assessment deadline or to attend an exam, should contact the School Office to register intention to submit a claim as soon as possible.  A PEC will only be considered if a claim form is subsequently submitted by the student.  

A PEC will not normally be accepted if late submission has been authorised for the same set of circumstances, unless the student presents a case for a continuing effect. The prior approval of late submission should be indicated on the staff report, and comment on the justification for the further claim if possible. 

	Key points
	· The student submits a completed PEC form and relevant supporting evidence to the School/Division Office, if possible consulting their guidance/ other appropriate tutor beforehand. The student should be advised to complete this form carefully; the affected component/s of assessment must be indicated and the impact and timing of the circumstances made clear.

· It must normally be received in the School/Division Office no later than the published School deadline for the period in which the affected work is assessed, eg semester 1. If a student cannot provide supporting evidence by the given deadline, they should still submit the form and provide evidence as soon as possible afterwards. 
· Claims submitted after the deadline will not normally be considered unless there is valid reason for this, which can be evidenced. Claims submitted after the Exam Board will be considered under the Appeals procedure (see section 7 of the Handbook of Student Regulations at http://www.northumbria.ac.uk/static/5007/uso/section7.pdf).
· The identified tutor is asked by the School Office to complete a staff report form. Where possible, this should provide contextual information which will help to establish effect (eg timing/attendance/previous work).  Exceptionally, a written statement may be accepted from a tutor4 instead of external corroboration, where this cannot be provided.
· Claims are considered by the School PEC Sub-committee, which decides whether to accept or reject the claim.

· A particularly sensitive claim can be submitted confidentially to the Chair of the PEC sub-committee.
· Accepted claims are entered on the SITS database, for each component of assessment affected, which flags the PEC on the PAB report.

· Accepted claims are taken into consideration by the PAB taking account of any work completed, the overall profile of marks and the requirement that all components of assessment must be completed. Options are described in the Assessment Regulations for Northumbria Awards (section 10.7).

· The School Office will advise the student of the PAB decision.

· Where adverse circumstances are experienced by a group of students, for example the death of a fellow student, the circumstances are clear and common to all but the impact on assessment is individual and requires individual submission of PEC claims.

	Normally acceptable circumstances
	Required Evidence
 

	Tragic personal circumstances, eg death or serious illness of family member or close friend.
	Sight of death certificate (or photocopy) or independent corroboration of illness.

	Serious ill heath, which may include an acute episode of a disability or chronic condition affecting performance but not covered by special examination provision, or complication arising from pregnancy. 

Significant personal accident or injury.  
	Medical evidence, eg sick note or signed/stamped student medical form which specifically relates to the timing of the claim. 

	Acute personal or emotional trauma, eg acute anxiety or depression, family breakdown, breakdown of close personal relationship.

Exceptional and unexpected changes to employment circumstances (part-time students only).

Jury service.

Impact of natural disaster, civil disruption or other major hazard. 
	Independent corroboration of the circumstances.

	Normally unacceptable circumstances

	Employment commitments of full time students. 
Long-term medical conditions (see section 4).

Pregnancy without complications.

Routine or long term domestic or caring responsibilities.
Normal exam stress or anxiety experienced during revision or the assessment period, unless corroborated by medical evidence as a chronic condition and undergoing treatment.

Non-serious domestic or personal disruptions (financial difficulties, moving house, change of job, holidays, normal job pressure, failed travel arrangements, oversleeping).
Term-time personal arrangements (eg holiday, wedding) made after starting the programme.
Study related circumstances (equipment failure, failure to take back-up copies of stolen or corrupted work, bunching of deadlines, examinations too close together, missing books, examination re-scheduling, misreading the examination timetable, taking the wrong examination).
Sporting commitments, except for elite athletes who are members of governing body talent camps/academies or students undertaking a coaching course funded by Team Northumbria or a governing body (in which case a letter from the provider/funder confirming student’s participation and dates affected is required).

	Reference/advice 

	School Registrar/relevant School administrative staff.

Quality Support, Academic Registry.

Student Services A-Z Student Survival Guide http://northumbria.ac.uk/studentaz/survival/pec/.

Available at the Assessment of Taught Programmes webpage
· Assessment Regulations for Northumbria Awards (section 10). 
Available at the Assessment Procedures webpage
· Personal extenuating circumstances: student form 
· Personal extenuating circumstances: staff form 

· Personal extenuating circumstances: student medical form.


	

	Section 3
	Technical extenuating circumstance (TEC)

	Technical extenuating circumstances can affect a whole exam/assessment, a series of exams (eg fire alarm going off in a building) or an identifiable sub-set (eg disruption in a particular room or at a partner college). A sub-set could be one student if s/he was undertaking an exam alone.

	Key points
	· Raised by exam invigilators/staff on behalf of student/s.

· Considered at the Module Examination Board (MEB) as part of moderation of module results. Any adjustment of marks should be informed by statistical evidence, eg

· data from previous operation of the module

· comparison with performance of students on the module unaffected by TEC

· performance of the same group of students on other assessment components on the module, or on other comparable modules. 
 

	Normally acceptable circumstances

	Equipment failure in a lab, including IT network failure.

Procedural errors made by University staff, affecting a group of students or an individual student.  

	Normally unacceptable circumstances

	Student computer/printer failure.

	Reference/advice 

	School Registrar/relevant School administrative staff.

Quality Support, Academic Registry. 

Available at the Assessment of Taught Programmes webpage: Assessment Regulations for Northumbria Awards (section 11). 

	


	Section 4
	Ongoing support for disability or medical condition

	The Disability Support Team in Student Support and Wellbeing is available to all students who have a disability, long-term medical condition or specific learning disability. Students should register with the service at the start of their study, providing evidence of the disability to ensure that access to support mechanisms can be put in place. It is also available to students who become disabled or develop a long term medical condition whilst studying. 

	Key points
	· Provides assistance with applications for the Disabled Students' Allowance (DSA). 

· A Support Worker Service is available for help in arranging appropriate support in lectures, seminars, tutorials, laboratory and field work etc. This can include the use of note-taking support, readers, communication and technical support. 

· Assessment Regulations for Northumbria Awards, appendix II/part b describes what help can be given to disabled students in exams.

	Reference/advice

	Disability Support Team at http://www.northumbria.ac.uk/sd/central/stud_serv/disability/
Welfare and International Support Team at http://northumbria.ac.uk/sd/central/stud_serv/sws/?view=Standard
Counselling and Mental Health Support Team at http://www.northumbria.ac.uk/sd/central/stud_serv/counsellingsupport/?view=Standard
Students’ Union Advice and Representation Centre at http://www.mynsu.co.uk/arc 
Available at Assessment documentation for students: Assessment Regulations for Northumbria Awards (appendix ii/part b).


� or programme director/manager, designated administrator 


� or other appropriate member of staff


� or programme director/manager, designated administrator.


� If not in English, a translation must be submitted together with the original evidence.





PAGE  
Aug 2011

