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Personal Extenuating Circumstances (PEC) Student Form

To be used where students wish to inform the University that they feel their performance in assessment (coursework or exam) has been affected by serious, unforeseen and unpreventable personal extenuating circumstances. 
Before completing the form, please read section 2 of the Student guide to extenuating circumstances affecting assessed work, available from the web page assessment documentation for students (which can be accessed from the Useful Links section of your MyNorthumbria web page) or go to http://www.northumbria.ac.uk/sd/central/ar/qualitysupport/assess/assproc/assdocstud/. This gives guidance on circumstances that can be considered, indicates the type of supporting evidence you will be required to provide with this form and outlines the procedure. Seek advice from your guidance tutor, or other appropriate member of staff, where possible.

· If you are absent for up to 10 working days during teaching, you are normally expected to make good this time through additional study unless it is close to the submission/exam date.

· The procedure for late approved submission should be used to request a short extension to the assessment deadline for coursework.
You must submit the form and supporting evidence to your School Office as soon as possible and no later than the published School deadline for the period in which the affected work is assessed, eg semester 1. Claims submitted after the deadline will not normally be considered unless there is a valid reason for this, which you can evidence. If an Exam Board decision has already been taken on your end of stage results, a claim can only 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).

If you are unable to submit work by the assessment deadline or to attend an examination, and intend to submit a personal extenuating circumstances claim, please contact your School Office to register your intention to submit a claim as soon as possible. School Office locations and contact telephone numbers/email addresses are available from Assessment Documentation for Students. 

Section A Student details

	Surname
	
	Forename/s
	
	Student No.
	

	School
	
	Year/Level of study
	
	Academic Year
	

	Programme
	
	Programme Leader
	


Section B Details of assessment/s affected 
	Sem (1/2)
	Module code
	Module title
	Identify affected assessment & indicate if exam or coursework
	Exam
	Coursework

	
	
	
	
	Date of exam
	Did you attempt it?
	Hand-in date
	Did you submit by original hand-in date?
	Indicate if extension agreed & new hand-in date
	Did you submit by extended hand-in date?

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	


Section C Circumstances affecting assessment performance

	Please give details of the circumstances that have affected your assessment performance. Explain clearly what the problem/s is, how it has affected you and how this relates to the assessment/s you have listed in section B. This should include an indication of the period you have been or expect to be affected. 

	

	If you have received help from the Disability Support Team (Student Support and Wellbeing) in relation to any of the assessments identified in section B, please give details below.

	

	Name of member of staff who you have discussed this claim with
	
	Date of discussion
	


Section D Supporting evidence (see student guide for required evidence) 

	List supporting evidence provided with this form, indicating type of evidence and date/s. If you cannot provide the supporting evidence by the deadline, submit this form and indicate here the evidence you intend to provide, and when.

	


Section E Declaration

	I declare that the information I have provided on this form is accurate and complete to the best of my knowledge and authorise the University to make enquiries to verify the accuracy of the information if necessary.

	Student signature
	
	Date
	

	

	For office use

	Received by
	
	Signature
	
	Date form received
	


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