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1. Introduction  
 

1.1 This procedure applies to students studying on Higher Education programmes 
awarded by Pearson or UCLan. Students studying on programmes awarded by 
the University of Derby should seek out the extenuating circumstances process 
in the University of Derby academic regulations found here.  
 

1.2 The College appreciates that sometimes personal circumstances outside of a 
student’s control may have an impact on their ability to meet a deadline or 
overall performance in a module/unit or assessment. Students who believe that 
their personal circumstances could affect their assessments should tell their 
Programme Leader or Module Tutor as soon as possible.  

 
1.3 The Extenuating Circumstances Procedure allows students to request 

additional consideration for their personal circumstances in two ways:  
 

• An application for a short extension   
• An application for Extenuating circumstances   

  

Type of 

Consideration  

When can I apply?  Possible Outcomes  Description  

Short Extension  Before the assessment 

deadline.   

Up to ten working 

days extension 

•  Submitted via Programme 

Leader 

Extenuating  

Circumstances  

Up to five working days 

after the deadline has 

passed.  

Appropriate 

adjustment to 

assessment agreed 

with awarding body 

Deferral of submission 

to the next assessment 

period.   

•  Submitted via Extenuating 

Circumstances Application 

Requires independent 

evidence (e.g. medical 

note, death certificate)  

  

1.4 When work is submitted late without an authorised extension or mitigation in 

place, or after the extended deadline, the penalties outlined in the academic 

regulations of the awarding body or institution 

 
2. Short Extensions   

 
2.1 A short extension is a request for up to ten working days of additional time to 

complete an assessment due to the impact of a student’s personal 
circumstances. If approved, the student will be given a new submission 
deadline by which to submit the assessment.   
 

2.2 Applications for a short extension can only be made by contacting your 
Programme Leader. 

 

https://www.derby.ac.uk/about/academic-regulations/exceptional-extenuating-circumstances/
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2.3 Applications for a short extension must be submitted to the student’s 
Programme Leader at the earliest opportunity before the coursework deadline. 

 

2.4 It is the student’s responsibility to submit the application for a short extension to 
their Programme Leader.  On receipt of an appropriate request, the Programme 
Leader and module tutor may agree to extend the deadline up to a maximum 
of ten working days (Saturday and Sunday not included).   

 

2.5 If a short extension is granted and the assessment submitted by the extended 
deadline, it will be marked without a late penalty being applied.   

 

2.6 Retrospective extensions will not be granted. Students who have been 
experienced sudden, unexpected and severe circumstance that have affected 
their ability to submit an assessment on time must submit an application for 
Extenuating circumstances, along with supporting written evidence (medical or 
otherwise).   

 

2.7 Assessment submission deadlines are not automatically extended according to 
the number of days lost due to illness or personal circumstances. The length of 
any extension is decided by the Programme Leader based on how long it 
should take a student to complete the assessment, up to a maximum of ten 
working days.   

  
3. Extenuating Circumstances   
 
3.1 If a short extension of ten working days will not be sufficient to complete the 

work due to the severity or likely duration of their circumstances, students 
should not apply for a short extension but should apply instead for 
consideration of Extenuating circumstances.  
 

3.2 A claim for Extenuating circumstances cannot usually be considered for an 
assessment for which the student has already had the submission deadline 
extended.   

 

3.3 Students should complete an application for Extenuating circumstances when 
unexpected, severe and/or longer-term issues mean that they are unable to 
meet a deadline or attend a live assessment event or where performance in an 
assessment has been impaired due to the impact of their personal 
circumstances.   

 

3.4 Applications for Extenuating circumstances can only be made by completing 
the Extenuating Circumstances Application Form, which is available to all HE 
students on the HE Hub Canvas Page.  

 

3.5 Students must provide independent written evidence confirming that their 
circumstances: are unforeseeable and could not have been prevented, will 
have or had a significant impact on their ability to study or take an assessment, 
happened at the time of the assessment.  
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3.6 Students are strongly advised to discuss any application for Extenuating 
circumstances with their Programme Leader before submitting it. This will help 
ensure that valid claims are accepted by the Extenuating Circumstances Panel.  

 

3.7 It is the student’s responsibility to submit the application and supporting 
evidence no later than 5 working days after the deadline or event. If no 
evidence is included, the student’s request is likely to be rejected.   

 

3.8 All applications for Extenuating circumstances will be considered by the 
Extenuating Circumstances Panel. The Panel members are: Head of Quality, 
HE Quality Manager, Programme Leader/Head of School.   

 

3.9 For courses overseen by the Head of Quality, the Vice Principal of Quality 
Teaching, Learning & Learner Support will join the Panel Membership.  

 

3.10 The panel will decide based on the evidence provided and the recommendation 
of the Programme Leader whether to arrange an adapted assessment with the 
awarding body, defer assessment to the next assessment window or reject the 
application.  

 

3.11 The decision of the Panel will be communicated to the student in writing within 
5 working days of the receipt of the application and be reported at the 
Assessment Board.   

 

3.12 Where the Extenuating Circumstances Panel do not accept that the student has 
experienced timely, severe, acute and unexpected circumstances, this ends 
consideration of the Extenuating circumstances application. Students may 
request an appeal through either the Pearson Academic Appeals procedure 
(found here) or UCLan’s academic appeals procedure (found here). 

 

3.13 Applications for Extenuating circumstances that are approved by the 
Extenuating Circumstances Panel will allow the assessment to be deferred to 
the next appropriate opportunity. Deferred assessments with an approved 
Extenuating circumstances request in place will not have marks capped.   

 

3.14 The deferral of an assessment will only take place when a pass mark or grade 
for the module overall has not been achieved. Where the student achieves a 
pass mark or grade for the module, then the mark will stand and the 
consideration of the Extenuating circumstances application is ended.  

 

3.15 A student may be deferred following a Extenuating circumstances application 
only once per assessment attempt, except in extraordinary circumstances when 
the Assessment Board may exercise a reserve power to award a subsequent 
deferral provided there is suitable evidence and justification for such 
exceptional action.   

 

3.16 Exceptionally, students may be unable to make a Extenuating circumstances 
application within given time frame. All applications made after this deadline are 
deemed to be late. Students must submit late applications for Extenuating 

https://www.preston.ac.uk/wp-content/uploads/2021/02/Pearson-Academic-Appeals-Jan21-FINAL.pdf
https://www.uclan.ac.uk/legal/student-policies/taught-courses
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circumstances to the Programme Leader with a justification for their inability to 
submit within the established timeframe. The Panel will determine whether the 
justification for late submission is valid or not. If the reason for late submission 
is accepted as valid, then the standard Extenuating circumstances process will 
apply. Where the Panel does not accept the justification for late submission this 
ends consideration of the application.  

  
4. Examples of Reasons and Evidence for Extenuating Circumstances    
  
4.1 Examples of what may constitute circumstances which require application for 

Extenuating circumstances include, but are not limited to:    

 Serious illness before or during a live assessment or submission deadline   

 Serious accident or serious incident that prevents the student from 
attending a live event or submitting an assessment on time   

 Bereavement or serious family illness  
  
4.2 Evidence to document and verify a student’s personal circumstances could 

include, but is not limited to:   

 Death certificate  

 A medical certificate covering the period in which the assignment was due 
to be completed or assessment event took place; where it is possible, 
students are encouraged to visit a doctor and request a medical certificate 
at the time of an illness rather than after the event.  

 Counsellor’s letter  

 Police Crime Reference Number or other independent verification of an 
incident  

  
4.3 Not all of personal circumstances are considered valid reasons to approve 

Extenuating circumstances. Examples of reasons that are not valid for an 
application for Extenuating circumstances include, but are not limited to:   

 Sleep in and miss a live assessment or deadline   

 Turn up at the wrong time or venue for a live event   

 Miss a submission deadline because of poor time management   

 A cold or other minor illness   

 Lost work on laptops, PCs and USB drives. This is because all work should 
be saved on the College’s OneDrive, which all students have access to.  

 
 


