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	Higher Education Extenuating 
Circumstances Form
HE-EC-01 Issue 1 Rev 2



This form should be used in conjunction with the Higher Education Extenuating Circumstances Policy (ref: POL-HE-05 which can be found at https://bacoll.ac.uk/wp-content/uploads/2025/02/HE-Extenuating-Circumstances-Policy.pdf and emailed to the HE Office on HE@bacoll.ac.uk as well as your Programme Leader/Module Leader of the course you are studying. Evidence must also be submitted with this form. If this is not possible, evidence must be submitted to the HE Office and Programme Leader (or designate) within 5 calendar days of submitting this application form.
	1
	Student Name:   

	2
	Student ID:    

	3
	Programme:     

	4
	Level:     


	5
	Dates for which there is supporting evidence:    
	From:    
	To:     

	6 
	The nature of the evidence
to be submitted 

	


	7
	Modules and Assessment affected.  Please note it is your responsibility to ensure you have listed ALL the modules and components that are affected.

	
	Assessments Affected 
	Module Tutor
	Module Title 
	Scheduled date of assessment 

	a)
	

	
	
	

	b)
	

	
	
	

	c)
	

	
	
	

	d)
	

	
	
	

	8
	Please describe the circumstances and how they affected your work.  Include with your submission relevant supporting evidence which is dated so that it clearly applies to the circumstances under review. Your evidence must be submitted to your Programme Leader within 5 working days of your submitting your request. No request can be considered without supporting, original documentary evidence.

	







	9
	Student Signature:ame/Signature     
	10

	Date:    

	11
	Programme Leader (or designate) Signature:    

	12
	Date:    


	I, the above named Programme Leader (or designate) have discussed the above circumstances with the student named, and have advised them on the options available to them in relation to their situation (as per POL-HE-05 EC Policy). 



For office use
	Evidence submitted 
	Date:    

	Student Informed of outcome 
	Date:    

	Date of Board of Examiners
	Date:    







All requests for extenuation are treated confidentially.


Guidance Notes

	1
	Full Name: Student’s full name and title
	2
	Student ID: ID Card number

	3
	Course: Student’s course (please check this is correct)

	4
	Level/Year: Level 4,5 or 6 / Year 1, 2 or3

	5
	Dates for which there is supporting evidence:
	From: First instance of circumstances
	To: Last instance of circumstances

	6 
	The nature of the evidence
to be submitted 
	A list of typical evidence (see list below)


	7
	Modules and Assessment affected.  Please note it is your responsibility to ensure you have listed ALL the modules and components that are affected.

	
	Assessments Affected 
	Module Tutor
	Module Title 
	Scheduled date of assessment 

	a)
	Name of 1st module affected
	Name of 1st module tutor
	Full module title (please ask your Award Leader)
	Assignment Submission or Exam Sit date

	b)
	Name of 2nd module affected (if applicable)
	As above
	As above
	As above

	c)
	Name of 3rd module affected (if applicable)
	As above
	As above
	As above

	d)
	Name of 4th module affected (if applicable)
	As above
	As above
	As above

	8
	Please describe the circumstances and how they affected your work.  Include with your submission relevant supporting evidence which is dated so that it clearly applies to the circumstances under review. Your evidence must be submitted to your Award Leader within 5 working days of your submitting your request. No request can be considered without supporting, original documentary evidence.

	This section should be kept confidential to College/University staff authorised to receive and consider Mitigating Circumstances except:
· Where the written requirements of a programme of study accredited by a Professional and Statutory Body, and accepted at the validation of that programme of study, require a wider disclosure.
· Where a student subsequently requests and is granted, an Appeal Hearing.

	9
	Student Signature:ame/Signature    Student’s signature (either electronic or typed signature declares the information contained in this application is valid)
	10

	Date: Date of signature


	11


	Programme Leader (or designate) Signature:ame/Signature    Programme Leader (or someone in the Prog Team acting on their behalf)’s signature. This is simply to say they have had a discussion with the student about their circumstances and have discussed the range of options available. The staff member is also signing to say that they have guided the student to the acceptable and non-acceptable circumstances for extenuating circumstances, from the list below. 
	12

	Date: Date of signature


	I, the above named Programme Leader (or designate) have discussed the above circumstances with the student named, and have advised them on the options available to them in relation to their situation (as per POL-HE-05 EC Policy). 













	Acceptable circumstances
	Unacceptable circumstances

	· Bereavement
· Illness
· Hospitalisation
· Victim of Crime 
· Transport cancellation, where this may be evidenced 
· Court attendance
· External event organized by a governing or professional body that requires your representation 
·  Traumatic incident
· Serious family illness where the impact on the students’ ability to undertake assessment may be demonstrated 
· Accident
	· Holidays
· Weddings
· Family celebrations
· Printing problems
· Technical problems – 
· Computer failure / corrupt USB sticks 
· Financial problems 
· Work related problems
· Pressure or anxiety associated with assessment preparation or exams 
· Accommodation issues
· Criminal conviction
· Mild illness less than 7 days would not warrant mitigation. The Mitigation Co-ordinator will determine whether a mild illness warrants an extension to the assessment deadline should an extension be requested
· Misreading assessment arrangements



	Acceptable independent documentary evidence
	Not Acceptable independent documentary evidence

	· Medical Appointment letter 
· Doctors note 
· E-mail from Tutor 
· Death certificate 
· Funeral order or service 
· Letter from employer confirming that you had to work to cover a sick colleague 
· Letter from a governing or professional body 
· Crime report and number (this should also be accompanied by evidence of the work you have been preparing such as notes, work plan, draft assignment) 

	· Note from a friend 
· Wedding invitation
· Corrupt USB stick
· Bank statements 
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