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Arrangements for Claiming  
Mitigating Circumstances 
 
The assessment regulations outline permissible mitigating circumstances.  This document covers 
the arrangements by which mitigating circumstance claims are considered and includes: 

1. The grounds on which mitigating circumstances can be claimed. 
2. The categories of mitigating circumstances. 
3. The procedures associated with each category. 
4. Acceptable evidence in support of mitigating circumstances. 
5. Access to supporting evidence. 

 
The overarching principles are those of equity and consistency of treatment of students and 
sensitive and confidential handling of personal information. 
 
COVID-19 Pandemic: Supplementary Mitigating Circumstances Guidance 
 
In light of the COVID-19 Pandemic, the University has temporarily revised some aspects of its 
existing Mitigating Circumstances policy for the 2020/21 academic session.  These specific 
arrangements are detailed inside the blue text boxes within this document.  Postgraduate 
Research students will, as appropriate, be given similar mitigation by the Research Degrees 
Awarding Board.  If, after reading this document, you have any specific questions about submitting 
a claim for Mitigating Circumstances, please contact your Course Manager, Course Tutor or if you 
are a research student, the Research Postgraduate Programmes Manager in the first instance. 
 ______________________________________________________________________________ 

1. Grounds for Claiming Mitigating Circumstances 
The grounds on which mitigating circumstances can be claimed are normally limited to: 

• serious illness which is not a permanent medical condition or disability (for which 
reasonable adjustments to arrangements are made).  This might, for example, include a 
broken writing arm or an illness requiring hospitalisation, but would not include a 
headache, cold or upset stomach; 

• the death of an immediate family member shortly before the date of the assessment 
(typically, 28 days immediately before the scheduled assessment); 

• other serious circumstances beyond the control of a student, which could not have been 
foreseen or prevented (typically no more than 28 days before the scheduled 
assessment). 

 
SG1 – Supplementary Mitigating circumstances guidance 
If the University campus is forced to close during the 2020/21 academic year, as a result of 
government guidance, or if a student is resident in an area that is subject to a local 
lockdown, the following grounds for claiming mitigating circumstances will activate during 
the closure/local lockdown period:  
• IT difficulties that could not have been reasonably foreseen or prevented (typically no 

more than 5 days before the scheduled submission deadline).  This might include total 
device loss/failure or an extended period without internet access. 

 
A student may not normally claim mitigating circumstances on the basis that their family, 
financial or other general life problems and employment or other workload pressures affected 
performance, unless they can produce written evidence that their performance has been 
unexpectedly and severely affected.  Such claims will require independent, supporting 
evidence.  
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Harper Adams will not take into account events such as: 
• Misreading of assessment dates and times  
• Timetabling of examinations or coursework  
• Holidays or social occasions  
• Car breakdowns or public transport delays 
• Computer or printer difficulties or back-up failures (but see SG1 above) 

 
Harper Adams is also unable to make allowances for minor illnesses such as headaches, upset 
stomachs, coughs or colds.  These affect everyone and it would not be practical or sensible to 
take account of them all.  Students are expected to plan their work and allow time to cope with 
minor set-backs.  Studies and associated assessment demands are expected to be given 
priority. 
 
Students who enter the examination room or submit assessed work are considered to 
have declared themselves fit for assessment. 
 
Students are advised that false or overstated claims of mitigating circumstances will be 
considered seriously and passed to the Academic Misconduct Panel for consideration. 

 
2. Categories of Mitigating Circumstances 

Mitigating circumstances may be claimed as follows: 
a. where a student requests, in advance, an extension to a coursework submission 

deadline (ie an extension request); 
b. where a student was unable to attend at, or submit for, a scheduled assessment, of any 

sort, and requests a deferred assessment at a subsequent opportunity (ie a deferral 
request); 

c. where a student believes that their performance has been unexpectedly and negatively 
influenced by circumstances beyond their control and wish this to be considered when 
decisions on progression and final awards are made (ie a condonement request). 
 

SG2 - Supplementary Mitigating circumstances guidance 
a1) Where a student requests, in advance, an extension to a timed open book 

assessment scheduled for submission during the following periods 
 
 14th December to 18th December 2020 (inclusive)  
 25th May to 18th June 2021 (inclusive) 
 
 Please note that, normally, it will not be possible to provide an extension for either 

deferred Summer submissions or for reassessments that are scheduled for 
submission in August 2021 (but please see b1 below). 
 

b1) Where a student is/was unable to submit a scheduled timed open book assessment 
during the period 14th Dec to 18th Dec 2020 (inclusive) or 25th May to 18th June 2021 
(inclusive), and requests a deferred assessment at a subsequent opportunity (ie a 
deferral request).  Where a deferral request is sanctioned, the deadline for 
submission will be 19th August 2021. 
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3. Procedures for Dealing with Mitigating Circumstance Requests 
 
Coursework Extension Requests 
Where a student wishes to request, in advance, an extension to a coursework submission 
deadline they should firstly discuss their difficulties with their Course Manager / Course Tutor.  
If the Course Manager / Course Tutor agrees that there are acceptable mitigating 
circumstances, students must complete the Mitigating Circumstances Extension Request 
Form, including accompanying evidence, and submit it to their Course Manager / Course Tutor 
for action as outlined therein.  The Course Manager / Course Tutor will confirm in writing if they 
approve the extension request, by giving the student a copy of the request form, with approval 
signified. 

 
Extension requests may only normally be granted within the current academic session.  Any 
request to complete work for submission for the first time (ie not a reassessment) within the 
following academic session (or for courses with a non-standard start date, within 12 months of 
enrolment) would, normally, be rejected.  Exceptionally, a part-time student may be permitted 
to withdraw, voluntarily, from the module with a view to starting the module tuition and 
associated assessments afresh. 
 
SG3 - Supplementary Mitigating circumstances guidance 
Timed Open Book Assessment Extension Requests 
Where a student wishes to request, in advance, an extension to a timed open book 
assessment submission deadline they should firstly discuss their difficulties with their Course 
Manager / Course Tutor.  If the Course Manager / Course Tutor agrees that there are 
acceptable mitigating circumstances, students must complete the Mitigating Circumstances 
Extension Request Form (including provision of relevant supporting evidence – see section 4 
within this document) and submit it to their Course Manager / Course Tutor for action as 
outlined therein.  The Course Manager / Course Tutor will confirm via e-mail (copied to the 
Assignment Office) if they approve the extension request and the revised deadline for 
submission.  The maximum duration for an extension is five working days.  If this is unlikely to 
be sufficient additional time, students should submit a claim for deferral. 
 
Authorised extensions for timed open book assessments may not go beyond the 18th June 
2021 (inclusive).  Any request to complete work for submission beyond the 18th June 2021 may 
be submitted as a request for deferral rather than an extension request. 
 
Please note that, normally, it will not be possible to provide an extension for either deferred 
Summer submissions or for reassessments that are scheduled for submission in August 2021 
(but please see SN4 for further details). 
 
Deferral and Condonement Requests 
Where a student wishes to request that either: 

(a) they be granted a further opportunity to submit for assessment, as if for the first time, 
because of circumstances that prevented them from submitting for assessment at the 
scheduled time, for examinations, timed open book assessments or, exceptionally, for 
coursework as specified at Annex 5.01 of the Academic Quality Assurance Manual at 
section 18, as at annex 1 (ie deferral); 
or 

(b) circumstances outside their control have affected the quality of their assessed work and 
they request the board to consider either:  
i) granting a condonement to a marginally failed module, within the limits specified in 

the assessment regulations (at Annex 5.01 of the Academic Quality Assurance 
Manual at section 11.3) (module condonement); 

ii) exercising its discretion to permit the candidate a further opportunity for assessment 
to be considered as the same attempt (ie re-take); 
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iii) granting a condonement to permit an upgrade to the final classification of the award, 
within the limits specified in the assessment regulations, as specified in Annex 5.01 
at section 10.6 (award condonement). 

 
Students should complete the Mitigating Circumstances: Deferral or Condonement Request 
Form at the end of this document.   Students should submit deferral or condonement request 
claims for mitigating circumstances without delay.  They should submit the completed form 
with accompanying supporting evidence (as outlined in section 4) to the Examinations Office 
(via ExamsOffice@harper-adams.ac.uk) no later than 14 days from being aware of their 
circumstances or by 09.00 on 25th June 2021 or 17.00 on 3rd September 2021 for August 
submissions, whichever is the sooner.  
 
Any mitigating circumstance claims for which there is no or limited evidence will be considered 
in relation to any other evidence that is presented. Students should understand that the 
outcome of their claim will be based only on evidence that is presented at the time. 
 
Students who enter the examination room and/or submit timed open book assessments are 
considered to have declared themselves fit for assessment.  Condonement requests on the 
basis of illness affecting examination/online module assessment performance would not, 
normally, be considered, unless there is written evidence to suggest that the student could not 
have reasonably known that their performance would be affected before entering the 
examination room or before submitting an online module assessment. 
 
It is not possible for the assessment board to speculate on how a student might have 
performed had the mitigating circumstances not impeded performance.  Where a module 
condonement request is approved, the original mark achieved in the condoned module will 
remain unchanged.  Where a student attempts the assessment again (through a re-take), then 
the mark achieved in the retake assessment will represent the final, definitive mark for that 
assessment component. 

 
The relevant assessment board, or panel appointed by the Chair, will consider the claim and 
the outcome will be reflected in the results notified to students.  The panel will consist of the 
Chair of the Course Assessment Boards and up to four other impartial members, appointed by 
the Chair. 

 
4. Acceptable Forms of Evidence 

Mitigating circumstance evidence should not normally relate to the health or other 
circumstances of third parties (such as family members) since this is likely to be classed as 
sensitive personal data under data protection legislation (as amended or superseded from 
time to time).  The legislation requires the University to notify third parties if we are to process 
such personal data by including it in mitigating circumstances considerations.  Instead, 
students should provide evidence that verifies the impact that another’s health circumstances 
has had on themselves as the student, without the disclosure of unnecessary detail related to 
the third party. 

 
Medical reports 
For significant illnesses, students must visit the doctor or nurse whilst they have the symptoms 
so that a signed note can be issued which includes precise dates of illness, a diagnosis or 
description of symptoms and assessment of the impact on the student’s ability to prepare for 
assessments.  Notes or reports from health professionals which are imprecise and state, for 
example, that the illness, “may have had an impact”, or that, “the patient informs me”, will not 
normally be accepted as valid evidence. 
 

  

mailto:ExamsOffice@harper-adams.ac.uk
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SG4 – Supplementary Mitigating circumstances guidance 
Self-certification during COVID-19 pandemic 
The University will require ALL claims for mitigating circumstances to be supported by 
appropriate independent evidence, as detailed in section 4 of this document. 
 
Exceptionally, for any student resident in a localised COVID-19 lockdown area, the University 
will allow students to submit self-certification notes to accompany mitigating circumstances 
claims.  Any self-certified claims MUST be accompanied by evidence that you are resident in a 
location that is subject to specific and local COVID-19 restrictions.  For UK-based students, 
further details on local restrictions can typically be found on local council websites, which may 
be accessed via https://www.gov.uk/find-local-council. For students based outside of the UK, 
current COVID-19 guidance will typically be available via local or national government 
websites.  Where exceptional self-certification is based on a pre-existing medical issue, the 
University will accept older/previously supplied medical evidence (e.g. for a recurring illness 
that may flare-up on a semi-regular basis).  
 
If you experience an issue that does not fit with the circumstances described above, please 
contact your Course Manager in the first instance for further guidance. 

 
Verification of needs assessment evidence 
For students that have previously submitted documented evidence relating to a long-term 
condition/disability to the University, they should contact the Head of Disability and Learner 
Support to request a summary narrative of the condition and the likely impact of the condition 
on student performance.  This should be submitted to the Panel for consideration.  This 
summary of the assessment must be signed by the University’s Head of Disability and Learner 
Support (or nominee). 
 
Counsellor’s reports / Mental Health Advisor reports 
For those students who are receiving ongoing support from the University Counsellor and/or 
Mental Health Advisor, an email (prepared by the University Counsellor or Mental Health 
Advisor) may be submitted that includes a description of the symptoms, an assessment of the 
impact on student’s ability to prepare for assessment over specified time periods and 
confirmation that a plan for ongoing support and/or treatment is in place.  The panel will not 
normally be able to accept notes that relate to initial consultation appointments or meetings, 
unless supported by other appropriate evidence. 

 
Employers’ letters 
For part-time students who are also working full-time, extension or deferral requests, as a 
consequence of workloads, will only be granted in exceptional circumstances as Harper Adams 
is unable to make allowances for events that occur as a result of normal working practices.  
Students are expected to plan their work and allow time to cope with employment and study 
workloads.  Letters of evidence in support of mitigating circumstances as a consequence of 
unplanned and exceptionally high workloads must be sent from the employer’s business email 
address by the student’s line manager and must give specific details on the impact of problems 
encountered in the workplace on the course of study. 
 
SG5 – Supplementary Mitigating circumstances guidance 
Significant IT failure/disruption 
For students that experience unexpected and significant IT failure/disruption during a period of 
campus closure, or if a student is resident in an area that is subject to a local lockdown, the 
University requests that claims for mitigating circumstances are supplied alongside appropriate 
evidence of the IT issue that has been experienced.  This may include Broadband provider 
outage reports, screenshots of speed test reports (e.g M-Lab), screen captures that 
demonstrate the nature of the IT problem(s) and reports from diagnostic or repair technicians (if 
safe to obtain).  Please note that this is only an illustrative list of evidence that can be used. 
 
 

https://www.gov.uk/find-local-council
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Other evidence 
Any other supporting evidence must be provided by email and provide independent verification 
of a claim. 
 

5. Access to Supporting Evidence 
Where personal information relating to the student is submitted, the student consents to the 
use of that personal data for processing purposes, in order to make an assessment of the 
validity of the mitigating circumstances claim(s). 
 
Students are advised that evidence of mitigating circumstances is treated sensitively and in 
confidence.  For extension requests, the Course Manager / Course Tutor and Examinations 
Office Manager normally have access to detailed written requests.  For deferral and 
condonement requests, the Examinations Office Manager, Course Assessment Board Chair, 
with appointed panel members, and relevant Course Manager / Course Tutor will normally 
review written claims, in confidence, before assessment board meetings.  A student may 
request, in writing, that supporting evidence is not reviewed by their Course Manager / Course 
Tutor, although the broad nature of mitigating circumstance claims (eg medical treatment, 
family bereavement, court appearance) will be shared with the Course Manager / Course 
Tutor, even if they request that the evidence is not reviewed by them.  The precise nature of 
personal circumstances or medical conditions is not normally discussed at Course Assessment 
Board meetings, unless, exceptionally, it is considered absolutely necessary to do so, at the 
discretion of the Chair. 

 
6. Retention of Records/Supporting Evidence 

Records of claims for Mitigating Circumstances (and associated evidence) will be retained for a 
period of 18 months, following the conclusion of a student’s study, for the purpose of 
addressing any appeals.  This allows the University to align itself with the current OIA 
complaints process. 
 

7. Assessment Regulations for Taught Courses 
Full details on the University’s assessment regulations may be accessed via the Key 
Information Page (www.harper.ac.uk/keyinfo) or Annex 5.01 of the Academic Quality 
Assurance Manual. 
  

http://www.harper.ac.uk/keyinfo
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Mitigating Circumstances: 
Extension Request Form 
 
Before completing this form, please ensure that you have read the accompanying ‘Arrangements 
for Claiming Mitigating Circumstances’ guidance.  All requests for extensions to assignment 
submission dates must be accompanied by this form AND either a medical note or appropriate 
supporting evidence (as defined in section 4 of the Annex 5.28). 
 
Section A – To be completed by the student 
Form to be submitted and discussed with the Course Manager / Course Tutor at least 48 hours 
before the due submission date: 
 
Student Name Student ID Course 
   

 
Module  
Number 

Module Title Module Leader/ 
Module Tutor 

Due 
Submission 
Date 

Evidence 
Presented1 

     
     
     
     

 
Please provide a summary of the mitigating circumstances overleaf (in Section B), ensuring that 
any supporting evidence is included when submitting this form. 
 
I confirm that to the best of my knowledge the information contained within this form is an accurate 
statement of my personal circumstances and that I request my Course Manager / Course Tutor to 
grant me an extension. 
 
Signed (Student): 
 
Date: 
 

 
Section C – To be completed by the Course Manager / Course Tutor 
Module Number 
(as above) 

Revised Approved Submission Time and Date 

  

  

  

  

 
Signed (Course Manager/Course Tutor): Date: 

  

 
1 e.g. Medical note, counsellor report, study needs assessment report (through the DSA), police report, death 
certificate or notice published in press or funeral order of service, employer’s supporting letter 
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Section B – To be completed by the student 
 
Please list full details of your claimed mitigating circumstances.  This should include specific 
dates of illness or other incapacity and claimed impact on preparation for each assessment 
element and the requested extension deadline (attach supplementary pages where necessary). 
 

 
Course Manager / Course Tutor Checklist 
 Yes No 
Medical evidence or supporting evidence supplied by student?   

Original form retained by Course Manager/Course Tutor   

Copy of Sections A and C only forwarded to Assignment Office?   

Copy of Sections A and C only forwarded to Module Leader(s)?    

Copy of ALL sections (& supporting evidence) forwarded to Examinations 
Office? 

  

Copy of ALL sections supplied to Student?   

 
Please ensure that all documentation is distributed prior to the original submission deadlines for 
which extensions are being requested.  
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Student Self-Certification of Illness (if subject to a localised lockdown) 
 
Please read the University’s Guidance for Students on Mitigating Circumstances before 
completing this form.  
 
This form should ONLY be used to self-certify an illness if you are resident in a location that is 
subject to a local lockdown (see SG4 within annex 5.28 for further details). 
 
This certificate should be completed by you and must accompany your Mitigating Circumstances 
claim in all cases where you are claiming illness. You should submit the mitigating circumstances 
form and self-certification within 14 days of becoming ill. 
 
Name:  

Student ID Number:  

Course:  

Date Illness Commenced:  

Date Illness Ended (if it has ended):  

 
Details of illness and impact upon study: 
 

 
DECLARATION 
 
I declare that the above information is true and accurate to the best of my knowledge. I 
understand that to give false information could result in the University taking action against 
me for misconduct in accordance with the University’s academic misconduct regulations. 
 
Signed: 
 

Date: 
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Mitigating Circumstances: Deferral or Condonement Request Form 
 
Before completing this form, please ensure that you have read the accompanying ‘Arrangements for Claiming Mitigating Circumstances’ guidance.  Failure 
to do so may mean that this form is incorrectly completed and could result in your claim being turned down.  This is a TWO page form – please ensure that 
you complete the boxes on BOTH pages before submitting the form to the Examinations Office (ExamsOffice@harper-adams.ac.uk).   Students should 
submit claims for mitigating circumstances without delay.  Claims should be submitted no later than 14 days from being aware of their circumstances.  
 
Student Name Student ID Course Year of Study 
    

 
Reason for claim – Please clearly indicate what you are requesting for each module/assessment using the following terms: 

Deferral:  Where you have been unable to attend at, or submit for, a scheduled assessment and you are seeking to delay your assessment to a later 
date; 

Re-take:  Request to undertake assessment again (to be considered as same attempt) in light of unexpected circumstances that impacted negatively on 
academic performance;  

Module:  Condonement request for mitigating circumstances to be taken into account in relation to a marginal module fail result; 
Award: Condonement request for mitigating circumstances to be taken into account in relation to final award classification. 

 
Reason for 
Claim 

Module 
Code 

Module Title Module leader Assessment 
Element 

Date of Exam or 
Submission date 

Evidence Presented 

       

       

       

       

       

       

       

 
Please note that your request can only be considered on the basis of evidence submitted i.e the forms of evidence outlined in Annex 5.28. Continued on next 
page 
 

mailto:ExamsOffice@harper-adams.ac.uk
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Summary of claimed mitigating circumstances, to include specific dates of illness or other incapacity and claimed impact on assessment preparation for 
each assessment element (attach supplementary pages where necessary). 
 

 
I confirm that to the best of my knowledge the information contained within this form is an accurate statement of my personal circumstances and that I 
request the relevant Assessment Board to grant me a deferral, re-take or condonement of my assessment(s). 
 
 
Signed (Student): 
 
Date: 
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