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Use this form to tell your School about:

· any form of illness (both physical and relating to your mental health) that has caused you to miss an examination or assessment throughout the academic year; or
· any exceptional circumstances that have had a negative impact on your ability to study or your academic performance in an examination or assessment. 

To be completed by the student and submitted to your School Office:

For assignments: normally within three working days of the assignment deadline or three working days of returning to study (whichever is sooner).
During assessment period: by the University’s published deadline or three working days of returning to study (whichever is sooner). 
In the case of self-certification, the student must inform the relevant School Office of their absence in advance by telephone or email / letter either personally or, if this is not possible, via someone on their behalf. 
All information provided will be respected by the University and treated in confidence. 
	Your full name
	

	Student number
	

	School
	

	Level of study 
	UG         PG

(Circle as appropriate)
	Year of study 

	

	Programme
	

	Name of personal tutor/advisor of studies
	 

	University email address
	

	Mobile number
	


1. Please indicate why this form is being completed.

(Please tick appropriate field)

	
	 Request for extension to coursework deadline beyond the date it is due. 


	
	Explanation for absence from an examination / class test / laboratory test.

	
	Claim for exceptional circumstances to be taken into account when assessment has been attempted.*



2. Please provide the following information in the boxes below:

a) Please provide the Module Title(s) and Code(s) affected by Exceptional Circumstances
	
	

	
	

	
	


b) Please provide: 

The assignment deadline date(s)                 Date(s) of the examination /class test /labs test

	
	


c) Details of teaching missed:
	


3. Please outline the nature of circumstances 
(Please tick appropriate field)

	
	Illness (Both Physical and Mental) Please supply medical evidence from appropriate medical advisor. 


	
	Bereavement (death of a close relative or friend) Please supply death certificate or supporting letter from an independent source.




	
	Serious illness of a close relative. Detailed medical evidence of your relative’s illness is not required.  You should provide confirmation that your relative has been ill and medical evidence (e.g. a letter from your GP) setting out details of the impact your relative’s illness had on you and your academics.


	
	Victim of crime A crime reference number plus any written evidence available from the police.


	
	Severe Pain if you experience severe pain which is affecting your ability to study or your academic performance, you should inform your School or Student Wellbeing, even if you have not received a diagnosis.


	
	Other Please supply appropriate evidence if applicable, and full details overleaf: 




	


4. Please indicate whether you are attaching Relevant Evidence or Self-certifying  
	
	Please tick if attaching Relevant Evidence.


	
	Please tick if Self-certifying. 




Please list relevant evidence provided below:

	


Self-certification
Students are required to advise their School of their absence by phone or email in advance of the examination or assignment deadline. 
If Self-certifying please provide full details of your illness and the impact on your studies. 
(Please note that more detail than generic terms such as ‘sick’ or ‘ill’ is required).

	


Please note that a list of FAQs in relation to self-certification is available at Exceptional Circumstances - A Student Guide. 
I understand that by signing this form I am declaring that the information provided is true and any evidence submitted by me is authentic. I am aware that, under the University’s Conduct Regulations, the standard penalty for submitting fabricated or falsified evidence to the University is EXPLUSION FROM THE UNIVERSITY. 
	Student name:
	
	Signature:
	

	Date:
	
	
	


________________________________________________________________________

To be completed by Advisor of Studies (or nominee)

I can confirm on behalf of the School that I have seen the above-named student regarding exceptional circumstances:

	Advisor name:
	
	Signature:
	

	Date:
	
	Yes/No:
	


* Students should note the following:
1. Extra marks will not be awarded to compensate for exceptional circumstances.

2. Students will not be permitted to re-sit or re-take passed modules.

3. By presenting themselves for examination, or submitting an assignment, students thereby declare themselves fit to be examined.  Students who have taken an assessment must explain why they now consider that they were unfit to be examined, and provide supporting evidence.   

