Mitigating Circumstances Guidelines
For Faculty of Engineering taught students who have experienced serious medical and/or personal difficulties.  

Introduction
If you have experienced medical or personal difficulties that you believe have affected or will affect your performance in exams/assessments, it is your responsibility to let your Parent School know as soon as possible.  For example, if your circumstances:
· have caused you to miss more than one week of lectures/seminars or labs;
· have caused you to miss coursework deadlines;
· have caused you to be absent for an in-course test or University Examination which contributes to a module mark; 
· have prevented you from preparing for seminars/labs or revising for examinations;
· mean that you are worried that factors such as your levels of focus and concentration will affect your performance in exams/assessments.

Who should I inform?
All medical notes or records of other circumstances that you wish to be considered must be submitted to the School Special Cases Committee c/o your School Student Support Office (contact details are at the end of this document) with a completed Mitigating Circumstances Form.  Students are also advised to talk to their Personal Tutor.  To protect student confidentiality, information submitted will only be seen by the School Special Cases Committee and will not be discussed at the full Board of Examiners’ meetings. The Committee will make recommendations to the Board, where appropriate.

What action can the School Special Cases Committee take?
Students should be aware that, while all requests for mitigation will be considered and students informed of the decision, in most cases no action is taken. This might be because there is no evidence that performance has been affected; the evidence or case provided is insufficient; and/or it is beyond the scope of the Committee to help the student. 
Module marks are not normally changed, nor is progression to the next level allowed without the required number of credits. Instead, the most likely recommendation of the School Special Cases Committee is that a re-sit be allowed on a first attempt basis. For finalists, further consideration of degree classification might be given to borderline candidates. Following the August examination period, the Committee could also recommend that re-sits be taken internally (i.e. repeat the year & attend lectures/labs) rather than re-sitting exams in the January and/or May exam periods as an external student. 
Module Leaders may also exercise some discretion for coursework without going through the formal Committee process. 

When should I tell my Parent Department about my situation?
· It is essential to tell your School about your situation before you sit the exam or submit the assessment that you think might have been affected.  Medical/personal notes must be submitted as soon as possible in relation to a problem and in any event after the relevant examination period and by the deadline notified in announcements during the appropriate session.

Mitigating circumstances cannot be considered after the deadline except in exceptional cases.

PLEASE NOTE THAT THE DEADLINE FOR THE SUBMISSION OF MITIGATING CIRCUMSTANCES FORMS FOR SEMESTER TWO IS 10.00AM ON WEDNESDAY 1ST JUNE 2011



What sort of evidence do I need to provide?
Requests relating to medical circumstances should be accompanied by medical certification.  In non-medical cases documentary evidence will assist your case, but where this is unavailable, you are still advised to submit a Mitigating Circumstances Form. Note that sickness self-certification forms are not considered as suitable evidence for claims of mitigating circumstances. If you have been affected by the illness/death of a close friend or family member it would be advisable to submit a medical note which explains how your ability to study has been affected.

N.B. Allowances will not be given to students who fail to present themselves for examinations because of transport difficulties, misreading timetables or personal conflicts such as holidays. Nor will allowances be given to students who lose coursework or notes because of personal IT systems loss or failure. All students should back-up work. The Mitigation procedures are for those who have experienced serious unforeseen and unavoidable difficulties.

False claims of mitigation
False claims of mitigation are a very serious matter. Students found to have submitted false claims may be referred to the Office of Academic Appeals & Regulations under the General University Disciplinary Regulations.

Contacts
[bookmark: OLE_LINK1]Evidence and mitigating circumstances forms should be submitted to:-

Dr Kevin McEvoy
Director of Undergraduate Studies
Computing Student Office
School of Computing
University of Leeds
Leeds 
LS2 9JT

Tel: +44 (0)113 343 5821
Fax: +44 (0)113 343 5468
Email: K.McEvoy@leeds.ac.uk
[bookmark: OLE_LINK2]
If you need confidential advice related to your specific situation it would be advisable to contact the appropriate University service:

LUU Student Advice Centre	Student Counselling Centre
First floor of the Student Union Building 	19 Clarendon Place, LS2 9JY
Tel: (0113) 380 1300	Tel: (0113) 343 4107 
advice@luu.leeds.ac.uk 	stucouns@adm.leeds.ac.uk

The Student Support Network also provides information about the wide range of support services provided by the University. Visit their website www.leeds.ac.uk/ssn  

You can also contact the Examinations Office of Central Student Administration for procedural advice.

University Examinations Office
Central Student Administration
Level 10, EC Stoner Building
Tel: (0113) 343 3983


	

Faculty of Engineering
Mitigating Circumstances Form
PLEASE SUBMIT THIS FORM BY NO LATER THAN 10.00AM ON WEDNESDAY 1ST JUNE 2011

	If you have experienced medical or personal difficulties that you believe have affected or will affect your performance in assessments you should complete this form for consideration by the School Special Cases Committee.  
Before completing this form please ensure that you read the guidance notes attached.

	Last Name
	

	First Name(s)
	
	ID no.
	

	Programme of Study
	
	Level
	

	Precise dates of concern
	From:
	
	To:
	

	Please provide a brief description of your illness/problem
	





	How has your illness/problem affected your ability to attend lectures/complete coursework/prepare for and/or take in-course tests/examinations?
	





	Evidence
	A medical note/documentary evidence has been submitted
	
	[bookmark: Check39]|_|

	
	A medical note/documentary evidence is attached
	
	[bookmark: Check38]|_|

	
	A medical note/documentary evidence will be submitted in due course
	
	[bookmark: Check37]|_|

	Declaration: I submit this form in accordance with the mitigating circumstances guidelines, and confirm that the information I have given is correct. I confirm that where coursework is affected I have informed the module leader that a mitigating circumstances form and medical/documentary evidence has been submitted.

	Signed:
	
	Date:
	

	FOR OFFICE USE ONLY

	Evidence attached to this form?
	Yes   
	
	No
	

	Recommendation of School Special Cases Committee
	


Please turn over and also complete the form overleaf
Faculty of Engineering
Mitigating Circumstances Form (Module(s) affected) 
	Module Code
	Module Title
	Module Leader
	Coursework
	In-course test
	Examination
	Notes (title of coursework/date of in-course test etc.)
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NB When pieces of coursework/in-course tests are affected it is the responsibility of the student to inform the module leader. The module leader may exercise some discretion for individual items of coursework if a mitigating circumstances form and appropriate evidence is submitted in good time.
