Mitigating Circumstances - Help Sheet for Students
1. What is a Mitigating Circumstances Form (MCF)?

An MCF is the form provided when you need to tell the University about any circumstances that you feel have affected your academic performance and/or caused your absence from an assessment, i.e. coursework or exam.  The University will only accept for consideration Mitigating Circumstances notified by this means, e.g. it cannot accept notification by e-mail, discussion with members of staff, letter etc.

Please do not use an MCF to request an extension or to provide an explanation for the late submission of an assessment.  If you wish to request an extension or explain the late submission of an assessment you are required to contact your module leader. 
If you wish to request further consideration of an Assessment Board Decision on the basis of Procedural or other academic grounds, this must be submitted under the University’s Academic Appeal Regulation, using the Academic Appeal Form. Procedural or academic grounds for an Academic Appeal are defined as Material administrative error, Regulatory irregularity and other material irregularity.  Examples: that the assessments were not conducted in accordance with regulations for the programme; that the Assessment Board Decision does not conform to University Assessment Regulations.
2. What is Retrospective Mitigating Circumstances (RMC)?

An application for Retrospective Mitigating Circumstances (RMC) can be made as a result of being unable to apply for MC before the specified deadline due to exceptional circumstances (such as hospitalisation or extenuating and unforeseen personal circumstances).  Being unaware of the MC process or dissatisfaction with academic decisions are NOT grounds for submitting a RMC form. You cannot submit RMC as an appeal route if your application for MC was unsuccessful.

You should only submit an RMC application after the publication of the Assessment Board’s decision.  This would normally be in May or August but may be in February for courses with a January start.  A RMC application must be submitted on the RMC form within two calendar weeks after the publication of results, and it must include appropriate evidence for the reason why the application is retrospective.
3. Under what circumstances SHOULD I submit an MCF/RMCF?

Below is a list of circumstances that are legitimate grounds for the submission of an MCF/RMCF. This is taken from Section 1.12 of  the Consideration of Mitigating Circumstances Policy within the Assessment Regulations and Associated Policies.
· Serious or significant medical conditions or illness (including both physical and mental health problems).
· Ailments such as severe colds, migraines, stomach upsets, etc., ONLY where the ailment was so severe it was impossible for you to attend an examination/complete assessment AND where notification was given in writing to the module leader, normally within 48 hours of the exam/deadline AND was followed by a certificate (or a letter on letter headed or officially stamped paper) from a UK based GP, normally obtained within 48 hours of the exam/deadline. If your illness occurred whilst outwith the UK then an appropriate letter or certificate from a fully qualified medical practitioner on appropriate note paper will be required.  A self-certification form on its own is not considered appropriate evidence and if submitted, it must be accompanied by corroborating evidence from your GP or hospital,
· Exceptional personal circumstances (e.g. serious illness or death of a parent or other person who brought you up, grandparent, brother or sister, spouse or partner or close friend, including participation in funeral and associated rites; family break up; being a victim of significant crime; being in a serious car accident).

· A significant family crisis where there is evidence of acute stress caused.

· Exceptional travel disruption beyond your control, and for which you can provide independent evidence, which prevented you from attending an examination or other scheduled assessment.
4. Under what circumstances should I NOT submit an MCF/RMCF?

Appendix 1 details circumstances unlikely to be considered legitimate grounds for the submission of an MCF/RMCF (from Section 1.13 of the Consideration of Mitigating Circumstances Policy within the Assessment Regulations and Associated Policies).  If you submit a form with grounds listed as inappropriate it is highly unlikely that your application will be successful.
5. When do I need to submit it by?
The deadlines for the submission of MCFs in each trimester are detailed at the front of the form.  Where your circumstances are ongoing, e.g. from trimester A to trimester B, you are required submit a MCF and supporting evidence in each trimester affected.  RMCF must be submitted no later than two calendar weeks after the publication of the Assessment Board’s decision.
6.
What if I have a long term or on-going health condition?

If you have any long term or on-going health conditions you should contact the Disability Service to ensure that appropriate arrangements are in place to support you in your studies.  The Disability Service provides advice, information and services to students with long term medical conditions, sensory impairment, mental health difficulties, physical impairment, specific   learning disabilities (e.g. dyslexia) and students on the autism spectrum. The Mitigating Circumstances procedures are primarily intended to address unforeseeable issues. If your studies will be, or are likely to be, impacted by a condition or impairment on a recurring or continuing basis, you should contact the Disability Service for advice. For more information about the types of support and facilities available to students, see http://www.gcu.ac.uk/student/disability/ 
If it is necessary for you to submit a MCF/RMCF in respect of unforeseeable circumstances, you must do this for each trimester affected with relevant up to date information.
7.   What sort of information should I include?

You must complete the Personal Impact Statement section of the form. Use this part of the form to explain how the mitigating circumstances, medical or otherwise affected you personally in relation to your ability to complete your studies. 

Use this part of the form to outline as much information as you feel the board needs to know and which you feel comfortable disclosing. You could include details of the situation that has affected you and how this may have impacted on you emotionally. You must include details of how the circumstances have affected your studies, without this information, the Mitigating Circumstances Board will not be able to consider your application.
8.
What evidence do I need to attach to my form?

You must include appropriate supporting evidence.  Without evidence your application will be rejected.
If the mitigating circumstances relate to a medical issue, a medical certificate (or a letter on letter headed or officially stamped paper) sourced from a visit to a UK based GP, is required - a self-certificate form on its own is not acceptable evidence and you must ask your GP for evidence that covers the whole of the period of your sickness.    If your illness occurred whilst outwith the UK, then an appropriate letter or certificate from a fully qualified medical practitioner on appropriate note paper will be required.
If the mitigating circumstance is not due to a medical issue you must provide other appropriate evidence or appropriate written corroboration, e.g. a police incident number, death certificate.   It is not appropriate to submit uncorroborated statements from tutors or other people whose knowledge of your condition or circumstances is through you informing them of it.
Boarding passes or travel tickets are not considered to be appropriate evidence without additional, appropriate evidence.
If you have been affected by the illness of a close family member or a family bereavement, you need to use the Personal Impact Statement to explain how this impacted on you personally in relation to your ability to complete your studies. In this case, you will need to provide evidence relating directly to you in support of your Personal Impact Statement e.g. a medical certificate or letter from a medical practitioner. 

Whatever the nature of the supporting evidence, you must ensure it contains the necessary details to clearly relate it to the specific dates during which the Mitigating Circumstances were applicable. If you do not do so it is likely that your MCF/RMCF will not be accepted.   
It is your responsibility to ensure that all evidence is submitted in English.
 For RMCF you must also provide evidence as to why you were not able to submit a MCF within the deadline stated and are applying for retrospective MCs.
9.
What if I can’t obtain the required evidence?

The University recognises that there may be exceptional circumstances where there are delays beyond a student’s control in obtaining documents such as death certificates.  In these circumstances acceptable alternative forms of evidence would be a letter, on headed notepaper, from a doctor, lawyer, notary or other suitable professional.  You must explain on the form why the death certificate, or other documentation, was not available. 
10.
What will happen to my form?

There are two stages to the process.  The School Mitigating Circumstances Board will normally make a decision whether or not to accept your MCF.  You will be notified of this decision.  If the MCF is accepted then the Assessment Board for your programme can take the circumstances into consideration when making their decision regarding your progression or award (this will usually happen in June or August).   Note, even if you have passed an assessment, if you have had a MC or RMC application accepted, the Assessment Board will take the impact of this into account when considering your results.
11.
What are the possible outcomes?

There are a number of possible outcomes at the Assessment Board which are detailed in Section 1.5 of the Consideration of Mitigating Circumstances Policy within the Assessment Regulations and Associated Policies.  
12.
Will my Mitigating Circumstances be treated as confidential?

You may be assured that all discussions relating to your Mitigating Circumstances will be treated in the strictest confidence.
13.
What do I need to do before submitting the form? 
You are encouraged to take a photocopy of your form, for your records.  Enclose the form and supporting evidence in an envelope marked “confidential”.
14.
When will I hear if my application has been successful?

You will be informed if you have been successful or not around the same time as you get your exam results, except in the case of Retrospective Mitigating Circumstances, when you will be informed within four weeks of submitting your application form.  You can’t appeal the decision of the Mitigating Circumstances Board, but if you consider that there has been a procedural irregularity you may submit an academic appeal http://www.gcu.ac.uk/student/exams/appeals/
15.
Where can I go to get help with completing the form?

If you need additional help or support to complete the form you should contact your Academic Advisor or the Advice Centre in the Students’ Association.

16. To whom do I send the completed form?

You can submit your form and supporting evidence in the following ways. In all cases, you will receive an e-mail confirming receipt.
For programmes within the following Schools: 
· Glasgow School for Business and Society (GSBS)
· School of Engineering and Built Environment (SEBE)
· School of Health and Life Sciences (HLS)
Submit your form to the Drop Box located at the Campus Life Desk on the 1st floor of the George Moore Building.
GCU LEAD (Learning Enhancement and Academic Development) 

· By post or drop off  to the Programme Administrator, Room M301, George Moore Building, Glasgow Caledonian University, Cowcaddens Road, Glasgow G4 0BA
School for Work Based Education (SWBE)
· By post or drop off to SWBE, Room 102, William Harley Building, Glasgow Caledonian University, Cowcaddens Road, Glasgow G4 0BA
Graduate School

· By drop off in the Submission Box in the foyer of the Milton Street Building,  

· By post to Programme Administrator, Graduate School, MS004  Milton Street Building, Glasgow Caledonian University, Cowcaddens Road, Glasgow G4 0BA

GCU London 

· By post or drop off to Ruth Cawthorne, Student Office, First Floor, GCU London, 40 Fashion Street, London  E1 6PX

Proof of Postage

If you choose to submit your Mitigating Circumstances or Retrospective Mitigating Circumstances form by post you are strongly advised to obtain a “Proof of Postage” from the Post Office or send your form via recorded delivery.  Without evidence of postage, no allowance for any forms lost in the post can be made.  You cannot submit a Retrospective Mitigating Circumstances Form if a Mitigating Circumstances form has been lost in the post without evidence of the form being posted.
For further guidance on Mitigating Circumstances and Retrospective Mitigating Circumstances, please refer to the Consideration of Mitigating Circumstances Policy within the Assessment Regulations 
http://www.gcu.ac.uk/media/gcalwebv2/theuniversity/gaq/gaqfiles/assessmentregulations/Consideration%20of%20Mitigating%20Circumstances.pdf
Appendix I

Circumstances UNLIKELY to be considered legitimate grounds for the approval of  

Mitigating Circumstances or Retrospective Mitigating Circumstances 
(from Section 1.13 of the Consideration of Mitigating Circumstances Policy within the Assessment Regulations and Associated Policies)
1. Forms submitted without independent supporting evidence.

2. Forms which do not state clearly how your performance in your assessments has been affected.
3. Minor (usually seasonal) ailments such as sore throats, minor colds, headaches, hangovers etc.

4. Long term illness or disability where special arrangements have already been made.
5. A description of a medical condition without reasonable supporting evidence (medical or otherwise).

6. A medical condition supported by ‘retrospective’/’post-dated’ medical evidence; e.g. a doctor’s note which states that you were seen by the Doctor more than 48 hours after the illness occurred without additional corroborating evidence that you contacted your module or programme leader at the time of the illness.
7. Circumstances which have already been fully catered for by the granting of a coursework extension.

8. Examinations on the same or consecutive days or an inability to prioritise and schedule the completion of several pieces of work over a period of time.
9. Adherence to or participation in a religious or cultural observance. 
10. Death of a pet.

11. An inability to adjust to life away from home.
12. Problems caused by English not being your principal language. 

13. Financial issues.
14. Concerns about political or social unrest in your home country which was ongoing at the time you left to take up your place at Glasgow Caledonian (other than where there has been a sharp deterioration since your departure)  
15. Poor time management or personal organisation (e.g. failure to plan for travel problems resulting in late submission of coursework or inability to get to an examination in time; misreading the examination timetable).

16. Failure, loss or theft of data, a computer or other equipment.   
17. Representing the University or your country at a sporting event (you should advise the Module Leader in advance and arrange for an extension for coursework and/or for a first attempt at a later diet of examinations). 

18. Circumstances within your control (e.g. holiday; paid or voluntary employment; choosing to miss an assessment or coursework deadline for something which you consider to be more important).

19. MCF submitted after the published deadline, except where you were unable to meet the submission date for exceptional reasons which can be validated (e.g. hospitalisation).  In this case you should submit an application for consideration of Retrospective Mitigating Circumstances.
20. RMCF submitted with insufficient evidence of the circumstances which prevented the submission of a MCF by the appropriate deadline.
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