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Before completing this application form, please carefully read the following:

· The ‘Rules on Mitigating Circumstances and Concessions’ contained in the Manual of Policies and Procedures (Part H/Section 6) available from the Academic Registry tab of the Virtual Learning Environment;
· The Mitigating Circumstances Policy as set out below.
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Definition

Mitigating Circumstances are defined as unforeseeable and unavoidable circumstances that have a detrimental effect on academic performance.  Students are expected to plan their work so that they can meet assessment deadlines at the same time as other obligations which they may have inside and outside of the University.  

The application process is undertaken on a paper basis and should only be used if a student experiences unforeseeable and unavoidable disruption due to circumstances over which they have no control.
Fit to Sit Declaration

The University operates a ‘fit to sit’ policy which means that if a student submits coursework or sits an assessment, they have deemed themselves fit to do so. It is the responsibility of the student to determine whether they are fit to participate in assessment. Being ‘fit’ generally means that the student is not aware of any impediment, physical, emotional or otherwise, which could affect their performance.  Therefore, if the student is feeling unwell because of medical or personal difficulties in the run-up to the assessment, they should not attend, but take the course of action applicable to their circumstances, for example, use of the Deferral of Examination procedure or Extension of Deadline Date for Assessment procedure (Manual of Policies and Procedures/Part H/Sections 4 and 5).
Notification of invigilator

If a student is taken ill during an assessment they are expected to notify the invigilator before leaving the venue to ensure the time and the nature of the illness is noted. The student will also be required to seek medical attention on the day of the assessment, or as close to it as possible, if they feel their performance was adversely affected and they intend to submit a Mitigating Circumstances application form. 
Timeframe

A Mitigating Circumstances application must be submitted to the Office of Regulation and Compliance no more than 10 clear working days after the assessment took place or was due to be submitted.  Late applications will not normally be considered unless the student is able to prove that they were mentally or physically incapable of submitting an application within the prescribed time limit. Late applications therefore need to be accompanied by: (a) authoritative and objective evidence, which confirms that the student was incapable of submitting an application within the prescribed time period; and (b) a completed copy of the Late Submission Form (LAT1) available on the student intranet.
Evidence

All claims for Mitigating Circumstances must be supported by objective and authoritative evidence. It is the student’s responsibility to submit evidence along with this form and to pay for any costs incurred obtaining evidence.  
Acceptable evidence is an original, signed medical certificate or letter from an appropriate third party (e.g. GP, hospital consultant, solicitor, police officer) giving details of the circumstance, its duration and its impact. Prescriptions are not acceptable forms of evidence.  Letters from family members or fellow students are also not normally acceptable. 
If the document submitted as evidence is not in English, an independent translation must also be provided. All evidence should be proximate and relevant to the assessment period in question.
You may be permitted an extension of time to provide additional evidence, but having submitted further information does not guarantee a successful outcome.  However, the regulations prescribe that students will be advised whether the information provided satisfies the threshold conditions for a valid application within 10 working days of receipt.
Disability or long-term medical conditions
The Mitigating Circumstance procedure is a retrospective process that solely considers unforeseen and unavoidable circumstances in respect of assessment deadlines that have passed. As such, this is not the correct procedure to use if the student has a disability or a long-term medical condition (unless it has suddenly deteriorated) and the student wishes to be considered for future assessment adjustments and support. 


If the student has a disability/long-term medical condition requiring adjustments or they would like to discuss their eligibility for support, they should contact the Learning Support Office.  The Learning Support Office can also deal with short term, transient conditions.  

If a student is already registered with the Learning Support Office but their circumstances have changed, they should contact that Office as soon as possible to ensure that the correct adjustments are in place for them.
Mitigating Circumstances will not normally be considered in the following situations:
· Holidays, moving house and events that were planned or could reasonably have been expected.

· Assessments that are scheduled close together or on the same day.

· Misreading the assessment timetable or other misunderstanding of the requirements for assessment including not adhering to the guidelines concerning permitted assessment materials.

· Inadequate planning or time management.

· Failure, loss or theft of a computer or printer that prevents submission of work on time; students should back up work regularly and not leave completion so late that they cannot find another computer or printer.

· Consequences of employment, paid or unpaid, including work experience.

· Receiving unfavourable results of an assessment. 

· Ignorance of the Mitigating Circumstances procedure. The University’s regulatory framework is available to all students in the Academic Registry tab of the student intranet.
· Sporting commitments.
· Minor disruption in an examination room during the course of an assessment.  Major disruption in an examination room should be discussed with the Programme Leader before submitting a Mitigating Circumstances application.

· Last-minute or careless travel arrangements.

Please note: For the avoidance of doubt, pregnancy is not considered to be an illness. However, events may arise during pregnancy that may constitute Mitigating Circumstances and these will be considered on an individual basis. 
BPP Students’ Association

If you require impartial advice and support concerning the Mitigating Circumstances process, please contact the University’s Students’ Association: independentadvice@bpp.com. 

The outcome of a Mitigating Circumstances application will be sent by email 10 working days after notification of receipt.  The student should check that their inbox is not full and that the outcome has not been filtered out to a ‘Spam’ or ’Junk email’ folder.


Please complete all of the following details:

Title (Mr/Mrs/Other):




First name: 

Surname:


Student Ref No (SRN):



Programme Name: 


Mode (FT/PT/DL):







Programme Location: 


Programme Leader:


Personal Tutor:


Your e-mail address:

Please provide the assessment title, the type of assessment (eg. examination/coursework) and the date of the assessment.  For coursework, please indicate the date it was handed out and the submission date.
	Title and Type of Assessment(s)

(eg. Land Law – Examination

Land Law – Coursework)


	Date of Assessment(s) 
	Hand-out date (Coursework  only)
	Submission date (Coursework only)

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



Examination venue(s): 

(ie: Waterloo/Excel Centre etc)


Please answer ‘Yes’ or ‘No’ to the following questions before you complete the Personal Statement:


Did you sit the examination/assessment or submit the coursework?


If anything unforeseen or unavoidable happened during the assessment or

you were taken ill during the assessment, did you notify the invigilator?

Do you have a Learning Support Agreement? If so, please include a copy.






Did you apply for a deferral or extension in relation to the assessment(s)?


Personal Statement
This statement will need to include details of the unforeseeable and unavoidable circumstances that affected you during the assessment or assessment period and the impact these circumstances had on your performance. Details of any Learning Support arrangements you may have if your condition is on-going or chronic should be included.  If you applied for a deferral or extension in relation to the assessment (s) details should be included.

Applications submitted without evidence will not be considered unless confirmation of when evidence is to follow is included.
Do not delay submitting the application if evidence is to follow.  Please give details below, indicate that evidence is to follow and the date it will be forwarded to the Office of Regulation and Compliance.  Please note the initial assessment of the application must be completed within 10 working days of receipt of the application.  Evidence therefore needs to be submitted before the end of the 10 working day timeframe.
	Evidence provided
	Date of evidence

	
	

	
	

	
	

	
	



Please choose only one of the options below for activating your application. If you do not tick a box, it will be assumed that you want your assessment(s) disregarded and to take them again.

I confirm that I wish to have the assessment(s) listed disregarded, and to take them again at the next available sitting.

If I achieve a pass grade, I would like BPP to disregard this application and I will keep my result in the relevant assessment(s). 

I confirm that I wish to have my submitted coursework considered as being received on time.*
*PLEASE NOTE: if the application is granted, the coursework will be considered as being received on time.  The coursework will be marked and you will retain the mark awarded.  The mark will not be removed should you fail the assessment.  
The Mitigating Circumstances Panel will only grant such an application where the student has attached evidence that the coursework has been submitted, for example, the submission receipt from Turnitin or an email from the Module Leader if the work has been submitted to them.  

I confirm that:

· I have read the Rules on Mitigating Circumstances and Concessions contained in the Manual of Policies and Procedures and the Policy on Mitigating Circumstances in Section 2 of this document;

· the information I have provided with this application is true and accurate and that in providing statements and/or evidence that are false, misleading or fraudulent I will be in breach of the regulations relating to Academic Misconduct and/or Student Discipline and may be subject to further action; 
· details of this application can be passed onto relevant University staff; 
· I have kept a copy of this form and all additional documents submitted.  I understand that I should request proof of postage if mailing the application; and
· I consent to the release of my personal data to the Office of the Independent Adjudicator should a referral be made at a later date.


Signed:


Date:


Please send your completed form and accompanying evidence to:

The Office of Regulation and Compliance
BPP University 

32-34 Colmore Circus
Birmingham   B4 6BN
Alternatively you may hand your completed application form to your Student Advice Office.  When doing so, please ask for a receipt for your records.
Email applications are not accepted unless you are registered on a programme delivered through Distance Learning only.
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Section 6 – Personal Statement 
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