
Meeting of the Senatus Academic Policy and Regulations Committee (APRC)  

Online meeting via Teams 

Friday 30 June, 12:00-1:30pm 

 

AGENDA 

1.  Welcome and Apologies 
 
 

2.  Update on concessions related to industrial action – Verbal update 
To note 
 

 
For discussion  
 

3.  Special Circumstances Policy – APRC 22/23 12A 
For discussion 
 

4.  Any Other Business 
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Senate Academic Policy and Regulations Committee 
 

30 June 2023 
 

Exceptional Circumstances Policy 
 

Description of paper 
1. This paper outlines the work undertaken to review the existing polices on 

coursework extensions and special circumstances and presents a new 
Exceptional Circumstances Policy for discussion ahead of approving this at a 
future meeting of APRC.  

 
Action requested / recommendation 
2. The Committee is invited to discuss the Exceptional Circumstances Policy ahead 

of approving this at a future meeting.  
 
Background and context 
3. Late submission of coursework is currently allowed for as Regulation 28 in the 

Taught Assessment Regulations. 
4. The University has a Special Circumstances Policy. The purpose of this Policy is 

to “respond in an equitable and consistent way to requests from students for 
exceptional circumstances to be taken into consideration for course, progression 
and award decisions made by Boards of Examiners”. 

5. In September 2022, the Deputy Secretary, Students, set up a review of ESC. 
This was as a result of significant dissatisfaction conveyed across student, 
academic and professional services staff communities. The feedback conveyed 
to the Deputy Secretary Students soon after taking up the role included concerns 
with policy and its application in systems and processes noting complexity, high 
volume, inconsistencies and confusing communication, especially related to 
disability adjustments and anecdotal evidence suggesting that students are using 
the extension service to ‘manage’ their workload.  

6. The Senate Sub-Committee, APRC, members had received concerns with the 
ESC Policy and sought to undertake a review. The creation of a Task Group was 
approved by APRC in May 2022 with the aim of a report by March 2023.  

7. Also in June 2022, a service review of ESC was concluded. This review included 
a number of data and reporting improvements to the system and ways of 
working.  

8. As a result of these challenges across ESC policy and the service, there was a 
demonstrable need to spend time with Schools and with the EC service team in 
Registry Services to understand their experiences with implementation in practice 
and the end to end process, to listen to suggestions for improvements and build 
trust and partnership working. 

 
Discussion 
9. The Senate Academic Policy and Regulations Committee meeting on 23 March 

2023, received a paper: Update from the Coursework Extension and Special 
Circumstances Task Group & ESC Review. 

10. The paper outlined for the Committee the findings and positions reached by the 
Coursework Extension and Special Circumstances Task Group on the policy, a 
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summary of the findings of the ESC Reviews: discussions with Schools 2022/23 
and of the service in 2022. 

11. As noted by colleagues at the meeting and reflected in the position outlined in the 
paper, the challenge of making changes to improve the policy, guidance and 
application of ESC, is considerable. In particular, the difficulty in reaching a clear 
consensus on a number of matters relating to the policy and therefore they 
remain unresolved.  

12. For us to have the best chance of achieving improvements, the Deputy 
Secretary, Students, agreed to work with the VP Students, plus engagement with 
Colleges and Schools to bring together all the work so far and provide a final 
report for review and approval, with a projected completion in May 2023.   

13. We have been progressing this work with the intention of achieving a clear 
purpose, simplification and a better experience for our students. This has meant 
seeking a position that will work for the majority of our students, not every 
eventuality. This will result in a way forward that will not have universal 
agreement but we get us to a position that is an improvement in clarify of purpose 
and closer to sector benchmarks.  

14. A final draft was shared with Heads of Schools, discussed in a meeting with all 
Heads with support and welcome, with some further feedback provided after the 
meeting.  The final Policy is presented to APRC for approval. 

 
New Exceptional Circumstances Policy (ECs) 
Summary of main changes 

15. A new Exceptional Circumstances (EC) Policy has been drafted, the full policy is 
provided in Appendix 1. This will replace the current Special Circumstances 
Policy. 

 
16. A revised wording for Regulation 28 will encompass all assessments and the new 

Policy. Regulation 27 Resit assessment, has been reviewed and 27.12 i) will be 
reworded.  

 
17. The new Policy will take an ‘exceptional’ approach (i.e. serious and unusual) 

relative to the normal daily challenges that academic study presents, and 
unpredictable in that the student could not reasonably have been expected either 
to avoid them, or to allow for them in planning the assessment work or 
preparation. 

 
18. The new Student Support Model afford us the opportunity to apply this Policy 

appropriately for students that really need help identified through SA (and others) 
work with students groups, data analysis and targeted referrals. The supportive 
nature of this approach will be outlined and reinforced in guidance, 
communication.  

 
19. All requests for exceptional circumstances are deemed valid or not by the EC 

service team. These decisions are final and not subject to revision but may be 
discussed on a case by case basis, if required.   

 
20. The outcomes of an exceptional circumstances request can have the following 

outcomes:  
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a) One extension to deadline of assessment submission 
b) Deferral to the next assessment period 
c) Late penalty removal 
d) Alternative assessment  
e) Award credit on aggregate (Honours and PGT)  
f) Disregard missing/unreliable component mark and derive overall mark 

from completed work 
g) Disregard missing/unreliable course result when calculating degree 

classification 
h) Additional extensions to deadline beyond a) 

 
21. We have not changed where the decision sits i.e. the decision of the outcome of 

an exceptional circumstances request will be the EC service team for a) and a 
School Exceptional Circumstances Committee for b) to h).  The EC service team 
will alert Schools if requests for extension on one assessment exceed 10% of 
total cohort.  

 
22. The definitions of what is and what is not considered an exceptional circumstance 

will be refined to follow sector norms.  
 
23. Any consideration of long-term or chronic physical or mental health conditions 

should be made through liaison with the Disability and Learning Support Service, 
this is a separate arrangement to the Exceptional Circumstances Policy. All 
disability adjustments are set and agreed by DLSS and Schools informed, ideally 
as close to the start of the academic year as possible. Should there be any 
exceptional issues whereby this cannot be accommodated, the School will 
discuss with DLSS and the student.  This Policy should only be used should the 
student be awaiting a diagnosis and need immediate arrangements made in the 
interim, supported by DLSS.  

 
24. The current list of evidence has been reviewed and rewritten and the grading of 

weighting of evidence removed, to be in line with the sector.  
 
25. For all requests made under the EC Policy, applications should only be made no 

earlier than 10 calendar days before the assessment deadline.  
 
26. An agreed extension to an assessment deadline will be for three calendar days 

only, consistent across all Schools. The only exceptions to this is: 1) 
Dissertations/Final Year projects will be seven days, consistent across all 
Schools and 2) for assessments where extensions are not possible for agreed 
pedagogic reasons. These should be minimal and communicated fully to students 
at the start of the course. If an extension of three calendar days is not sufficient to 
cover the circumstances, an evidenced claim should be submitted. 
 

27. As current, all exceptional circumstances relevant for an extension to the 
deadline will be considered and agreed by the EC service team (former ESC 
team). Schools will be informed of this as agreed decision.  Escalations of cases 
of concern will continue to be flagged to School teams for follow up. [ 
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28. As current, all cases not relevant for an extension, the validity of the exceptional 
circumstances is confirmed by the EC service team and referred to the School for 
decision on the outcome (see 18. b-h).   

 
29. Self-certification of exceptional circumstances 

a) Self-certification can be used for exceptional circumstances requests for 
assessment extensions only (as current).  

b) A reduction to permitting no more than 3 self-certification requests in one 
year. If further exceptional circumstances for extension are made, 
evidence will be required. One request covers a single piece of 
assessment only.  

c) Self-certification will only be permitted for one extension for the piece of 
work. Should a further request be made evidence will be required and 
referral made to the School for outcome.  

 
30. All other exceptional circumstances applications must provide evidence.  
 
31. As current all exceptional circumstances, other than initial extensions, deemed 

valid by the EC service team, will be referred to the School for decision on the 
appropriate academic outcome (see 6. b-h). The type or severity of the 
circumstance is not part of the decision-making to ensure decisions are 
consistent, unbiased and in the best interests of the student as determined by the 
Exceptional Circumstances Committee. 

 
32. The information provided to Schools will include details of the exceptional 

circumstance as required to be able to make the decision. 
 
33. To add an exceptions to this Policy – whereby we would accept early requests for 

EC to cover where an exceptional event is scheduled to take place e.g. medical 
procedure, jury service, court proceedings, that would reasonably be expected to 
result in more than one day’s absence on the date of the assessment deadline 
and cannot be rescheduled. Absences of more than a week would not be 
relevant for this policy and would need to be discussed with a student’s Student 
Adviser 

 
34. No changes have been made in the Policy to the Committees in Schools for 

considering Exceptional Circumstances (other than the name). We will review this 
during 2023/24 if required, as part of the evaluation of the implementation of this 
new Policy. 

 
Resource implications  
35. There are significant resource implications for Student Systems in making the 

required changes to the student system. We will work to make most in time for 
the next year but some other changes may take longer to be implemented, as 
such we will enact manual actions.  

 
Implementation may therefore initially require manual workarounds which would 
have resource implications for staff within the EC service.   
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36. There will be resource implications for the Extensions and Special Circumstances 
Service (ESC) to undertake a rebranding of the service. Work will be required to 
update external and internal documentation, and especially to ensure staff and 
students understand the change from having separate processes for coursework 
extensions and Special Circumstances to having a single, unified process. This 
may require some additional temporary resource to support the existing service, 
the requirements for this are to be considered by the Academic Registrar and met 
from within existing budgets. 
 

37. The resource implications for staff in Schools will be modest and should be offset 
by the benefits provided by the new policy. Initially, Schools will require to be 
provided with updated information for students about the EC process to replace 
existing content in course and programme handbooks regarding the current 
processes. Relevant staff will require briefing about the changes to the approach 
to policy. The operation of Exceptional Circumstances Committees will almost 
entirely mirror the operation of existing Special Circumstances Committees, so 
should not require significant adjustment from staff in Schools. 
  

 
Risk management  
Risks of retaining the status quo 
 
38. Over the last two years, APRC, Colleges and Schools have raised significant 

concerns regarding the feasibility of maintaining the University’s current approach 
to coursework extensions and special circumstances. There is significant 
dissatisfaction across the University community and this presents a risk to staff 
wellbeing and the student experience if a revised policy is not approved. 
 

39. The new Exceptional Circumstances policy intends to address some of the 
challenges experienced with existing policies, as noted in paragraph 5, in 
particular, application of policy, volume, and a consistent student experience. 

 
40. There is anecdotal evidence that Schools will consider taking individual action to 

address the challenges that the existing policy presents, for example, by not 
allowing coursework extensions in courses where previously an extension would 
be available. Implementing this policy must remove local arrangements so we are 
being consistent for all students.  

 
Risks relating to the proposed policy 
 
41. Some elements of the system to support the revised process may not be in place 

by the beginning of the 23/24 session, and may therefore require workarounds 
within the EC service to support (see section 35). Student Systems are working 
on solutions to prioritise required changes according to the urgency of particular 
elements of the proposed policy. 
  

42. There are risks that the reduction in permitted period for short extensions and the 
restriction on the number of self-certified extensions along with the narrower 
definition of exceptional circumstances is perceived by students as a less 
generous approach than what has been in place previously, this will need to be 
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communicated to dispel this concern. This risk must be balanced against 
concerns around the existing policy and that it does not adequately equip 
students with skills required to succeed in the workplace, such as management of 
deadlines and juggling the normal stressors of academic study. This has been 
subject to detailed discussion over the last year, including student groups and 
with sector benchmarking so the new policy is in line with this.  
 

43. There is a risk that staff will not be sufficiently aware of the new policy to provide 
appropriate advice to students on how it will be applied. This may lead to 
students being given incorrect advice based on the existing policy. This risk can 
be mitigated by a comprehensive communications plan and the response to 
requests that the current policy in not fit for purpose.  

 
Equality & diversity  
44. This is a mandatory policy which applies to undergraduate and postgraduate 

taught students and any taught components undertaken by research students. 
Schools are required to comply with any new policy implemented for 2023/24.   
 

45. The new policy intends to address equality and diversity concerns that existing 
policies present, this includes but is not limited to an inconsistent student 
experience and drawn out assessment and marking periods. 

 
46. The proposed policy maintains the existing position that the University’s approach 

to supporting students with disclosed disabilities is through Schedules of 
Adjustments provided by Disability and Learning Support Service (DLSS). 

 

Communication, implementation and evaluation of the impact of any action 
agreed 
47. A communications plan will be prepared for the launch of the new policy and 

service, which will include: 
 

 Email communication to students; 
 Email communication and briefing sessions for staff in Schools; 
 Additional, small-group training sessions for staff in Schools on request; 

 
48. APRC will be asked to review data regarding the implementation of the new 

policy towards the end of the 23/24 session. It is anticipated further refinement 
will be required.  
 

 
Author 
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Purpose of Policy 

The purpose of this policy is to ensure fair and consistent response to student experiencing unexpected 
short-term circumstances which are exceptional for the individual student, beyond that student’s control, and 
which could reasonably be expected to have had an adverse impact on the student’s ability to complete the 
assessment on time. 

Overview 

This policy outlines the principles of exceptional circumstances, sets out the circumstances which would be 
considered exceptional circumstances, the process for requesting consideration of exceptional 
circumstances and the certification or evidence required to support applications. The policy outlines 
requirements for Exceptional Circumstances Committees, the process for the consideration of applications, 
possible outcomes and process for notifying students of the outcome and maintaining records.  

Scope: Mandatory Policy 

The policy applies to undergraduate and taught postgraduate students, and to the taught components 
undertaken by research postgraduate students. 

Contact Officer Olivia Hayes Academic Policy Officer 
Academic.Services@ed.a
c.uk 
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Academic Services 
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Regulations for Research Degrees: 
www.ed.ac.uk/schools-departments/academic-services/policies-
regulations/regulations/assessment 
Guidance on policy, principle and operation of Boards of Examiners: 
www.ed.ac.uk/schools-departments/academic-
services/staff/assessment/boards-examiners 
Degree Regulations & Programmes of Study: 
www.drps.ed.ac.uk/ 
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Expectations are covered in the UK Quality Code Advice and 
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Academic.Services@ed.ac.uk 
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1. Principles 
The purpose of this policy is to ensure fair and consistent response to student 
experiencing unexpected short-term circumstances which are exceptional for the 
individual student, beyond that student’s control, and which could reasonably be 
expected to have had an adverse impact on the student’s ability to complete the 
assessment on time. 
For long-standing conditions and circumstances the student will be expected to 
have made full use of the appropriate support services provided by the University 
(e.g. Disability and Learning Support Service) in order to have relevant adjustments 
made, and/or to develop coping strategies which will see them through their study, 
such arrangements are separate to this Policy. Students who regularly apply for 
exceptional circumstances will be reached out to for further support.  
 
Circumstances acceptable under this policy must be exceptional (i.e. serious and 
unusual) relative to the normal daily challenges that academic study presents, and 
unpredictable in that the student could not reasonably have been expected either to 
avoid them, or to allow for them in planning the assessment work or preparation. 
For example, it is recognised that the assessment process itself can cause students 
to be more anxious or stressed than at other times of the academic year, and this 
should be considered to be one of the normal challenges that academic study 
presents. Except in a very small number of cases, where the impact is serious and 
incapacitating, this would not be considered as a valid exceptional circumstance. 
 
In the case of some professionally accredited programmes this Policy will extend to 
exceptional reasons for absence from compulsory class e.g. practical, tutorial and 
clinical rotations in CMVM. These will be specifically identified by the School.  
Exceptional Circumstances are designed for emergencies and short-term. If a 
students’ circumstances are not sudden, unexpected and beyond their control, the 
University has a wide range of other options to help students to manage the 
challenges and demands of academic study. It is therefore important that students 
understand that using support is not a sign of weakness, rather it is a feature of 
academic success for some students to access the support services in order to 
identify and develop successful strategies. 
Approval of any exceptional circumstance request is not automatic. The request 
decision and the type of circumstances are at the discretion of the University.  

 
2. What would we consider an exceptional circumstance? 

i. Bereavement through the death of a close relative or significant other that, in 
employment, would lead an employer to grant compassionate leave; 

ii. For oneself or a close relative (such as parent, child or spouse/partner) or a 
person who is dependent upon the student for their care: 

 Serious short-term illness or accident of a nature that, in employment, 
would lead an employer to agree to absence on sick leave 

 A long-term chronic health problem suddenly worsening 
 A flare-up of a chronic health problem. 
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iii. Victim of a serious crime 
iv. Disabilities for which reasonable adjustments are not yet in place and where the 

delay is not due to the student 
v. Exceptional personal circumstances e.g. events that result in a serious impact 

on a student’s ability to engage with academic work during the assessment 
period in question. 

vi. For part-time and online learning students in employment, an increase in their 
workload due to circumstances beyond their control, or being required by their 
employer to work through periods normally available for study and/or 
assessment; 

vii. Other exceptional circumstances that have or will have in the future, affected the 
student's ability to meet a deadline or to attend an event. Such circumstances 
will be considered on a case by case basis and may include participation in 
international sporting events, jury service and military service. 

 
3. What would not be considered extenuating circumstances? 

i. A long-term or chronic health condition (including mental ill-health or similar ill-
health) which has not worsened recently or for which the University has already 
made a reasonable adjustment;  

ii. A minor short-term illness or injury (e.g. a common cold), which would not 
reasonably have had a significant adverse impact on the student’s ability to 
complete the assessment on time;  

iii. Circumstances which were foreseeable or preventable;  
iv. Holidays, including getting married, attendance at weddings, festivals and like 

events;  
v. Loss of work not backed up, computer or printing problems  
vi. Poor working practices such as:  

a. Accidental submission of an incorrect document, wrong file type or a 
corrupted file;  

b. claim of technical issues on behalf of the University with no proof of an 
error message/ system failure on either Learn or the University network; 

c. poor time management  
d. of the examination timetable or instructions on assessment deadlines 

vii. Deadlines for work or exams being set close together 

 
4. Requesting consideration of exceptional circumstances  

It is the responsibility of students to submit their application for consideration of 
exceptional circumstances to the Exceptional Circumstances (EC) service using the 
online system no earlier than 10 days before and no later than the date of the 
assessment published by the School.   
The exception to acceptance of requests earlier than 10 days prior to the 
assessment is where an exceptional event is scheduled to take place e.g. medical 
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procedure, jury service, court proceedings, that would reasonably be expected to 
result in more than one day’s absence and cannot be rescheduled. Absences of 
more than a week would not be relevant for this policy and would need to be 
discussed with a student’s Student Adviser. 
The EC service will only consider accepting submissions after this deadline where 
students provide evidence of exceptional reasons for having been unable to submit 
on time. No late applications will be considered after the deadline for the relevant 
Semester published on the EC web pages.  
In their application, students should describe the circumstances, state when the 
circumstances affected them, and all assessments and courses affected. Students 
should ensure that they provide sufficient documentary evidence.  
It is advised that students consult their Student Adviser, Cohort Lead or Student 
Support Team when completing the application. 
In their application, students are able to indicate whether they would wish to 
undertake a further attempt at assessment, if their application were accepted. The 
student’s preference is not guaranteed to be offered, even where their application is 
accepted, but Boards of Examiners will consider students’ preferences (where 
provided) where they are deemed relevant to the Board’s decision regarding 
outcome. 

 
5. Confidentiality  

The University will treat the information provided by students as confidential in line 
with the University’s Data Protection Policy, and will only share it with staff who 
have a legitimate need to access the information in order to consider the student’s 
case or to provide students with support.  
 

6. Students with Disabilities  
The University supports students with long-term or chronic health conditions, 
including mental ill-health, if a student is deemed to be disabled as defined by the 
Equality Act 2010, by putting in place a ‘Learning Profile’ to provide reasonable 
adjustments to study and assessment support arrangements. Students are 
responsible for contacting the Disability and Learning Support Services to discuss 
the adjustments and support that they need. 
Support and reasonable adjustments, including variable adjustments such as 
extensions for fluctuating conditions, should be approved as part of an agreed plan 
with DLSS, and should not be accommodated using the Exceptional Circumstances 
Policy. 
Students with disabilities can claim exceptional circumstances where adjustments 
have not been made in time for an assessment, for certain reasons that we 
understand through consultation with the student and DLSS. Consideration of 
disability as an exceptional circumstance may also be appropriate where evidence 
is provided that an abnormal or unforeseeable temporary change or increase in 
severity of the disability has occurred.  
Students with disabilities are, of course, also able to use the Exceptional 
Circumstances procedure when they encounter circumstances other than their 
disability which meet the criteria of the policy and go beyond their disabilities.  
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7. What are the possible outcomes of applying for Exceptional Circumstances? 

A valid exceptional circumstances request can have the following outcomes:  
a) One extension to deadline of assessment submission 
b) Deferral to the next assessment period 
c) Late penalty removal 
d) Alternative assessment  
e) Award credit on aggregate (Honours and PGT)  
f) Disregard missing/unreliable component mark and derive overall mark 

from completed work 
g) Disregard missing/unreliable course result when calculating degree 

classification 
h) Additional extensions to assessment deadline beyond a) 

The validity of all exceptional circumstances requests will be determined by the 
University’s EC service team,  
The decision of the outcome of an exceptional circumstances request will be the EC 
service team for a) and a School Exceptional Circumstances Committee for b) to h).   

 
8. Self-certification  

Students can self-certify for Exceptional Circumstances on a limited number of 
occasions, within defined criteria. 

a) Students should only submit self-certified requests that meet the criteria set 
out in Section 2 “What we would consider Exceptional Circumstances”.  

b) Extensions obtained through self-certification will be for three calendar days.  
c) Self-certification can only be used for in-course assessments.  
d) Students can self-certify up to three times within one academic year within 

an academic session, including students with teaching over the summer (e.g. 
Taught Postgraduate Masters students). One request covers a single piece 
of assessment only. 

e) Self-certification can only be considered before the assessment takes place. 
Any claims submitted after the relevant submission deadline, including after 
the conclusion of an examination must be accompanied by evidence 

f) Students can self-certify only once for each assessment (you cannot self-
certify for successive extensions on the same piece of work, for example).  

g) Falsification is a serious offence. If a student submits a fraudulent 
exceptional circumstances claim or evidence, they will be subject to 
proceedings under the Code of Student Conduct.  

9. Evidence 
A student who wishes exceptional circumstances to be considered (for work where 
self-certification is not permitted) must apply, give their account of the 
circumstances and submit satisfactory supporting evidence, normally from an 
independent and relevantly-qualified third party professional.  
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The evidence must give direct confirmation of the circumstances, from which it is 
possible to infer their effect on the student’s ability to engage with work in general, 
or assessment tasks in particular, made at the time of those circumstances or as 
soon as possible thereafter. 
This should be set out in English and accompanied by certified translations where 
appropriate. A request can be submitted in anticipation of the receipt of the 
supporting evidence. 
The University understands that it can be distressing to be asked for ‘evidence’ in 
the case of very sensitive circumstances such as the death of a close relative, 
harassment, discrimination or sexual assault. We also understand that it can be 
very difficult to provide evidence of particularly traumatic events such as war or 
terrorism. If there are compelling reasons for making an exception, the Team will 
escalate to the Deputy Secretary, Students, who is authorised to use discretion to 
either suspend the need for formal evidence or accept alternative forms of 
evidence. 
 
The required evidence is as follows:  

i. for bereavement:  
 no further evidence required.  

ii. for illness:  
 a signed and dated letter from a medical practitioner (GP or clinical 

specialist) that states the dates when the illness affected the patient 
and how the circumstances affected or are likely to affect the student's 
ability to prepare, submit or attend for an assessment or other event; 
and 

 where the patient is a close relative (such as parent, child or 
spouse/partner) and the student and the patient do not share a family 
name, independent evidence of the nature of the relationship of the 
patient to the student submitting the request. This could be an official 
document such as a birth certificate or a statement from a person of 
professional standing who is not related to the student; and  

 where the patient is dependent upon the student for their care, 
independent evidence of the nature of the caring responsibilities;  

 where the patient has a chronic condition that is subject to flare-ups or 
a sudden worsening, a signed and dated letter from a medical 
practitioner (GP or clinical specialist) that states the nature of the 
condition and how flare-ups or a sudden worsening are likely to affect 
the student's ability to prepare, submit or attend for an assessment or 
other event. Once this evidence has been provided on the first 
occasion there is no need to do so on subsequent occasions, 
although the student will still need to submit a request for extenuating 
circumstances on each occasion 

iii. for a late diagnosis of a disability resulting in the need for reasonable 
adjustments, confirmation from Disability and Learning Support Service of 
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the diagnosis and the date it was made and details of any delays to the 
implementation of the required reasonable adjustments;  

iv. for a student awaiting a diagnosis of an illness or condition for themselves or 
a close relative or dependent other: 

 a signed and dated letter from a medical practitioner (GP or clinical 
specialist) or from DLSS if the student is awaiting a diagnosis that 
Disability and Neurodiversity have arranged an assessment for, that 
states the dates when the student or patient attended for treatment, 
when tests were undertaken, and when a diagnosis is expected; and 

 where the patient is a close relative (such as parent, child or 
spouse/partner) and the student and the patient do not share a family 
name, independent evidence of the nature of the relationship of the 
patient to the student submitting the request. This could be an official 
document such as a birth certificate or a statement from a person of 
professional standing who is not related to the student; and  

 where the patient is dependent upon the student for their care, 
independent evidence of the nature of the caring responsibilities;  

v. for accident or injury to the student:  
 a copy of an accident report provided by a police officer or other public 

official, or a signed and dated letter from a medical practitioner (GP or 
clinical specialist) 

 in all cases where a letter is provided it must state the dates when the 
accident or injury affected the student, the position and qualification(s) 
of the person providing the letter and their contact details 

vi. For significant adverse personal or family circumstances being encountered 
by the student: 

 a signed and dated letter from one or more of the following; a medical 
practitioner (GP or clinical specialist), a social worker (stating their 
position with respect to the student), an officer of the law, a teacher 
outside the University, a minister of religion  

 the letter they provide must give their position and qualification(s) and 
their contact details and must provide information on the time when 
the circumstances occurred and whether they are continuing; 

vii. for Elite Athletes:  
 a letter from their coach/Sports and Exercise detailing the reasons for 

the request such as participation in international sports events and/or 
specific training requirements; note, cross check with Elite Athletes 
arrangements 

viii. for part-time and online students in employment, who have experienced an 
increase in their workload due to circumstances beyond their control, or have 
been required by their employer or a client to work through periods normally 
available for study and/or assessment:  
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 where they are in employment; a signed and dated letter from their 
employer, or their employer's authorised representative, stating that 
the student has been required by them to undertake work in the 
interests of the employer and, if relevant, that this was in time that had 
previously been agreed would be available for the student to study, 
prepare for assessment or other event, or take an assessment or 
attend another event  

 where they are self-employed; evidence from their client or the client's 
authorised representative stating that they have required the student 
to undertake unforeseen work that was necessary in the interests of 
the client's business, together with the dates and times when the 
student had been required to meet the client or undertake the 
previously unforeseen work;  

ix. for military service:  
 the individual's call-up papers (translated where necessary);  

x. for other exceptional circumstances:  
 official documentation relevant to the event which may include court or 

legal papers.  

Where supporting evidence is provided it will be taken at face value. However, the 
University reserves the right to make follow-up enquiries to establish the 
authenticity of the documentation provided. If at any stage of an application the 
evidence put forward to support the application can be shown to have been 
dishonestly acquired or is itself dishonest, the application will be dismissed and the 
evidence submitted to the University's disciplinary procedures as specified in the 
Student Code of Conduct.  
The following are not sufficient grounds for the recognition of extenuating 
circumstances:  

i. self-certified illness or medical circumstances outside of the agreed 
arrangements for self-certification (see above) 

ii. Written accounts from the student’s family or friends, if they have not directly 
witnessed the submitted circumstances or their impact upon the student. 

 
10. Exceptional Circumstances Committees (ECCs)  

Each School is responsible for having one or more Exceptional Circumstances 
Committees (ECCs) to consider requests for consideration of exceptional 
circumstances and report to its Boards of Examiners in relation to students on its 
courses and taught programmes. Schools may set up one ECC per Board of 
Examiners or ECCs which cover a number of Boards of Examiners.  
To be quorate, an ECC will consist of an academic Convener along with at least 
two other members of staff, one of whom must be a member of academic staff (and 
the other of whom can be a member of academic or professional services staff). 
Schools can include additional members (from among academic or professional 
services staff), but should seek to keep the membership as small as is consistent 
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with robust decision-making, in order to avoid providing sensitive information about 
students to more people than is necessary.  
If a Board of Examiners is very small and wishes to operate as its own ECC, this 
requires College approval. The Board sets up an ECC as a sub-committee of the 
Board. The Convener of the Board of Examiners may also convene the ECC but 
this is not a requirement.  
ECCs will meet before the relevant Board of Examiners meetings take place. ECCs 
can also conduct business by correspondence where it is necessary to consider 
cases submitted after the scheduled ECC meeting, as long as all decisions are 
confirmed by a quorate membership (see above).  

 
10.1 Exceptional Circumstances Committees: expedited decisions  

Where the EC service has accepted an application from a student requesting 
disregarding of late penalties, or an extension to a coursework deadline of more 
than 3 days (where this will not lead to a deadline beyond the end of the next 
examination diet), ECCs are able to make expedited decisions (i.e. in advance of 
the next scheduled meeting of the ECC). The Convener of the ECC (or delegated 
authority), acting with another member of staff with relevant expertise, has 
delegated authority on behalf of the Convener of the Board of Examiners to decide 
to disregard late penalties for submission of assessed coursework (see 11.7.c). 
Where an ECC is able to make an expedited decision on an application, it will do so 
within 10 working days of receipt of the application from the EC service.  

 
11. Process for consideration of applications  

11.1 Exceptional Circumstances (EC) service  
In relation to each request for consideration of exceptional circumstances, taking 
into account all information available to it, the EC service determines:  

 Whether there is sufficient evidence regarding the submitted circumstances 
and their impact on the student’s performance in an assessment;  

 Whether the submitted exceptional  circumstances were exceptional for the 
individual student, whether they were beyond the student’s control, and 
whether it is reasonable to conclude that they would have adversely affected 
the student’s performance in an assessment (with reference to Section X);  

 During what period the submitted exceptional circumstances were affecting 
the student’s performance.  

Based on their assessment, the EC service will determine whether the application is 
accepted.  
Where the EC service does not accept an application, they will inform the student of 
this, providing an explanation for their decision.  
 
11.2 Assessment extensions 
In the case of valid exceptional circumstances requests for extensions, the EC 
service will confirm the outcome directly to the student.  
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11.3 All other Exceptional Circumstances  
The EC service will forward valid applications for consideration by the relevant 
Exceptional Circumstances Committee(s) in the School(s) responsible for the 
course(s) to which the application relates. The decision by the EC service to accept 
an application is binding on an Exceptional Circumstances Committee (ECC).  
 
11.4 Appeal  
Students have the right to appeal a decision by the ESC service not to accept an 
application under the Student Appeal Regulations.  
 
11.5 Exceptional Circumstances Committee  
On receipt of a valid exceptional circumstances request from the EC service, the 
ECC will consider all of the information available to it, which may include 
information regarding the student’s performance in the affected assessment(s) 
(including provisional marks, where available), and their performance in other 
assessments (as relevant).  
The ECC will make a recommendation to the Board of Examiners regarding the 
appropriate action to take with regard to the affected assessments, courses, or 
programme. 
The ECC can either make a specific recommendation or recommend a range of 
options to the Board of Examiners. These recommendations are not binding on the 
Board of Examiners.  
The ECC will provide a report of its recommendations to the relevant Board of 
Examiners through the EC online system.  
 
11.6 Exceptional circumstances: general points about Board of Examiners 
decisions  
In coming to a decision where exceptional circumstances are considered, Boards of 
Examiners should act in the best academic interest of the student without 
disadvantage or advantage in relation to their peers.  
 
11.7 Exceptional circumstances: decisions regarding course outcomes  
Where a student’s exceptional circumstances application has been accepted, the 
relevant Board of Examiners decides on one or more of the options set out in the 
table below, taking into account the recommendations of the ECC.  
 
For certain categories of decision, the Board will need to seek approval for the 
action from the relevant College committee. Where this is necessary, this is 
indicated below. 
  

Action College approval 
required? 

a) No action – for example, circumstances already addressed 
through actions already taken 

No 



Exceptional Circumstances  
Policy  

 

 
11 

 

b) No action at course level; flag for consideration in relation to 
progression or award decision 

No 

c) Disregard penalties for late submission of coursework; offer an 
extension of more than 3 days to a deadline for coursework 

No 

d) Disregard missing component(s) and derive overall mark/grade 
from completed work (see 11.7.1) 

no 

e) Disregard unreliable component(s) and derive overall mark from 
completed work if to the student’s benefit 

No 

f) For pre-Honours courses, if the student has failed the course, 
allow further re-assessment attempts in line with Taught 
Assessment Regulation 

No 

g) For pre-Honours courses, record the course as a ‘null sit’, with 
the option of allowing the student to be examined at a subsequent 
diet, and / or to submit missing assessment and / or repeat some 
or all assessments, on a first sit basis 

No 

h) For Honours and postgraduate taught level courses, record the 
course as a ‘null sit’, with the option of requiring the student to be 
examined at a subsequent diet, and / or to submit missing 
assessment and / or repeat some or all assessments, on a first sit 
basis 

No - If in current 
session (August resits 
count as the current 
session)  
Yes – College 
approval required if in 
next session 

i) In exceptional cases, permit the student to resubmit a revised 
dissertation for a postgraduate Masters programme 

Yes 

j) In exceptional cases, permit the student to take specially 
prepared alternative assessments, including oral assessment 

Yes 

k) If course result is borderline (within 2 percentage points of the 
pass mark), award pass  

No 

 
11.7.1 Where marks/grades for specific components of assessment are missing or 
deemed unreliable, a Board of Examiners can only derive an overall mark/grade for 
the course from the existing assessed work if it is satisfied that there is sufficient 
evidence of attainment of the Learning Outcomes in other components of the 
course.  
11.7.2 Boards of Examiners cannot adjust marks / grades as a consequence of 
exceptional circumstances.  
 
11.8 Exceptional circumstances: decisions regarding progression and award  
Where a student’s exceptional circumstances application has been accepted, the 
relevant Board of Examiners decides on one or more of the options set out in the 
table below, taking into account the recommendations of the ECC.  
For certain categories of decision, the Board will need to seek approval for the 
action from the relevant College committee. For very exceptional actions, the 
relevant College committee would need to seek approval for the action from the 
Senate Academic Policy and Regulations Committee (APRC).  
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Action College or 
APRC 
approval 
required? 

a) No further action – for example, adequate action already taken in 
relation to the outcome of individual course(s) 

No 

b) ) For Honours level year of programme, if the student has satisfied 
requirements in line with Taught Assessment Regulation 52, award 
credit on aggregate for relevant courses of that year of the degree 
programme 

No 

c) For postgraduate taught programmes, if the student has satisfied 
requirements in line with Taught Assessment Regulation 56, award 
credit on aggregate for relevant courses 

 

d) Where a mark for a course is missing or deemed unreliable, exclude 
the affected course(s) from the classification calculation 

No 

e) Take account of exceptional  circumstances for progression, degree 
classification, award of merit/distinction, and/or award 

No 

f) Exceptionally, to allow a student to graduate without the required 
number and / or level of credits for the degree 

Yes 

 
For decisions regarding aegrotat degrees and posthumous degrees, see the 
relevant Undergraduate and Postgraduate Degree Regulations.  

 
12. Notifying students of the outcomes of requests for consideration of exceptional 
circumstances  

The EC service will notify students of the decision regarding whether or not their 
exceptional circumstances application has been accepted using the online system 
within five working days. The School will notify students of any action taken by the 
Board of Examiners in relation to their exceptional circumstances application using 
the online system no later than five working days after the publication of ratified 
marks as noted in the University Key Dates. The School will also inform the 
student’s Student Adviser of the decision.  
 

13. Reporting and maintaining records on requests for consideration of Exceptional 
Circumstances  

Where the EC service decides not to support the request for consideration of 
exceptional circumstances, the service will record the reason for this decision in the 
relevant online system.  
The School will minute ECC meetings (including meetings conducted by 
correspondence), recording all decisions and recommendations in the relevant 
online system. The ECC will report its decisions and recommendations to the Board 
of Examiners in as concise a form as is consistent with clarity and the student’s 
interest, where possible maintaining the anonymity of the student.  
The ESC service and the School will maintain records in line with Data Protection 
guidelines.  
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14. Sources of further guidance  
Further guidance for students regarding the exceptional circumstances process is 
available at: www.ed.ac.uk/academic-services/students/assessment/exceptional 
circumstances 
 
Edinburgh University Students’ Association provides further guidance to students 
regarding exceptional circumstances, and the Students’ Association Advice Place 
can provide independent advice to students regarding the preparation of their 
requests for consideration of exceptional circumstances. 
www.eusa.ed.ac.uk/adviceplace/academic/exceptional circumstances  
 
In order to support consistency of handling of student requests for consideration of 
exceptional circumstances, Colleges and Schools must not produce their own 
supplementary guidance. 
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