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Purpose 
 
The University appreciates that sometimes unforeseen situations outside of a student’s 
control may prevent them from carrying out their academic work. These are referred to as 
mitigating circumstances, or ‘additional considerations’. 
 
There are three principles that are taken into account by the mitigating circumstances 
process and they are that the circumstances should: 
 

• Be unforeseen and outside of the student’s control 

• Be supported by appropriate information and/ or evidence 

• Have had an impact on the student’s ability to complete an assessment 
 
Academic staff cannot give permission for extensions or resit opportunities for assessments. 
The only team who can grant mitigating circumstances awards are the Student Engagement 
and Mitigation (SEAM) team within Student Support. 

 

 

2. Scope 
 

This Mitigating Circumstances Policy applies to all students registered on a taught course at 
both undergraduate and postgraduate level. It includes students studying at Study Centres 
and Partner Institutions (unless specified otherwise in the course handbook).  
 
Applications for mitigating circumstances for Home, EU and International students are 
considered using the same criteria and process. 
 
The involvement of SEAM in relation to extensions/ interruptions for Research Students is 
detailed separately and can be found in the Research Degrees Handbook.  
 
 
 

3. Policy   
 

Submitting an application for mitigating circumstances 

If you wish to apply for mitigating circumstances you will need to complete a mitigating 
circumstances form (appendix 1). The form should be submitted to SEAM on or before the 
deadline/ date of the assessment.  
 
If you have difficulty completing the form in time, you will need to make contact with SEAM 
on or before the deadline/ date of the assessment to alert them of their situation – or at the 
very earliest opportunity thereafter. 
 
You do not need to wait for appropriate evidence to be available before contacting SEAM. It 
is important that you report any difficulties to SEAM as early as possible to ensure that the 
appropriate support can be provided.   
 
If you submit a late application without good reasons for the delay, you may be refused 
mitigating circumstances.  
 

https://www.beds.ac.uk/rgs/support/
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You are responsible for applying for mitigating circumstances. SEAM are unable to accept 
an application from a third party, including academic staff. 
 
However, if SEAM believes the situation to be so severe as to prevent you directly applying 
for mitigation, the Senior Engagement Advisor will consider this on an exceptional basis.  
 
If you require another request for mitigating circumstances - whether this is for the same or a 
different assessment – you will need to complete a new mitigating circumstances form and 
submit to SEAM. 
 

Criteria for mitigating circumstances 

All requests should meet the University's criteria for mitigating circumstances. The criteria 
can be found on form, as shown in appendix 1.  
 
The University will not normally consider student error/ misunderstanding, computer issues, 
financial problems or moving home as grounds for mitigating circumstances.  
 
However, if you are unsure about whether your situation meets with the criteria for mitigating 
circumstances, or feel your circumstances are complex and require explanation, you can 
arrange an appointment with a Student Engagement Advisor.  
 
If you choose to hand in work on time, that work will be marked and graded. You will not be 
able to re-submit within an extension period.  
 

Evidence of mitigating circumstances 

It is your responsibility to obtain appropriate evidence to support your request for mitigating 
circumstances, and any costs incurred. SEAM is not able to contact external agencies (such 
as GP, hospital or solicitor) and request evidence for you. 
  
Any evidence provided should meet the following requirements:    
 

• Be from a relevant independent professional or service 

• Be on headed paper, signed and dated (or stamped if appropriate) 

• Be unaltered  

• Demonstrate a correlation between the timing of the mitigating circumstances and 
the assessment 

 
Emails can be accepted as evidence as long as they are sent directly from an official email 
address (not as a forwarded email), with the organisation's domain name. 
 
If the evidence obtained is in a language other than English, you will need to provide both 
the original document and a translation. 
 
If SEAM requires further evidence from you, and this is not available, you can discuss your 
situation with a Student Engagement Advisor.  
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Self-certification 
 
We realise that it can be difficult to get medical appointments for short illnesses or minor 
ailments – and the requirement for evidence of these may put undue pressure on health 
services - therefore SEAM will accept self-certification but within certain parameters:  
 

• You can only self-certify up to 7 calendar days  

• Self-certification periods should be at least 4 week apart. This means you cannot a 
self-certify for 7 days and then self-certify again for the following 7 days 

• You can self-certify up to 3 times within one academic year 

• You can apply for more than one assessment (coursework and/ or exams) that fall 
within a specific period covered by the self-certification 

 
You should not use self-certification to submit ‘just in case’ applications and should only self-
certify if your situation meets the criteria for mitigating circumstances.  
 
 
Fraudulent evidence 
 
If SEAM has concerns regarding whether evidence is appropriate or authentic, additional 
checks will be carried out by the team. This may include checking an official professional 
register, or sending a copy of the evidence back to the signatory or appropriate contact in 
the organisation to obtain their comment on the authenticity of the document. 
 
If evidence is found to be fraudulent or altered, or the authenticity remains in question once 
checks have been carried out, your request for mitigating circumstances will be refused. 
 
The submission of fraudulent evidence to unfairly gain extra time or additional attempts at an 
assessment will be referred to the Adjudication Team for consideration under the Student 
Code of Conduct and Disciplinary Policy.    
 

Timing of requests for mitigating circumstances applications 

All requests for mitigating circumstances should be made prior to or on the deadline of the 
relevant assessment. If you submit a late application, you will need to provide exceptional 
reasons for the delay in contacting SEAM.  You can have an appointment with a Student 
Engagement Advisor to explain the reasons for the delay.  
 
The date of the application is the date of the email, or date of the SiD enquiry, or date of the 
postmark for postal applications. The date you have written on the form is not accepted.   
 
If you make a request six or more weeks in advance of the deadline or assessment date, the 
supporting evidence needs to relate to the submission period. For example, if you are 
experiencing a lengthy illness affecting your ability to study for a significant period. 
 
You can submit evidence and/ or additional information after you have submitted the form 
but this should be as soon as it becomes available.  
 
All evidence and information required in relation to a request for mitigating circumstances 
must be received prior to the Exam Board that will consider the grades for the relevant unit. 
SEAM and SID will be able to confirm the cut-off date to submit your form and evidence for 
the relevant Exam Board. This is also on the website, under Student Support.  
 

https://www.beds.ac.uk/student-experience/academic-information/student-code-of-conduct/
https://www.beds.ac.uk/student-experience/academic-information/student-code-of-conduct/
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Submitting work 

Mitigating circumstances awards are not ‘permission to submit’ and you do not need to wait 
for mitigating circumstances approval before submitting your assignment. 
 
If you have requested mitigating circumstances for a written assignment, you should 
continue to work on your assignment (if you are well enough and able to do so) and aim to 
submit your work as soon as possible. This should be within 14 days of the original hand in 
date – even if you are still awaiting a decision. 14 days is the maximum short-term 
extension.  
 
If your request for mitigating circumstances is approved and you are given a short-term 
extension, your work will be eligible for marking – provided it was submitted within the 
extension period – and you will be able to receive the full grade.   
 
You should notify your tutor that you have approved mitigation to confirm the method of 
submission i.e. a new submission link on BREO or an alternative arrangement. SEAM are 
not involved in receiving assessments or confirming submission arrangements. 
 
You cannot be granted mitigating circumstances where work has been submitted and an 
academic offence has been identified. Further information about academic offences and any 
consideration of mitigating circumstances is found in the Academic Discipline Policy.   
 

Mitigating circumstances decisions 

The specific award granted by SEAM will be determined after consideration of the timing and 
impact of the mitigating circumstances.  
 
You will receive the outcome of your request for mitigating circumstances by email to your 
University email account, or updated on the existing SiD enquiry.   
 
You can only apply for mitigating circumstances for your registered units. If SEAM is unable 
to confirm your registered units, you will need to address this with your academic 
department. 
 
 
Short-term extensions 

You can get a short-term extension for written assessments such as essays, reports, 
research proposals etc. The maximum short-term extension is 14 days from the original 
hand in date. The actual length of the extension will depend on the information and/ or 
evidence that you provide. 
 
We recognise that the dissertation or final/ major project is a bigger piece of written work and 
therefore you can get a short-term extension up to 56 days from the original hand in date. 
You cannot get a partial day extension so the minimum extension is 1 day. 
 
All extensions start from the original hand in date of the piece of work (not from the date of 
the mitigation decision) and include all calendar days, including weekends and bank 
holidays. The submission requirements remain the same. For example, if the original hand in 
time was 5pm, you will still need to hand in your work by 5pm.  
 
It is not possible to give a short-term extension for a resit attempt. If appropriate, you may be 
given another resit at the next opportunity (see below). 

https://www.beds.ac.uk/student-experience/academic-information/academic-discipline-policy
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Resit opportunities 

There are circumstances where a short-term extension is not appropriate, this includes: 
 

• If the assessment was a one-off opportunity, such as a test, exam or presentation 

• If the supporting evidence demonstrates that you have been disadvantaged for more 

than the maximum short term extension period of 14 days (56 days for a dissertation)  

• If you have exceptional reasons why you were unable to apply or produce evidence 

within the normal timeframes and the maximum extension period has passed 

SEAM is not responsible for determining the submission date for resit opportunities. You will 
need to contact your academic department to confirm what work needs completing and the 
submission date. 
 
In cases where a resit opportunity is appropriate, one of the following will be awarded 
(depending on whether mitigation is for a first attempt or resit):  
 

RA1: a resit opportunity for a first attempt at a piece of work, which will be set by the 

academic department. This will be marked as a first attempt 

RA(D-): another attempt at a resit, which will be set by the academic department. The 

grade will remain capped at 40% (D-) 

RE1: another attempt at an exam at the next scheduled opportunity. This exam will 

be marked as a first attempt 

RE(D)-: another attempt at a resit exam at the next scheduled opportunity. The grade 

will remain capped at 40% (D-) 

Dissertation resit: If there is evidence of significant, long-term mitigating 

circumstances, you can be offered a resit opportunity on the dissertation, either as a 

first attempt without penalty (RS1), or with the grade capped at 40% (D-) (RSD-).  

 
Suspended students 
 
According to the Student Code of Conduct and Disciplinary Policy "suspension is not a 
sanction or penalty". Therefore, if you have been suspended you remain eligible for support 
from SEAM. Suspended students who cannot come onto campus will be offered email 
support and telephone appointments, where appropriate.     
 
In most cases, if a student is suspended they retain access to BREO, email and other 
University systems and should continue to work on assessments. However, if you are unable 
to complete an assignment due to suspension or unable to complete an attendance-based 
assessment (such as an exam) you can request mitigating circumstances following the 
normal process prior to or on the deadline or assessment date. 
 

Appeals against mitigating circumstances decisions 

You may appeal a mitigating circumstances decision if you believe that SEAM did not follow 
the correct procedure, or the decision did not take into consideration all the information and/ 
or evidence provided.   
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In the first instance, if you are unhappy with the outcome of your request for mitigating 
circumstances, you should explain this in writing for the attention of the Senior Engagement 
Advisor and send by email to student.engagement@beds.ac.uk. 
 
The Senior Engagement Advisor will review the request, in consultation with the Student 
Services Operations Manager if appropriate. If a refusal is upheld and you are still 
dissatisfied with the outcome, you may wish to review the University’s Academic Appeal 
process to determine if they meet the criteria for an Academic Appeal. 
 
The Students’ Union Beds SU Advice team be.supported@beds.ac.uk can provide support 
in relation to Academic Appeals.  
 
 
Complaints about service provision 

If you are not happy with the service that SEAM has provided you may raise a complaint, 
using the process described in the Student Complaints Policy.   
 
The Student Complaints Policy requires students to try to resolve the issue with the 
department concerned in the first instance. If you are unhappy with the service provided by 
SEAM, you should request an appointment with the Senior Engagement Advisor to talk 
through the issues.  If the issues are not resolved after this discussion, you can send your 
complaint in writing to the Student Services Operations Manager.   
 
If you are still not satisfied with the outcome you will need to follow Stage 2 of the Student 
Complaints Policy, which is a formal complaint investigation by an independent person with 
no previous involvement in the matter. 
 

4. Links/Dependencies 
 
This policy should be read and its use considered with reference to: 
 

• Academic Appeals Policy and Procedure  

• Academic Discipline Policy  

• Quality Handbook Chapter 10 

• Student Code of Conduct and Disciplinary Policy 

• Student Complaints Policy and Procedure 
 

 
 

5. Appendices  
 

Appendix 1 - Mitigating circumstances form 

 

mailto:student.engagement@beds.ac.uk
http://www.beds.ac.uk/student-experience2/academic-information/academic-appeals-policy
http://www.beds.ac.uk/student-experience2/academic-information/academic-appeals-policy
mailto:be.supported@beds.ac.uk
https://www.beds.ac.uk/student-experience/academic-information/complaints/
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Please email the completed form to mitigation@beds.ac.uk . We are asking all current students to contact us using their 

University @study.beds.ac.uk account. However, if you do not have access to your student emails, you can safely send your 

enquiry and any attachments to the Student Information Desk (SID). Details on how to log an enquiry can be found here 

https://www.beds.ac.uk/sid/sid-online3/helpsheets/ If you are experiencing problems accessing your University email address, 

please email SID@beds.ac.uk who will be able to advise and help resolve any issues. 

 
Circumstance 

 

 
Acceptable evidence 

1. Serious or extended illness or injury Medical certificate or GP note signed during the illness or incident with 
a stated period of refrain.  Needs to bear Surgery Stamp 

2. Serious Illness/Injury of a close relative or dependent  Medical certificate or note signed while the illness or incident was 
affecting the other person and clearly stating the refrain period. Needs 
to bear Surgery Stamp 
 
Medical certificate or GP note signed and clearly stating the refrain 
period or support given to the other person(s). This must be during or 
around the hand in date. Needs to bear Surgery Stamp 

3. Bereavement Copy of a Death Certificate or dated Order of Service  
 
Official letter from a person with whom you have a professional 
relationship, such as a Counsellor, Faith Leader or GP confirming the 
impact on you 

4. Domestic and/or Personal Problems Medical certificate or note signed confirming the problem 
and impact.  Needs to bear Surgery Stamp 
 
Official letter from a person with whom you have a 
professional relationship (see above) 

5. Court Attendance e.g. jury service Official correspondence from the Court, Tribunal Authority or 
letter from Solicitor. 

6. Work Commitment 

Only students studying part-time can apply concerning work 
commitment issues 

Official letter on headed paper signed by your line manager, 
or senior stating the increased work pressures, the reasons behind this 
and the likely duration.  We can also accept emails from an official 
email address sent directly to mitigation@beds.ac.uk from the line 
manager – we cannot accept forwarded messages   

7. Representing County or Country at Sport Official letter from the appropriate sporting association or 
authority that explained why the absence was necessary. 

8. Religious Observance Confirmation from the University Chaplain or Faith Leader 
that the religious observance is a reasonable one for a 
member of the faith. 

9. Active Exercise of Citizenship e.g. Reserve Forces Letter from the appropriate association or authority that 
explained why the absence was necessary. 

10. Victim of Crime Official Police or other investigating authority letter 
confirming the reported crime and where appropriate, a list 
of items stolen, such as a laptop or computer. 
 
Medical certificate or GP note signed confirming the incident 
and impact on you. Needs to bear Surgery Stamp 

11. Childbirth or complications during pregnancy Copy of a birth certificate 
 
Medical certificate or note signed confirming complications 
were affecting the student. Needs to bear Surgery Stamp 

12. Other 

Other mitigating circumstances that do not fall under any of the 
criteria defined above 

 
Appropriate types of evidence will be communicated to you. 

mailto:mitigation@beds.ac.uk
https://eur03.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.beds.ac.uk%2Fsid%2Fsid-online3%2Fhelpsheets%2F&data=04%7C01%7Cmitigation%40beds.ac.uk%7Cf33f9b307c0d46799e0708d97dbc5225%7C3133dbdc3c644bdaa66a751445a19275%7C1%7C0%7C637679070043485271%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=sOMJk4ThreO33oSorWhe%2B%2FHLdu5b2gLdo2nDuUKe1SU%3D&reserved=0
mailto:SID@beds.ac.uk
mailto:mitigation@beds.ac.uk
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Student ID No. 

 

Mitigating Circumstances 

 
1. All four sections of this form must be completed in full and official supporting evidence provided.   
2. You must submit your form on or before the assessment date. (Late claims, travel and IT issues will not normally be 

considered.) 
3. Please email the completed form to mitigation@beds.ac.uk.  The Mitigation Team only accept emails from 

@study.beds.ac.uk accounts.  Please see above for alternative submission methods 
   

Please be aware that applying for mitigation may have an impact on your academic progression. 
 

1. Student Details (please use BLOCK CAPITALS)  
 

 
Course (eg BSc Hons Psychology)                     Tel No:  

    

 

2. Details of assessments affected 

Your application will be delayed if you do not complete this section in full.  Unit details can be found on E:Vision 

UNIT CODE 

 

ASSESSMENT TYPE 
Eg Exam, in-class test, dissertation, assignment 

ASSESSMENT 

NUMBER  

Eg  1 or 2 

IS THIS A FIRST 
ATTEMPT? 

(yes/no) 

CURRENT DUE 

DATE 

AAA001-1  Presentation (example entry) 1 Yes 15 Jan 2021 

     

     

     

3. Main reason for application (please mark one) 
 

1        Illness           2      Bereavement     3         Personal     4            Legal Issues      5   Work Pressures, (part time students only)   6     Other 
                                                                                                                                                          

Please give details about why you are applying for mitigation, including dates you were affected and the impact on your studies. 

 

 

 

 

4. Declaration 
By submitting this form you are confirming that the information and evidence you have provided is true and accurate. 
NB:  Making false claims or falsifying evidence could lead to disciplinary procedures. 
 
Please note that under the General Data Protection Regulation (GDPR) and the Data Protection Act 2018, we need your explicit consent in order 
to process the information you provide us within this form, and any evidence you submit in support of it.  
 
Your personal circumstances will not be shared outside of Student Support without your express permission.  The Mitigation Team will use the 
information provided to determine whether you qualify for mitigating circumstances. Any data you provide us with will be kept for 6 years after 
your graduation and then securely destroyed. 
 
If you would like to know more about how we use your data, please see our FAQs on SiD Online 
I consent to the information I provide in this form, and any supporting evidence, being processed by the University for the above purpose.  
 

Signature of student ___________________________________________ Date ____________________________ 
Type your name if submitting an electronic copy.  You can withdraw your consent at any time by contacting 

  

Given Name Family Name 

Mode (FT / PT)             Level of study (eg 1 or M) Luton  Bedford  College Site   Hospital Site  Other  ........................... 

 

 

This section allows you to provide an overview of your claim.  You will still need to provide official evidence to support your application  

       

     

mailto:mitigation@beds.ac.uk

