Plymouth University


Regulations on Late Coursework and Extenuating Circumstances
(Late Coursework Regulation revised with effect from September 2011 intake- see guidance notes attached)
These Regulations apply to students on all taught programmes of study
Late coursework

1
Coursework which is percentage marked and submitted after the deadline date and time will be capped at the minimum pass mark within the first 24 hours of the deadline and will be awarded a mark of zero if submitted more than 24 hours late
 
.  Coursework which is assessed on a pass/fail basis will be deemed to be a Fail if submitted at any time after the deadline date and time. 

2
Extensions to deadlines for submission of coursework may not be granted by members of academic staff.  A student who misses a deadline or believes that he or she will miss a deadline due to circumstances beyond her/his control should submit extenuating circumstances in accordance with these Regulations.  The student will normally be permitted a maximum of 20 working days (excluding any holiday period) from the original deadline for the submission of the work.
  This additional period will NOT apply to the resit period for which an absolute deadline is already established, nor to any other deadline date for marks to be considered by Subject Assessment Panels/Award Assessment Boards.  The final deadline for submission of the coursework will be confirmed in writing by the Faculty Office.  

3
Coursework which is submitted after the deadline will be assessed but the results will not be entered onto the official record until the Screening Committee (see below) has considered any extenuating circumstances.  Informal feedback may be given on the quality of the work submitted.  If the circumstances are deemed valid, the actual result achieved will be entered onto the record and submitted to the Subject Assessment Panel and Award Assessment Board.  
4
If the circumstances are not considered valid, coursework which is percentage marked and submitted after the deadline date and time will be capped at the minimum pass mark within the first 24 hours of the deadline, and will be awarded a mark of zero if submitted more than 24 hours late.  In the case of assessment operating on a pass/fail basis, a Fail will be recorded for coursework submitted at any time after the deadline date and time.

5
Final Stage Honours Degree students who have missed a deadline and been awarded a mark of zero for coursework comprising the single piece of assessed work in a final stage module (thereby putting at risk their Honours Degree) may submit evidence to the Screening Committee in support of a claim that they had made all reasonable efforts to submit work within the deadline and that the circumstances which prevented their meeting the deadline were outside their control. 

NOTE:  Final Year Honours Degree or Postgraduate Dissertation

A student who has extenuating circumstances which have prevented her/him from submitting a dissertation on the deadline date should submit an extenuating circumstances form (with corroborative evidence
) either on the deadline date, or a soon as possible thereafter.  A student whose claim is deemed valid will normally be permitted a maximum of 20 working days (excluding any holiday period) from the original deadline for the submission of the dissertation.
In a case where a student has experienced more extreme circumstances, the duration and severity of which will prevent the submission of the dissertation within 20 working days, the Screening Committee should be provided with additional information about current progress with the dissertation to enable an appropriate submission date to be determined (in liaison with the programme leader).

A student who, due to continuing circumstances, is subsequently unable to comply with the additional 20 day deadline given should submit a further extenuating circumstances form and corroborative evidence.4  The student should also provide additional information about current progress with the dissertation (preferably including supporting information from the supervisor so that, provided the claim is deemed valid, an appropriate submission date can be agreed (in liaison with the programme leader). 5
Extenuating circumstances

The University is committed to eliminating discrimination and providing equality of opportunity for students and has developed regulations and procedures to assist students who are either disabled or have experienced exceptional medical or personal circumstances by attempting to minimise any adverse impact on their study and performance in assessments.  

The University’s aim is to ensure, as far as is possible, a ‘level playing field’ by providing appropriate forms of support to enable students to undertake assessments and achieve the learning outcomes of modules.  It is not the intention of the extenuating circumstances procedure to mitigate failure or give students an unfair advantage over their peers.  Indeed, if extenuating circumstances are deemed valid, the Award Assessment Board will normally offer a student another attempt at the assessment without penalty, thus if the assessment affected by the circumstances was a first/second or third attempt, the student will be offered a sit/submit as if for the first/second or third time.  

The extenuating circumstances procedure is not intended to be used as an alternative complaints process, nor should it be perceived by students as being open to tactical use.

Note :  

A
Where a Faculty identifies a student who appears to have health or personal problems, (for example, where a student has submitted claims for extenuating circumstances for the same reason on two occasions, or a student has had problems across a large number of modules culminating in lack of submission and/or failure) the student will be recommended to see the appropriate professional within the University (i. e. Occupational Health Nurse with respect to health problems, Disability Assist Services for students with disabilities or mental health problems, or the Counselling Service for other personal problems) or could be directed to the Students’ Union prior to a Case Conference being held.  A ‘Case Conference’ should be convened by the Faculty Registrar with membership including the Programme Manager, appropriate professional staff, and representative of the Students’ Union (if involved in providing advice to the student) to discuss the assistance or support which could be provided for a particular student.  The student would be invited to attend the Case Conference, or part of the meeting, as deemed appropriate by the Faculty.  The Case Conference will discuss the student’s history and current difficulties and will recommend the most reasonable way forward.  Proposed actions will be carefully minuted and could be discussed in confidence with the External Examiner, and will subsequently be forwarded to the Award Assessment Board for approval.   The student would receive written confirmation of any recommendations, together with any support to be put in place and the action that has been agreed, e.g. transfer to part-time mode, revised deadlines for submission of outstanding work, or delay of assessments until the ‘refer’ period.  Ongoing case conferences will be required in some cases in order to monitor and review arrangements for students who have continuing health or personal problems.  Case Conferences may be used to set appropriate targets which will then be reviewed at subsequent meetings.
B
Where a student is aware that particular circumstances, be they work-related, family or financial problems, or any other issues, are likely to interfere with their ability successfully to complete their academic work in any academic session, it is possible for the student to interrupt studies temporarily and to return to complete the programme of study when the problems are not so great. There is no limit to a student’s ability to do this provided that they remain within the maximum period of registration established for their programme of study.   It may also be possible for a student undertaking a full time programme to transfer to part-time study so as better to balance academic and other commitments.  Students should discuss these options with their Faculty Office.   

C
A student whose health problems prevent her/him from completing her/his award during the normal period of registration (or exceptionally, with only one year’s extension), and a student whose health has prevented her/him making academic progress, for example, in a second repeat of Year 1, may at the discretion of the Award Assessment Board, be required to interrupt their studies or withdraw from the programme.  (See Regulation 6.3).  This is subject to a Case Conference having been held.
The difficulties experienced by students can be broadly categorised as follows:-

· On-going Disability supported by Disability Assist , e.g. sight impairment

· Temporary Acute Conditions, e.g. broken wrist

· Chronic Ill-Health

· Extenuating Circumstances, i.e. unexpected, normally short-term problems of a personal or medical nature

On-going Disability supported by Disability Assist (DAS)
Disabled students will have been assessed by DAS and will have an ‘Examination Provision’ in place (for example, examination papers translated into Braille together with an amenuensis) or will have opted for one of a range of inclusive assessments, or an alternative assessment will have been agreed, e.g. viva voce examination in place of a formal written examination.  Any alternative assessment must be agreed as part of a consultation between DAS and the Programme Manager.  It is anticipated that the Examination Provision or choice of different assessment will have addressed the issue of the support required for assessment, and the extenuating circumstances procedures will not be required unless other issues have arisen which fall into one of the other categories above.  (See “Students with Disabilities or Other Temporary Injuries and Conditions: Guidelines for Assessment”).

The examinations timetable is issued end of February and students with modified assessment provision will receive an individual timetable.   Where students have approached DAS late in the academic year the university will, where possible, implement any arrangements agreed after the timetable has been issued.  Where this is not possible, students will be notified immediately that the provision cannot be put in place and should submit an extenuating circumstances form (with corroborative evidence from DAS) to the Faculty Screening Committee by the deadline dates published in the Faculty.  
Students with suspected Dyslexia will have received advice from DAS about assessment and will be offered a diagnostic appointment (the student has the option to pay for an external diagnosis and can be provided with names of approved assessors if they wish to have a very fast diagnosis).  Once they have received a formal diagnosis the student should take a copy of the diagnostic report or ‘immediate feedback following cognitive assessment form’ to their Faculty Office together with an extenuating circumstances form.  The form and report should be submitted at least two weeks prior to the date of the Award Assessment Board meeting.  There would be no additional requirement for a letter to be written by DAS staff to accompany the diagnosis at this stage.  If the diagnosis is delayed, it is possible, exceptionally, for the student’s results to be deferred pending the receipt of a formal diagnosis – the student would need to complete an extenuating circumstances form together with a letter from DAS to confirm that an appointment for a diagnosis has been booked.  In such a case the absolute deadline for submission of the diagnostic report would be two weeks following the date of the Board.  This absolute deadline will be strictly adhered to in order that reasonable and fair decisions about progression can be made by the Award Assessment Board and students can be permitted time, if allowed, to undertake referred examinations.
Temporary Acute Condition, e.g. broken wrist 

Students with temporary acute conditions will have been assessed following the procedure contained in “Students with Disabilities or Other Temporary Injuries and Conditions : Guidelines for Assessment” both in terms of providing additional support for study and to put in place an appropriate arrangement to address any difficulties with assessment.  It is anticipated that the extenuating circumstances procedures will not be required unless other issues have arisen which fall into one of the other categories above.  

Chronic Ill Health

Chronic ill health encompasses medical conditions which 

· Are persistent, often lasting for more than three months, and often life-long

· Cannot be solved in a short time, or which will recur regardless of action, or which need to be managed on a long-term basis

· Are a long-term or permanent illness that often results in some type of disability and which may require a person to seek help with various activities

· Can be managed but can ‘flare-up’

Examples of conditions which fall into this category are: Cystic Fibrosis, Costochondritis, Fibromyalgia, Chronic Fatigue Syndrome (ME), Psychosis, Bipolar Disorder.

Most students with chronic ill health will be identified at the admissions stage, and will be seen by Disability Assist to ensure appropriate support is in place.  Some students, however, will develop conditions during the period of their study at the University, or previously undeclared conditions may become more serious or difficult to manage.  If a student feels s/he is in difficulty, or is identified as being in difficulty, there should be a Case Conference including the student, Programme Manager/Module Leader (as appropriate) Faculty Registrar and representative of DAS to discuss the support available.  The meeting will explore all the difficulties (i.e. outstanding work) and the options for the student, e.g. adjusting deadlines for submission, transferring to part-time mode or temporary suspension of studies.  Agreements reached at the meeting will be confirmed in writing to the student. 

A student who has chronic ill health will be required to complete a Chronic Ill Health Notification Form for the initial notification of their condition and provide supporting evidence from the hospital consultant, an appropriate specialist or a General Practitioner.  The evidence must include confirmation of the condition, prognosis, duration dates and a description of the symptoms during acute episodes.  The form must be submitted to the Faculty Registrar who will notify the Programme Leader, Module Leader(s) and Disability Assist Services.
Students with chronic ill health should be regularly monitored by a Case Conference.

Any student with chronic ill health who suffers an acute episode which affects assessment should submit an extenuating circumstances form to confirm the particular modules affected (see procedure in section below) but will NOT normally be required to submit further corroborative evidence.  Additional evidence will only be required if there is a change in their condition, i.e. a significant improvement or deterioration.
Extenuating Circumstances

This Regulation applies to students who have registered for one or more modules, started their studies, and then found themselves in circumstances outside their control which impacted on their performance in one or more elements of assessment. 

1. Definitions

1.1
Extenuating circumstances are circumstances which 



are exceptional;

are outside the student’s control;

can be corroborated by independent evidence;

occurred during or shortly before the assessment in question; and

may have led to an unrepresentative performance in relation to the student’s previously demonstrated ability  

1.2
It is difficult to lay down hard and fast rules about extenuating circumstances which may be deemed valid or not, but examples of specific circumstances are given in an Appendix to these Regulations, for guidance of students and Screening Committees.

2 Submission of information on extenuating circumstances

2.1 Students who wish extenuating circumstances to be considered should obtain an Extenuating Circumstances Form from their Faculty/School Office.  The form should be completed, corroborating evidence attached, and the student should obtain the appropriate signature (usually either of his or her Programme Co-ordinator or of Faculty Office staff - the Faculty/School Office can advise).  The Programme Co-ordinator will not sign the form without corroborating evidence.

2.2
Once the form has been signed, the student should keep the bottom copy and take the top two copies to the Faculty/School Office. 

2.3 Extenuating circumstances claims should be submitted as soon as feasible.  In the case of assessed coursework/major project/dissertation or equivalent, extenuating circumstances claims should be submitted as soon as possible, so that where appropriate claims may be considered before the submission deadline, and no later than five working days after the deadline for the submission of the work (except where prevented by the nature of the circumstance from so doing).  If a student has submitted a claim of extenuating circumstances in advance of a submission deadline, has not received formal confirmation of the outcome from the Screening Committee, and is in any doubt as to whether the circumstances will be deemed valid, he or she should consult the Faculty Registrar.  Extenuating circumstances claims with respect to formal examinations should be submitted no later than the Monday after the end of the formal examination week. 
3 
Corroborating evidence

3.1
All claims of extenuating circumstances must be accompanied by independent corroborating evidence.  That evidence must be specific about the nature, timing and severity of the problem and if possible provide an independent assessment of the effect the problem may have had on the student’s performance.

3.2
Corroborating evidence may include:

· A medical note confirming a medical or psychological condition (provided at the time when the student was suffering from that condition).  Where alternative assessments are required, the university may require a more in depth (and perhaps independent) assessment of the student’s condition.
· A letter from a counsellor (either a member of the University Counselling Service or a qualified counsellor working outside the University) confirming a personal, psychological or emotional problem for which the student has been receiving counselling.  (NOTE:  The University’s Counselling Service will only provide a letter of support if it has knowledge of the student‘s circumstances, and the student was a client of the Service during the relevant period.  No student would be able to see a counsellor just in order to obtain an extenuating circumstances letter.)

· A note from the Accommodation Office confirming a particularly severe accommodation problem

· An official document such as a police report including a police reference number, court summons or other legal document 

· A letter from a solicitor, social worker or other official agency

· An insurance claim document supported by a letter from the insurance company.

· Corroboration from support staff in e.g. the Chaplaincy,  Student Funding, or the University Health Service, with whom the student has previously been in contact about ongoing difficulties, or from an examination invigilator about illness during an examination

· Academic staff who have been closely involved in the pastoral care of a student may submit written evidence which corroborates the student’s account, but in order to avoid allegations of unfair treatment and to ensure consistency of practice, such evidence must be countersigned by the member of staff designated as responsible for the co-ordination of pastoral care within the School.  It is the responsibility of the staff member concerned to obtain a valid countersignature.  Staff who have signed a student’s Extenuating Circumstances Form should not normally participate in discussions of the claim at the Screening Committee.
3.3
Full-time students may not make an extenuating circumstances claim relating to pressures of work, since such students have by implication made a commitment to make available the time necessary for study.  Part-time students in full-time employment, who wish to make claims based on exceptional pressures in their employment, must submit corroborating documentary evidence (e.g. a letter from their employer) which confirms the particular circumstances, explains why they are exceptional and outside the student’s control and formally supports the student’s claim.  Where a student is self-employed, she or he must provide independent evidence to support the claim that the pressures are exceptional and outside the student’s control.
3.4
Students should not seek to obtain corroborating evidence retrospectively.  Any certificate or other medical note where the date of the certificate is after the date(s) of the illness may not be accepted.

4 Confidentiality

4.1
The University understands that students may be reluctant to disclose confidential personal information.  However, students can be assured that all claims of extenuating circumstances are deemed to be confidential to the Screening Committee and to the relevant Award Assessment Board and will not be disclosed outside those meetings (other than if they need to be considered as part of a student appeal).

4.2  If a student is reluctant to disclose information of a particularly personal nature, he or she may enter the word ‘Confidential’ on the form in the boxes headed ‘Brief Description’ and ‘Comments’ and attach written evidence in a sealed envelope.  The information will then be made available only to the Chair of the Screening Committee, the Chair of the Award Assessment Board and the external examiner.  

4.3 Personal Tutors (and possibly other staff) may need to be notified about the outcome of their tutee’s extenuating circumstances claim, although not the details of the case.

5 
Consideration of extenuating circumstances: Screening Committee

5.1 Each Faculty has established a Screening Committee to consider claims of extenuating circumstances.  The Screening Committee will include in membership the Faculty Business Manager, or nominee, (who may also be the Chair), plus appropriate academic staff who may include Scheme or Programme Co-ordinators, Programme/Senior Tutors, and/or welfare tutors as appropriate. 
5.2
The purpose of the Screening Committee meeting is to determine whether the extenuating circumstances submitted are valid within the Regulations (that is, that they are exceptional, outside the student’s control, and corroborated by appropriate independent documentary evidence).  A Screening Committee must accept the professional recommendation of a medical practitioner or qualified counsellor regarding the effect on a student of a particular condition or problem
. 

5.3
Screening Committees will meet at least twice in each academic session.  One meeting will take place towards the end of the first term, before the meeting of the group responsible for verification of marks.  Another meeting will take place before the meeting of Subject Assessment Panels and Award Assessment Boards.

5.4
Screening Committees are encouraged to meet more frequently as necessary to consider particularly claims relating to postgraduate programmes (which operate over a 45-week academic year) and to late submission of coursework
.

5.5
The Faculty Business Manager, or nominee (and Chair of the Committee if that is not the FBM or nominee) may be authorised to approve extenuating circumstances claims outside formal meetings, where the claim is clearly valid under University Regulations and established case law. If the Faculty Business Manager, or nominee, and Chair are not convinced that a claim is valid, it must be considered by the Screening Committee at its next meeting. All claims accepted outside meetings of the Screening Committee must be reported to the Committee at the next available opportunity. 

5.6
A meeting of a Screening Committee will not be invalidated by the unavoidable absence of any member, provided that the Faculty Business Manager, or nominee, and Chair (if that is not the FBM or nominee) agree that sufficient expertise is available to enable the Committee to make informed decisions.
5.7
If a Screening Committee does not consider that it has sufficient corroborating evidence the Chair of the Panel will liaise with the Chair of the relevant Award Assessment Board and the student as appropriate in order to secure such additional evidence as may be deemed necessary.
5.8
Screening Committees are required to notify students of the outcomes of their claims for extenuating circumstances and, where a claim has been deemed invalid, must explain why this decision has been reached.

5.9
Screening Committees are required to highlight the serious complex cases which require consideration by the Award Assessment Board, but the Board will NOT discuss the circumstances in detail.

6 Consideration of Extenuating Circumstances: Award Assessment Board

6.1
If the circumstances are deemed valid they will be forwarded to the Award Assessment Board for consideration.  Extenuating circumstances may be taken into account not only where a student has failed an assessment or part of an assessment but also to compensate for performance which is not as good as might have been expected.  The Award Assessment Board may consider extenuating circumstances in mitigation of 

· Atypical or uncharacteristic performance

· Failure to attend (an) examination(s), end-of-module test(s) or in-class test(s)

· Failure to submit work by the appointed time

· Failure in the relevant assessment

· Failure to meet other programme requirements

6.2
Students with extenuating circumstances would normally be required to undertake an assessment as if for the first time (or second/third time in the case of extenuating circumstances affecting a resit/retake), unless they were unlikely to be able to complete further assessment as a consequence of the circumstances.  Boards would have the discretion to seek advice from Occupational Health if there was a dispute as to whether a candidate was or was not able to undertake further assessment.  The final decision of the Board must take into account the programme requirements and ensure the learning outcomes are fulfilled.

6.3
A student whose health (or other) problems will prevent her/him from completing her/his award during the normal period of registration (or exceptionally, with only one year’s extension), or a student whose health (or other) problems have prevented her/him making academic progress in the previous session, for example, in a second repeat of Year 1, may at the discretion of the Award Assessment Board, be required to interrupt their studies or withdraw from the programme.  This is subject to a ‘Case Conference’ having been held.
· The Board will determine the period of interruption, bearing in mind the maximum period of registration for the programme.  

· Students should have been asked to see the appropriate specialist (i.e. 
Occupational Health Nurse with respect to health problems, Disability 
Assist Services for students with disabilities or mental health problems, 
or Counselling Service for other personal 
problems) or be directed to 
the Students’ Union prior to a Case Conference being held.   

· The Case Conference should be convened by the Faculty Registrar with       
membership including the Programme Manager, appropriate 
professional staff, a representative of the Students’ Union (if involved in 
providing advice to the student), to discuss the assistance or support 
which could be provided for a particular student.  The student would be 
invited to attend the Case Conference, or part of the meeting, as 
deemed appropriate by the Faculty.  The Case Conference will discuss 
the student’s history and current difficulties and will recommend the most 
reasonable way forward.   Proposed actions will be carefully minuted 
and could be discussed in confidence with the External Examiner and 
will subsequently be forwarded to the Award Assessment Board for 
approval.  The student would receive written confirmation of any 
recommendations, together with any support to be put in place and the 
action that has been agreed, e.g. transfer to part/time mode, revised 
deadlines for submission of outstanding work or delay of assessments 
until the ‘refer’ period.  Ongoing case conferences will be required in 
some cases in order to monitor and review arrangements for students 
who have continuing health or personal problems.  Case Conferences 
may be used to set appropriate targets which will then be reviewed at 
subsequent meetings.

· The Award Assessment Board has the discretion to require any student 
who has failed to fulfil the agreed outcomes of a Case Conference to 
interrupt their studies or withdraw from the programme.
· Return to the programme following a period of interruption would be subject to confirmation from the appropriate specialist (i.e. Occupational Health Nurse with respect to health problems, Disability Assist Services for students with disabilities or mental health problems, or Counselling Service for other personal problems) that the student was fit to resume studies.

· Faculties will be required to monitor a student’s return to study following 
interruption of studies.

· If a student has been required to interrupt with the possibility of 
returning when fit to do so, but returns with appropriate medical 
certification to re-enrol, the University reserves the right for the relevant 
Faculty to hold a Case Conference to determine whether in its 
view it is 
appropriate for the student to be permitted to re-enrol or to be advised to 
further interrupt their studies.
6.4
A student who has developed health (or other problems) which now prevent her/him from meeting the learning outcomes of a programme (for instance where a viable alternative assessment cannot, following discussion between the student, programme manager and DAS, be identified) may, at the discretion of the Award Assessment Board, be required to transfer to an alternative programme or withdraw from the programme and be granted the appropriate exit or aegrotat award.  (This is subject to a ‘Case Conference’ having been held)
7 Appeals

A student who has not submitted a claim of extenuating circumstances under this Regulation will not normally be able to use extenuating circumstances as the basis for a subsequent appeal.
Initial Regulations approved initially by Academic Board on 17 January 1996.  Minor amendments approved July 1996.  Document revised and approved by Academic Board 30 June 1999.  Minor Amendments July 2000 and October 2004.  Revised Principles contained within the Revised Regulations (Interim Version) agreed by Learning and Teaching Committee June 2007, amended August 2008;amended November 2009;  Late Coursework rule revised with effect from September 2011.
Appendix

The following are only examples of claims which may or may not normally be considered valid.  The key issues in all cases will be whether the claim meets the requirements in the Regulations that the circumstances are exceptional, outside the student’s control and corroborated by independent evidence.  

It is not possible in many cases to lay down hard and fast rules.  For instance, the University would not normally accept claims relating to travel delays which a student might be expected to have planned for, but if the delay were exceptional, a claim would be considered.  Similarly, a cough, cold or throat infection during a term would not normally be a valid extenuating circumstance, since students would be expected to plan their work taking into account the likelihood of minor disruptions: a student on a perfumery programme for instance may be disadvantaged by loss of the sense of smell as a result of a cold and could then have a valid claim.
Medical certification would not automatically be accepted in cases where it verified a minor illness which within the regulations would not normally be deemed valid for, e.g. coursework submission, or simply reports a student’s claim that s/he felt unwell.     

The University will not accept claims relating to computer failure, corruption of data by virus or software application, inability to print work or network failure, since students are expected to keep back-up copies and to plan their work so that they have time to manage computer/printer failure.

Full-time students may not claim pressure of work as an extenuating circumstance, since the commitment to full-time study implies a commitment to make available the time necessary.  Part-time students in full-time employment may claim pressure of work, corroborated by independent documentary evidence that the pressures are exceptional, unpredictable and outside the student’s control.

Examples of circumstances which would not normally be considered valid

· Alarm clock did not go off

· Car broke down, train/bus delayed or cancelled, other public transport problems (unless the student can demonstrate that he or she had allowed adequate time to compensate for such problems as might reasonably have been anticipated)

· Child care problems which could have been anticipated

· Accidents or illness affecting relatives or friends (unless serious, or the student is a sole carer)

· Unspecified anxiety, mild depression or examination stress

· Cough, cold, Upper Respiratory Tract Infection, sore throat, minor viral infection, unless the illness was at its peak at the time of an examination, end-of-module test or in-class test and the corroborating evidence refers to the impact on the student’s performance

· Financial problems (other than cases of exceptional hardship)

· Holidays, house moves, family celebrations or other events where the student either has control over the date or may choose not to participate

· Computer problems, corrupt data, disk or printer failure or similar

· Problems with postal delivery of  work (unless recorded delivery or registered mail)

· Pregnancy (unless specific complications)

· Time management problems (e.g. competing deadlines)

· Appointments (legal, medical etc) which could be rearranged

· Territorial Army commitments or similar (unless unavoidable)

· Sporting or recreational commitments (unless the student is representing the University in national competition or representing his/her country in international competition)

· De-registration

Examples of circumstances which might be considered valid

· Hospitalisation, including operations

· Long-standing health problems

· Personal or psychological problems for which the student is undergoing counselling or has been referred to a counsellor or other qualified practitioner

· Chronic illness

· Childbirth (including a partner in labour)

· Bereavement causing significant impact/effect

· Major accident or injury, acute ailments or conditions which coincide with an assessment deadline or an examination or test, or are sufficiently long-lasting to impact on a significant part of a term
· Clinical depression or other mental health problem

· Recent burglary/theft/serious car accident

· Jury Service which cannot be deferred

· Representing the University at national level or his/her country at international level in a sporting event

· For part-time students in full-time employment, exceptional pressure of work or permanent change of employment circumstances

· Late diagnosis of, for example, dyslexia, resulting in no support or examination provision.  (see paragraph on ‘On-going Disability supported by Disability Assist (DAS) )
· Separation or divorce - student or parental (provided the facts and the effects are independently corroborated  - see regulation 3.2 for form of evidence accepted) 
· Unavailability of the student portal prior to the deadline for an assignment or examination where it has been confirmed by the module leader that this would have had a material effect on the preparation for an assessment.  





Approved June 1999






Amended June 2007 and August 2008
Amended Policy - Penalty for Late Coursework

Implementation from September 2011

A proposal from the University’s Academic Regulations Sub-Committee to amend the policy on the penalty for late coursework has been endorsed by the University’s Academic Board.  If you have enrolled to start a programme from September 2011 or have enrolled recently to continue your programme, you will be subject to the new policy from now on.  If you are a postgraduate student in the process of completing your dissertation, or are completing an academic year that has yet to finish (ie January intake) you will continue to follow the old regulations, until you re-enrol for your next academic year.   

The new policy states that work submitted up to 24 hours after the official deadline will no longer automatically receive a mark of zero.  Work submitted within 24 hours will receive a mark, but it will be capped at the normal pass mark for that module.  For the majority of undergraduate modules (those at level 4, 5 and 6) the cap will be 40% and for the majority of postgraduate modules (those at level 7) the cap will be 50%.

Work that is submitted more than 24 hours after the official deadline will continue to receive an automatic mark of zero.

If you have valid extenuating circumstances for late work, the policy has not changed - the actual mark achieved will be recorded against that submission, no capping will apply.

The additional 24 hours will run from the original hand in date and time to the next University working day; for example a submission with an official deadline of 3.00 pm on Thursday 24 November if handed in before 3.00 pm on Friday 25 November, will be marked but receive the maximum of 40%, if handed in after 3.00 pm on Friday 25 November, the work will receive a mark of zero.  Note – the next University working day may not be in student term time; please see table below for dates applicable for academic year starting September 2011 outside of standard term time.

	Official Deadline
	Deadline for Capped Mark

	Friday 16 December 2011
	Monday 19 December 2011

	Friday 30 March 2012
	Monday 2 April 2012

	Thursday 5 April
	Tuesday 10 April 2012

	Friday 4 May 2012
	Tuesday 8 May 2012

	Friday 25 May 2012
	Monday 28 May 2012

	Friday 1 June 2012
	Wednesday 6 June 2012

	Friday 24 August 2012
	Tuesday 28 August 2012


Assessment which is assessed as Pass/Fail only is exempt from this amendment; any work submitted after the official deadline, without valid extenuating circumstances, will be considered a Fail.

This policy is applicable to all assessment via any submission method, including the coursework submitted in Faculty Offices or the electronic submission system Scolar, etc.

For submissions via the Faculty Office and Scolar, the automatic confirmation email sent to your Plymouth University student email account will clearly indicate submissions which were submitted within time, up to 24 hours late and those submitted beyond 24 hours.  
� 	In the case of deadlines on Friday or the last day of term, the 24 hours would apply to the next University working day, irrespective of programme term dates.


� 	Some programmes may be exempted from the ’24 hour’ rule due to accrediting/validating body requirements.


� 	There may be instances where, because of the nature of the assessment task, a period of more or less than 20 days is permitted.  Where this is the case, tutors should notify students and the Faculty Office in advance. 





� 	Evidence would not be required for students who are under the ‘Chronic Ill 	Health Procedures


� 	At the discretion of the Screening Committee, the submission date could be a	date commensurate with the actual period of the circumstances or the next 	normal submission date for the module.


� 	But in the absence of an opinion from eg a medical practitioner as to the 	impact of the illness or condition the Screening Committee may use its own 	judgement to determine whether the circumstances are likely to have had an 	impact on performance.  See also the Appendix for examples of conditions 	which would not normally be considered valid extenuating circumstances. 


� 	Screening Committees may find it useful to meet regularly to allow time to 	seek additional corroborating evidence from students as necessary, and to 	provide the opportunity to notify students formally of the outcomes of their 	submissions.  
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