
Extenuating 
circumstances
Our fact sheets are based on the University’s regulations and associated guidance, which is 
available on the UAL website:  
www.arts.ac.uk/study-at-ual/academic-regulations 

If you are unsure about anything written below, please check with the Students’ Union 
Advice Service or the University.

What?
Extenuating circumstances (often referred to as EC) are seen as factors beyond a student’s 
control that impact upon their ability to complete their academic work. Examples of 
extenuating circumstances include ill health, bereavement and being a victim of crime. The 
University’s guidance  include a table outlining acceptable and unacceptable reasons for a 
claim (search for ‘extenuating circumstances’ on the UAL website), which although can be 
a useful starting point, does not cover every possible scenario. The University’s extenuating 
circumstances process allows the Exam Board to take into consideration a student’s 
circumstances when they consider their grade(s).

How?
If you feel your work is being affected by extenuating circumstances, you should submit 
a claim as soon as possible. You can do this by completing an extenuating circumstances 
form (this can be found on the UAL website) and submitting it to your college administration 
office. If you are unable to submit your claim in person, you should be able to email it instead 
so either ask the Students’ Union Advice Service or your college for the address. You will 
require evidence with your claim (see below).

Evidence
The University’s guidance, as well as the form itself, outline the kinds of evidence required 
in various scenarios. If your claim is based on ill health, you will normally require signed 
and dated documentation from a medical practitioner, such as a doctor’s note. This should 
include any diagnosis, your symptoms and the impact on yourself around the time of 
assessment(s). The University has produced some guidance on the details required from 
medical practitioners, which you can find on their EC web page. In certain cases, a letter from 
the University Counselling or Mental Health Advice Service may be accepted however we are 
unable to guarantee this.

When?
The deadline to submit a claim is one week before the Exam Board meet, however you 
should submit it as soon as you can (and before the assessment(s) in question where 
possible). If you don’t know when the Exam Board meets, check with your college 
administration office. 

Next steps?
You will find out within 24 days if your claim has been validated (ie. if the college extenuating 
circumstances panel feel the reason for your claim and the evidence provided is acceptable). 
Your claim will then be considered by the Exam Board who will decide what (if any) impact 
was had on your academic performance. The Exam Board could decide that you should 



be allowed to repeat the piece of work without a cap on the mark, they could accept a late 
submission without penalty or they could adjust your mark by one increment. Even if your 
claim is validated by the college extenuating circumstances panel, there is no guarantee that 
this will change the Exam Board’s decision.

Tips
• If you require any additional supportor adjustments in order to access the process, 

please let the University know.  

• Ensure you include all assessments that have been impacted on your form – if it’s not 
included then the Exam Board can’t consider it. 

• If your circumstances relate to an ongoing health condition, such as depression, you need 
to demonstrate how they were unforeseen. This could be by evidencing a worsening in 
your symptoms or significant side effects of new medication. 
 
Deadline extensions are not awarded for extenuating circumstances. The Exam Board 
may decide to remove a late submission penalty, however an extension will not be 
arranged in advance (and therefore the regulations tell you to submit your work, even if 
it’s not quite finished). The only exception to this is if you are in receipt of adjustments as 
a result of a disability or learning need (see below). 

• Accessing support can help you in the long run. If you have an ongoing health condition 
(including mental health problems), you may be considered disabled and therefore 
entitled to reasonable adjustments such as deadline extensions. You can contact the 
Disability Service for further information: disability@arts.ac.uk 

• Consider all of your options. If you are experiencing problems that will continue to affect 
you for a long period of time, you may wish to consider taking time out. Not all students 
will be eligible to take time out, so it is important to speak with your Course Leader as 
soon as possible if you wish to explore this option. 

How can we help?
The Students’ Union Advice Service is independent from the University and plays no part 
in the decision-making process. We can, however, advise you through the procedure and 
provide guidance on making your case as strong as possible. We will be honest and explain 
if your circumstances are unlikely to be validated – however, it is completely your decision 
whether or not to submit a claim and we will provide you with advice regardless of the 
strength of your case. We cannot accept extenuating circumstances forms on behalf of the 
University, but we can look over a draft before you submit it to your college.

Get in touch
Phone: 020 7514 6270 
Email: advice@su.arts.ac.uk
Drop-in service: Monday–Friday, 10am–12pm 

Find out more about the Students’ Union Advice Service and how we can help:  
www.suarts.org/advice 

This information is correct as of June 2016


