
Guidance on completing the COBC Extenuating/ Mitigating Circumstances form. 

See your Student Handbook for full details about Extenuating/Mitigating Circumstances. 

A decision will not be made on your claim unless your form is completed in full and corroborative evidence attached. 

The form must be submitted as soon as possible after the onset of the circumstances, and no later than 5 working days 
after the date of the first assessment affected or 10 working days for Plymouth University (except where the 
circumstances themselves mean that you are unable to do so, but in these circumstances we would advise you to make 
contact with a member of Faculty staff as soon as possible).  

Your circumstances will be valid only for the duration of the corroborative evidence attached to the form and for the 
modules you state. 

CORROBORATIVE EVIDENCE 
Your form must be accompanied by corroborative evidence. This could be: 

 a medical note confirming that you had a medical or psychological condition  

 a letter from a counsellor, confirming a psychological or emotional condition for which you have been receiving 
counselling;  

 a letter from the Student 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, supported by a letter from the insurance company;  

 statements from support staff in the College who may have been involved in ongoing problems you have had.  

 a member of academic staff who has been closely involved in your pastoral care MAY corroborate your extenuating 
circumstances.  This will require them to discuss your case with another member of academic staff, so as to avoid 
allegations of unfair treatment and ensure consistency of practice.  Both members of staff will sign the corroborative 
evidence. 

Corroborative evidence must specify the nature, timing and severity of the problem and, if possible, provide an 
independent assessment of the effect that the problem may have had on your performance. 

Corroborative evidence must be obtained when the problem existed. Any certificate or other medical note which 
post dates the date of the illness may not be accepted. 
 
You must ensure that you list all the modules affected, giving code, title and assessment. 

CHECKS/SIGNATURES 
 double check that you have listed all the modules affected 
 check you have listed each assessment affected 
 check that you have attached corroborative evidence and that all dates correspond 
 sign and date the form 
 pass the form to an appropriate member of staff for signature. This will normally be the Programme Leader or Module 

lecturer  

Once the form has been signed, you must submit it to the HE Quality Manager, HE Office, B2.08, Ashley Down.  You are 
advised to keep a copy which you should keep until after the results are published and appeals are concluded. 
If valid, for, University of Gloucestershire the exam board will be notified of the outcome and either offer you a chance 
to repeat the assessment or complete an equivalent piece of work. 
If valid for Edexcel, University of Plymouth, University of Bristol and University of Bath Spa you will be allowed 
an additional time, speak to your Programme Manager as the time varies between Universities; it is your responsibility to 
hand the work in within that period. On applying for extenuating circumstances you should continue to work on 
your assignment and hand it in; do not wait for the letter confirming the validity of your application.  
 
 
If chronic ill health affects your studies and assessments then you need to complete a chronic ill health form.  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 you to 
seek help with various activities 

 Can be managed but can ‘flare-up’ 
 
Once your claim is validated you will not need to provide further evidence to support a claim for extenuating 
circumstances in the current academic year. Claim forms are available in the HE Student room or from the HE Office. 


