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5
th
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Academic Policy and Regulations Committee 

 

Title Review on the Code of Practice on Extenuating Circumstances and 
Fit to Sit Procedures 

Author / Contact Sarah Egan, Academic Policy and Standards Officer, Registry 

Executive summary The Code of Practice on Extenuating Circumstances and Fit to Sit Procedure 
was implemented in 2011/12 and replaced the University’s Mitigations 
procedure.   The Review has been considered by a Working Group and 
proposals circulated widely within Colleges. 

 

Major changes: 

1. An extended ‘options’ system for extenuating circumstances to draw 
together all the options available for dealing with individual student 
cases. 

2. Reporting of illness/ extenuating circumstances occurring during an 
exam within 24 hours of the exam taking place. On presentation of 
appropriate evidence the assessment will be set aside and a 
deferred examination scheduled for the next available sitting. 

3. Allowing supplementary first sit examinations for all final year 
students. 

4. Removal of the terminology ‘Fit to Sit’, instead referring to 
‘Examination Deferrals’. 

5. Creating an option for requesting Alternative Arrangements for 
examinations – to be considered by the Exams Office. 

6. Updating the section of the Code of Practice relating to extensions; 
adding detail to enable a final cut off for extending work and 
clarifying the route for agreeing extensions for Joint Honours 
students. 

7. Inclusion of a clause relating reasonable flexibility when considering 
part-time and distance learning students. 

 

Minor changes to text: 

8.  Use of the term ‘Registered Student’ will be replaced with ‘Student’ 
and a preamble added detailing the statuses that the Code applies 
to.  

Impact on current 
legislation / codes 

The changes proposed will result in substantial revisions to the Code of 
Practice on Extenuating Circumstances and Fit to Sit Procedures and will be 
re-titled the ‘Code of Practice on Extenuating Circumstances’. 

Timing of 
implementation 

For implementation from 1 August 2014 to enable inclusion in handbooks 
and induction programmes.   

 

The supplementary examination period for 2013/14 will remain under the old 
Code of Practice, with the new Code applying to examinations from the 
2014/15 session. 
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For APRC APRC.14.02.02 
5

th
 February 2014  

 
 

 
Amendments to the Code of Practice on Extenuating Circumstances and Fit to Sit Procedure 

 
 

1. Topic and purpose of Paper 
 

The Committee is invited to consider and, if thought appropriate, to approve amendments to the 

Code of Practice on Extenuating Circumstances and Fit to Sit Procedure, with effect from 1 

August 2014.  A full amended copy of the Code of Practice is included in Appendix 1.  For the 

purpose of this document the revised numbering of the amended Code will be used.   

2. Overview of the proposals 
 

All the additions, deletions and insertions to the Code of Practice on Extenuating Circumstances 

are included in Appendix 1.  Where a change will have wider implications on the procedure 

further guidance will be given in this paper.  Other smaller text based changes will only be listed 

in Appendix 1.   

3. Background and Argument to support proposals 
 

The Code of Practice on Extenuating Circumstances and Fit to Sit Procedure was implemented in 

2011/12 and replaced the University’s Mitigations procedure.  When the new Code was 

introduced it was envisaged that there would be a review of its implementation at an appropriate 

date.  The review was conducted as follows: 

3.1  A Working Group consisting of one member from each College together with the Vice 

President, Welfare, from the Guild of Students, and representatives from Student Support 

Services met to discuss the Code and an appropriate remit for revisions.  Professor Jeff 

Bale, Pro-Vice-Chancellor, Education, Chaired the Working Group.  Proposals emerging 

from previous discussions with the Guild along with the views of the College 

representatives were debated. 

3.2 Following the Working Group meeting a proposal paper was circulated to the members 

and widely disseminated within Colleges.  The level of engagement was high with each 

College returning feedback; many having discussed the proposals with relevant 

colleagues and at appropriate Committees.  For example, in the College of LES, the 

representative constructed a questionnaire based on the proposals and gained 

responses from approximately 35 colleagues.  Comments and feedback on the proposals 

were collated and considered, and the proposals amended accordingly.  Subsequent 

meetings to discuss the feedback were held with the Pro-Vice-Chancellor, the Guild and 

the Examinations Office.  Final proposals were sent to the Working Group and other 

interested parties, such as Legal Services, for further comment.   
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Proposals 
 

4. Adding a Preamble 
 
It is proposed that a preamble is added to the Code of Practice defining the term ‘Student’ and 
listing the student statuses that the term encompasses.  The phrase ‘Registered Student’ will be 
removed from the entire document and replaced with ‘Student’.   

 
5. Removal of terminology ‘Fit to Sit’  

Upon the request of The Guild, the Working Group considered the use of the term ‘Fit to Sit’ and 

sought feedback via the consultation on whether the phrase ‘Fit to Sit’ should be removed from 

the Code.  The Guild reported that ‘Fit to Sit’ can be confusing and problematic for students and 

are seeking the removal of any reference to a student being ‘Fit to Sit’.  During the Consultation 

suggestions were made for other phrases such as ‘Prepared to Sit’ or ‘Ready to Sit’; some 

respondents welcomed the proposal to remove ‘Fit to Sit’, yet others felt it adequately reflected 

the process and should remain in place.  No strong opposition to removing the terminology was 

received.  The essence of the ‘Fit to Sit’ system will remain, but instead the system will be 

referred to as ‘Examination Deferrals’.  All references to ‘Fit to Sit’ have been removed from the 

revised Code, including the title, which will become the ‘Code of Practice on Extenuating 

Circumstances’. 

6. Grounds for Extenuating Circumstances 

 

A request was received by one College to add a clause to the Code to reflect the more complex 

circumstances of some distance learning and part-time students.  The request to add a degree of 

flexibility to the treatment of part-time and distance learning students was made on the basis that 

these students can sometimes be experiencing issues that are not currently reflected in the Code, 

such as the balance of studies and paid employment or family commitments.  Whilst the 

University holds a reasonable expectation that students will take responsibility for managing the 

balance between such arrangements, there are times that these circumstances may overtake a 

student’s ability to maintain their studies.  For such scenarios the proposal to insert the following 

paragraph is made: 

Paragraph 4.4: ‘A School’s decision on Extenuating Circumstances should take into 

account and reflect the Student’s mode of study’ 

7. Extenuating Circumstances Options (Section 7) 

 

The structure of the existing Code already provides an option system for Extenuating 

Circumstances.  A proposal is made to expand on the options currently offered to include the 

following: 

 

Option 1:  Coursework or in-year assessment – Extensions (existing option - expanded) 

Option 2:  Coursework or in-year assessment – Other Action (existing option) 

Option 3:  Request for Alternative Arrangements (new) 

Option 4:  Deferral of Examinations (revised Fit to Sit option) 

Option 5:  Reporting of Exceptional Circumstances arising during an examination (new) 

Option 6:  Extenuating Circumstances Panel Consideration (existing option)  
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Option 7:  Leave of Absence (proposal to include as option rather than elsewhere in Code0 

 

8. Extensions (Section 7, option 1) 

 

The College of Social Sciences requested an expansion to the section of the Code covering 

extensions.  In Social Sciences extensions are frequently used and currently there is no 

recommendation in the Code for a final cut-off to extended deadlines, particularly for students 

with extensions stretching into the Supplementary period and clashing with exams.  It is 

suggested that coursework extensions should not overlap with the examination periods and that 

wording in the Code should reflect this (see revised Code paragraph 7.2). 

In addition the College sought clarification on the route of approval for extensions for Joint 

Honours students.  It was agreed that in the case of short-term straightforward extensions the 

module owning School should be the authorising body.  This will be stated in paragraph 7.2.3 

9. Request for Alternative Arrangements (Paragraph 7.4) 

The Working Group noted the difficulties students face when they have a short term condition 

impacting on their ability to sit an examination that currently requires a deferral of the 

examination.  The Group recognised that there are some situations in which Alternative 

Arrangements could enable a student to take the examination rather than having to defer and 

incur the implications that this may result in.  For example, a student with a minor, time limited 

condition could potentially be dealt with by providing extra time for the examination affected.  If 

this resulted in the student completing their examinations rather than deferring it may be 

beneficial to both the student and the School.   

 

The consultation found most Schools in support of a system that would allow the potential for 

more students to complete examinations at the appropriate time, and that this in turn would 

benefit completion rates data.  A meeting was held with the Exams Office and Student Support to 

discuss the possibility of central provision for Alternative Arrangements.  The following proposals 

were agreed: 

 

(a)  The Exams Office are able to consider putting Alternative Arrangements in place up to 48 

hours before an exam, however the earlier the request is made the more likely it will be 

that the provision can be made. 

(b)  The Exams Office can make provision for the following: 

 Students requiring extra writing time plus rest breaks (30 mins per hour only) 

 Rest breaks only (15 mins per hour as appropriate) 

 Students requiring extra writing time (15 mins per hour) 

 Students who need to use a computer for their exams with or without extra time 

(15 mins per hour) 

(c)  It is noted that many Schools already host a large number of ‘in-house’ examinations for 

students requiring Reasonable Adjustments or Alternative Arrangements.  This can be a 

significant task for Schools to organise.  The Exams Office report that the University is 

looking at ways to support this process, including the merits of working with an external 

organisation to provide additional  facilities such as scribes and readers for students.  
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(d)  The Exams Office work closely with Student Support to ensure that appropriate referrals 

and signposting take place for students that require further guidance and support or may 

need a SSA. 

10. Supplementary First Sits for Finalists (paragraph 8.1) 
 

The Group acknowledged varying practices in allowing final year students to take a First Sit 

examination in the Supplementary examination period.  In some Colleges this is already common 

practice whilst in others it is not currently permitted.  The Pro-Vice-Chancellor recommended a 

proposal to grant finalists the opportunity to take a Supplementary First Sit across all of the 

Colleges.  The group acknowledged the difficulties students can face when forced to wait a whole 

year to sit a deferred examination and that efforts should be made to enable students to take 

deferred papers at the next available sitting.   

Some Colleges were supportive of this proposal with the acknowledgement that this is already 

current practice in several Schools and Colleges.  However, others were strongly opposed.  The 

following cautionary notes have been considered: 

(a) The line ‘where appropriate’ will be added to take account of programmes with non-

standard assessment and timetables. 

(b) Concerns are noted about the possibility of final year students seeking to use this as an 

opportunity to split exams.  A deferral granted for the supplementary examination period 

holds significant implications for a final year student as graduation would be delayed until 

the December ceremony.  The system is strictly evidence based and the student must 

accept the consequences of a deferral. It is anticipated that for these reasons the 

applications for deferral from final year students will be genuine in the majority of cases, 

given the potential for delays in completing their studies.  

 

(c) Concerns were noted around writing additional exam papers for the supplementary 

period, and the additional administrative work this may cause.  Whilst these concerns are 

recognised it is felt that the considerable benefit to the student and the current 

inconsistencies between Colleges gives weight to the proposal to implement this practice 

Campus wide. 

11. Reporting of Exceptional Circumstances arising during and examination (paragraph 7.6) 
 
The Working Group considered the view of the Guild in seeking to incorporate more flexibility into 

the current Fit to Sit system, specifically to enable students to bring forward issues impacting on 

an examination after the exam has taken place.  The Group widely accepted the Guild’s request 

to provide students with an opportunity to request a retrospective deferral of an examination if 

they have experienced illness or adverse circumstances during an exam.  The Pro-Vice-

Chancellor endorsed the Guild’s request and invited the Group to consider extending the current 

Fit to Sit policy to allow students to submit a request for a deferral up to 3 working days following 

an examination.   During the consultation significant concerns arose regarding the implications of 

an extended period to request a deferral and the possibility that the system may be open to 

abuse.  Subsequently, a balance has been sought between the practicalities of running such a 

system and the expectation of the University that students will be responsible for assessing their 

fitness to sit an exam ahead of it taking place.  In most cases the current Fit to Sit scheme 

satisfies the requirements of the majority of students, however, in a small number of cases illness 
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or other adverse circumstances may occur during an exam that impact on the student’s ability to 

perform.  They may feel unable to report it once the exam has started and only realise afterwards 

that they were not fit to attempt the paper.  It is under these circumstances that the University is 

looking to implement a strict, time limited, procedure to enable students to bring their case to the 

attention of the School.  Following the consultation revised proposals were produced and agreed 

with the Pro-Vice-Chancellor and the Guild and it is recommended that the following system is 

written into the Code: 

(a) In exceptional circumstances a student may report extenuating circumstances that have 

taken place during an examination.  The student must demonstrate why they were unable 

to request a deferral prior to the examination taking place (under Fit to Sit). 

(b) Such circumstances must be reported to the Extenuating Circumstances Officer (or 

designated person within the School) within 24 hours of the examination taking place.  

The student must provide independent third party evidence to support their case, most 

likely to be a Doctor’s note.  Providing notification has taken place within 24 hours, the 

student may be permitted a further timeframe to collect and submit the evidence 

(normally 5 working days as is the case with Fit to Sit decision making, paragraph 7.4 in 

the current Code).  Any additional timeframes must be agreed with the Extenuating 

Circumstances Officer. 

(c) The Extenuating Circumstances Officer will consider the evidence and inform the student 

whether their case has been accepted and that the assessment in question will be set 

aside.  

(d) The decision will be recorded and provided for reference at the Extenuating 

Circumstances Panel but no further consideration will be required. 

(e) Normally, where a student has multiple examinations in one day and declares 

exceptional circumstances, all the papers taken by the student that day will be set aside 

and retrospective deferrals scheduled.  (This is to prevent students seeking to split 

exams).   

(f) It is not expected that conditions already covered by an SSA (dealt with by appropriate 

reasonable adjustments) will be grounds for requesting a retrospective deferral.   

(g) There will be no requirement to make the current ‘Fit to Sit’ invigilation announcements at 

the beginning of an examination. 

(h) The option to submit an Extenuating Circumstances Form (ECF) will remain for students 

falling outside of any of the other options set out in the Code. 

 

12. Evidence 

Following discussions at the Working Group Student Services have agreed to work with local 

GPs to ensure they understand the University’s extenuating circumstances procedures and 

expectations of evidence. 
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13. Final Note 

If the Committee approve the proposals the revised Code will be implemented from 1 August 

2014 ahead of the new academic year (2014/15).  It should be noted, however, that the 

supplementary period of 2014 will be unaffected by the changes as it will still fall under the 

academic year 2013/14.   

 

 

 
Sarah Egan 
Academic Policy and Standards Officer, Registry 
January 2014 


































