Reporting Exceptional Circumstances (ECs)

If you have experienced any exceptional circumstances such as illness, family problems or bereavement which

may have affected your studies, you can submit an EC request via e:Vision and indicate what

consideration/adjustment you are requesting (e.g. extension to submission date; break in studies.)

Instructions on how to submit an EC can be found below.

For more information about ECs please refer to:

https://my.uea.ac.uk/divisions/student-and-academic-services/academic-registry/students/support/

exceptional-circumstances

Section 1: Accessing the Exceptional Circumstances (ECs) task in e:Vision

1.

Log into your student view of e:Vision at https://my.uea.ac.uk

Look for this card on your MY UEA homepage —)

Click the link Your Student Record.

When e:Vision opens ensure you have selected Student  Financo
the Student tab at the top of the screen.

Your Student Record 2

Access your student academic record on

e:Vision

Student home page

Scroll down to locate the Exceptional Circumstances container and click on Report an exceptional
circumstance to open the task.

Exceptional Circumstances (ECs)

**ECs are not a means of requesting or obtaining support. If this is what you need, please see the wide range of support available to you through Student Services.™

ECs are a means of asking for an adjustment, like more time to complete an assessment, when circumstances outside of your control are affecting your ability to study, submit an assessment or attend an event/timed
assessment (like an exam)

When you submit a request, you sheuld do so before the deadline and explain fully the reason for your request. You must also provide evidence for all requests except for an automatic 7 calendar day self-certification
request

There is guidance available to support you with this process, including information about the evidence you should provide
Please contact your LTS team if you need advice about an EC request or find help at: hitps.//siz.uea.ac.uk.

Guidance for exceptional circumstances

Report an exceptional circumstance
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Section 2: Reporting your Exceptional Circumstances (ECs)

The task starts with the same screen for all types of EC requests as shown below:

1. Select the Nature of your EC from the dropdown list then type further details into the Circumstances and

Impact text boxes.

Page 1. Report an excep

Please select from the dropdown list the type of EC you are reporting. Please refer te guidance and remember that ECs are not a means of requesting or obtaining support. If this is what you need, please see the wide range of support available to you through

Student Services.

Please give details of your circumstances.

Nature™

Circumstances™

Health

Please give details of how they have impacted on your ability to study effectively or complete assessments

Impact*

Please contact your LTS team if you need advice about an EC request or find help at: hitps:/siz.uea.ac uk.

If you wish to cancel this request please press the cancel button.

Cancel ‘

2. Please note that each text box has a limit of 250 characters.

3. Atthe next screen select the most appropriate option, then click Next to continue. Only one option can be

selected per request so if you need to request two adjustments, for example, then please make two separate

requests. The screenshots on the following pages show what you can expect to see for each option type.

Page 2. Type of adjustment

Indicate below what adjustment you are seeking

Please refer to guidance and remember that ECs are not a means of requesting or obtaining support. If this is what you need, please see the wide range of support available to you through Student Services.

Type:

Select most
appropriate type

Exceptional Circumstances v4

(O Automatic extension (self-certification, no evidence required) - use this

option within 7 calendar days before the deadline passes to automatically
extend your deadline by 7 calendar days.

) Extension to submission deadline (evidence required) - to request an

extended deadline of three calendar weeks (21 calendar days) for written
assessments, projects and dissertations. You must submit this request
before the assessment deadline passes.

(O Deferred Event (evidence required) - to request to defer an ‘event'

assessment that you must complete at a specific time, like an Exam,
OSCE, presentation, practical or for groupwork.

7 End of Year Request (evidence required) - to tell us about circumstances

that have affected your overall performance (which have not already been
reported) so that the impact can be considered in relation to decisions
about your progress or final classification.

() Repeat of year/break in studies (evidence required).

O Request another attempt (evidence required) - where you have completed

an 'event' assessment that took place at a specific time, like an Exam.
OSCE, Presentation or Practical, but your performance was affected by
Exceptional Circumstances. You must submit this request no later than 14
calendar days after the event date.

(O Remove a late submission penalty (evidence required) - where you have

submitted within 48 hours of your agreed deadling and the reason for
lateness was because of the impact of Exceptional Circumstances. You
must submit this request no later than 14 calendar days after the deadline.

|
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Automatic Extension (self-certification for 7 calendar days, no evidence required)

@ Automatic extension (self-certification, no evidence required) - use this option
within 7 calendar days before the deadline passes to automatically extend your
deadline by 7 calendar days

1. The purpose of an automatic “self-certification” request (SCR) is to cover unforeseen, short-term
problems which impact on your ability to submit your coursework by the deadline but where obtaining
third party evidence is either unreasonable or impractical.

2. This option can be used if you are reporting an EC for:

e Coursework/Written Assignment

e Dissertation

e Project
Self-certification cannot be used for any assessments involving group work or for an ‘event’ assessment
that you must complete at a specific time, like an Exam.

3. Any assessments eligible for a self-certification request will display on the screen and will be included in
the request if selected.

Page 3. Assessment Items

Please refer to guidance and remember that ECs are not a means of requesting or obtaining support. If this is what you need, please see the wide range of support available to you through Student Services.

Self-certified extension request (SCR)

If there are no assessment items listed below, this means that you do not currently qualify for an automatic self-certification extension and should select '‘Back’ to submit an alternative request.

This request can only be made 7 calendar days prior to the assessment submission date so only assessments with a deadline in the next 7 calendar days will be displayed.

Extensions of 7 calendar days will be approved automatically to each assessment selected from the list below. You will not be able to use a second self-certified extension for an assessment which has already had a self-certified extension applied to it

Self certification cannot be used for any assessments involving group work or for an 'event' assessment that you must complete at a specific time, like an exam

(If extended by 7

Select Module Code  Module Title Academic Year Code A Title Due Date Extension  calendar days) Submitted on
D EC0O-4002B THE ECONOMICS OF BUSINESS DECISION-MAKING 2022/3 EC0-4002B-22 (003) Portfolio assessment (Online Quiz 2) 01/0ct/i2023 08/0ct/2023
O ECO-40028 THE ECONOMICS OF BUSINESS DECISION-MAKING 2022/3 ECO-4002B-22 (004) Higher Online Quiz Mark 04/0ct/2023 11/0ct/2023
a ECO-4005Y INTRODUCTORY MICROECONOMICS 2022/3 ECO-4005Y-22 (004) Essay/Report 28/Sep/2023 05/0ct/2023

If you do not wish to submit a self-certification request and would like to choose another option, please click on the back button

Back | Next

4. Click Next to continue.
5. On the next screen click the link to check the guidance then tick to confirm that your circumstance
complies with the guidance for self-certification. If it does, then click Next.

Page 4. Regulations and Guidance

Please confirm that the circumstances you are reporting for self-certification qualify as an Exceptional Circumstance as defined in the Regulations and Guidance:
Please refer to guidance and remember that ECs are not a means of requesting or obtaining support. If this is what you need, please see the wide range of support available to you through Student Services.

[ Please tick the box te confirm

| R

Note:
o Self-certified extension requests can only be made before the deadline passes and 7 calendar days prior
to the assessment submission date so only assessments with a deadline in the next 7 calendar days will
be displayed.
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e You can apply for one automatic self-certified extension request of 7 calendar days for each assessment
deadline.

e Extensions of 7 calendar days will be approved automatically to each assessment selected.

e Because self- certified requests are automatically approved, staff will not read the reasons for your
request at the time that you submit it. If you need help or advice on academic work, please talk to your
adviser. For support or advice about any other part of student life, get in touch with Student Services.

6. See Section 3 of this guidance for next steps.
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Extension to submission deadline (evidence required)

@ BExtension to submission deadline (evidence required) - to request an extended
deadline of three calendar weeks (21 calendar days) for written assessments,
projects and dissertations

1. This option should be used if ECs are affecting a deadline assessment:
e Coursework/Written Assignment
e Dissertation
e Project
This option should be used to request an extended deadline of 21 calendar days for written assessments.
Select the assessment(s) affected by your EC.
Enter the first date the circumstance impacted on your studies.

Enter the last date on which this circumstance impacted/is likely to impact on your studies.
If any of the assessment items you have selected involve group work tick the box then click Next.

Page 3. Select Assessment ltems

Please refer to guidance and remember that ECs are not a means of requesting or obtaining support. If this is what you need, please see the wide range of support available to you through Student Services.

ukhwnn

Requests for extensions (not self-certification, evidence required)

Please select the assessment items you would like to be considered for an extension of 21 calendar days

If your request is approved but your ECs affect your ability to meet the new deadline, then you will automatically have the opportunity to undertake an uncapped delayed assessment during the next assessment period

(If extended by 21

Select Module Code Meodule Title Academic Year A 1t Code A Title Due Date Extension calendar days) Submitted on
0O ECO-4002B THE ECONOMICS OF BUSINESS DECISION-MAKING 202213 EC0O-4002B-22 (003)  Portfolio assessment (Online Quiz 2) 01/0cti2023  08/0Oct’2023  29/Qct’2023
0 EC0O-4002B THE ECONOMICS OF BUSINESS DECISION-MAKING 2022/3 EC0-4002B-22 (004)  Higher Online Quiz Mark 04/0ct/2023 25/0ct/2023
ECO-4003A MATHEMATICS FOR ECONOMISTS 2022/3 ECO-4003A-22 (001)  Synoptic Coursework 24/0ct/2023 14/Nov/2023
a ECO-4005Y INTRODUCTORY MICROECONOMICS 202213 ECO-4005Y-22 (004)  Essay/Report 28/Sep/2023  05/0ct/2023  26/0ct’2023

Enter the first date this circumstance affected your studies *

I

Enter the last date on which this circumstance impacted / is likely to impact on your studies *
[

O Please tick here if any of the assessment items that you have selected involve group working

e | .

6. If you have consulted anyone for help to resolve your difficulties, please tick the appropriate boxes and

provide details in the text box.

Page 4. Provide Evidence

Please provide details if you have consulted with anyone to seek help in resolving your difficulties. Tick all that apply.

[J Adviser [J Student Union Advice (] Student Services (] Counselling Service (J University Medical Services (UMS) () Other (provide further details below)

Please indicate below the supporting evidence you are providing to support your request and submit the evidence here: Exceptional Circumstances Evidence Submission Form
Evidence must be submitted with your request for an extension to a submission deadline (before the deadline passes) in erder for your request to be censidered. Evidence for other requests, including to defer an event, must be submitted within 10
working days of your EC request

Please refer to guidance and remember that Student Services offers a range of support.

255

(255 Characters Limit)

Submitting Evidence
Unless you are self-certifying, you must provide appropriate evidence of your exceptional circumstances. Please note that medical certificates provided by the University Medical Service (UMS) will be forwarded by UMS to your LTS team.

ey -

7. Evidence must be submitted with your request for an extension to a submission deadline in order for
your request to be considered.
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8. If your request is approved, a 21-day extension will apply to all assessments selected. If your request is
approved but your ECs affect your ability to meet the new deadline, then you will automatically have
the opportunity to undertake an uncapped delayed assessment during the next assessment period.

9. See Section 3 of this guidance for next steps.
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Deferred Event

@ Deferred Event - to request to defer an 'event' assessment that you must
complete at a specific time, like an Exam, OSCE, presentation, practical or for
groupwork

1. This option should be used if ECs are affecting an event assessment:
e Examination
e Objective Structured Clinical Examination (OSCE)
e Objective Structured Pharmacy Examination (OPSE)
e Practical
e Presentation
2. This option should be used to request a deferred assessment for the ‘event’ assessment that you are

due to complete at a specific time.

Select the assessment(s) affected by your EC.

Enter the first date the circumstance impacted on your studies.

Enter the last date on which this circumstance impacted/is likely to impact on your studies.

IS A

If any of the assessment items you have selected involve group work tick the box then click Next.

Page 3. Select Assessment ltems

Please refer to guidance and remember that ECs are not a means of requesting or obtaining support. If this is what you need, please see the wide range of support available to you through Student Services

Regquest to defer an event
Selact the event-based assessment items that you are requesting to defer to the next assessment period from the list belaw.
Please note that if your reguest is approved then the mark for the deferred atiempt will be used ta calculate your progression and final classification

If you have altempted and passed the initial assessment, it will be assumed that the delayed attempt is no longer required and that you wish to keep the mark

Select Madule Code Module Title Academic Year Assessment Code Assessment Title

(] ECO-4001B INTRODUCTORY STATISTICS FOR ECONOMISTS 2022/3 ECO-4001B-22 (003) Examination

[m] ECO-4002B THE ECONOMICS OF BUSINESS DECISION-MAKING 20223 ECO-4002B-22 (001) Group Presentation

(] ECO-4005Y INTRODUCTORY MICROECONOMICS 2022/3 ECO-4005Y-22 (003) June Examination

[m] ECO-4008Y INTRODUCTORY MACROECONOMICS 20223 ECO-4006Y-22 (004) 2nd Semester Technical Assessment
O ECO-5005A INTERNATIONAL TRADE AND INTEGRATION 2023/4 ECO-5005A-23 (001) Videe Presentation

(] ECO-5005A INTERNATIONAL TRADE AND INTEGRATION 2023i4 ECO-5005A-23 (002) School-led examination

[m] ECO-50068 THE EURCPEAN ECONOMY 2023/4 ECO-5006B-23 (001) Presentation & Discussion

(] ECO-50068 THE EUROPEAN ECONOMY 2023/4 ECO-5006B-23 (003) Examination

Enter the first date this circumstance affected your studies *
=
Enter the last date on which this circumstance impacted / is likely to impact on your studies *

I

[ Please tick here if any of the assessment items that you have selected involve group working

SR—

7. If you have consulted anyone for help to resolve your difficulties, please tick the appropriate boxes and
provide details in the text box.
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Page 4. Provide Evidence

Please provide details if you have consulted with anyone to seek help in resolving your difficulties. Tick all that apply.

(O Adviser (J Student Union Advice () Student Services (] Counselling Service () University Medical Services (UMS) (] Other (provide further details below)

Please indicate below the supporting evidence you are providing to support your request and submit the evidence here: Exceptional Circumstances Evidence Submission Form

Evidence must be submitted with your request for an extension to a submission deadline (before the deadline passes) in arder for your request to be considered. Evidence for other requests, including to defer an event, must be submitted within 10
working days of your EC request

Please refer to guidance and remember that Student Services offers a range of support.

255

(255 Characters Limit)

Submitting Evidence
Unless you are self-certifying, you must provide appropriate evidence of your exceptional circumstances. Please note that medical certificates provided by the University Medical Service (UMS) will be forwarded by UMS to your LTS team.

e

8. Evidence should be sought in advance or on the day of the assessment and submitted within 10 working
days of your request.

9. Ifyourrequest is approved the assessment(s) will be rearranged and you will be advised of the date/time
in due course.

10. See Section 3 of this guidance for next steps.
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End of Year Request

@ End of Year Request - to tell us about circumstances that have affected your
overall performance (which have not already been reported) so that the impact
can be considered in relation to decisions about your progress or final
classification

1. This option should be used to tell us about circumstances that have affected your overall performance
(which have not already been reported) so that the impact of your ECs can be considered in relation to
decisions about your progress or final classification.

Enter the first date the circumstance impacted on your studies.

w N

Enter the last date on which this circumstance impacted/is likely to impact on your studies, then click
Next.

Page 3. Enter affected dates

Enter the first date this circumstance affected your studies *

| £

Enter the last date on which this circumstance impacted / is likely to impact on your studies *

| |m

Sl -

4. If you have consulted anyone for help to resolve your difficulties, please tick the appropriate boxes and
provide details in the text box.

Page 4. Provide Evidence

Please provide details if you have consulted with anyone to seek help in resolving your difficulties. Tick all that apply.

(O Adviser (J Student Union Advice () Student Services (] Counselling Service () University Medical Services (UMS) () Other (provide further details below)

Please indicate below the supporting evidence you are providing to support your request and submit the evidence here: Excepticnal Circumstances Evidence Submission Form

Evidence must be submitted with your request for an extension to a submission deadline (before the deadline passes) in order for your request to be considered. Evidence for other requests, including to defer an event, must be submitted within 10
working days of your EC request.

Please refer to guidance and remember that Student Services offers a range of support.

255

(255 Characters Limit)

Submitting Evidence
Unless you are selfcertifying, you must provide appropriate evidence of your exceptional circumstances. Please note that medical certificates provided by the University Medical Service (UMS) will be forwarded by UMS tfo your LTS team.

. -

5. Note: You must submit evidence within 10 working days of your request and more than two weeks
before the pre-Board meeting of the Exceptional Circumstances Panel (ECP) that make
recommendations to the Exam Board. Your SAS-ACR Exceptional Circumstances Team will send you
an email before an Examination Board to let you know the deadline date.

6. See Section 3 of this guidance for next steps.
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Other (repeat of year/break in studies etc.)

|@ Repeat of year/break in studies

1. This option should be used to request a repeat to a period of study/break in studies.

2. Enter the first date the circumstance impacted on your studies.

3. Enter the last date on which this circumstance impacted/is likely to impact on your studies, then click
Next.

Page 3. Enter affected dates

Enter the first date this circumstance affected your studies *

| E

Enter the last date on which this circumstance impacted / is likely to impact on your studies *

| E

- |

4. If you have consulted anyone for help to resolve your difficulties please tick the appropriate boxes and
provide details in the text box.

Page 4. Provide Evidence

Please provide details if you have consulted with anyone to seek help in resolving your difficulties. Tick all that apply.

() Adviser (J Student Union Advice () Student Services () Counselling Service () University Medical Services (UMS) (J Other (provide further details below)

Please indicate below the supperting evidence you are providing to support your request and submit the evidence here: Exceptional Circumstances Evidence Submission Form

Evidence must be submitted with your request for an extension to a submission deadline (before the deadline passes) in order for your request to be considered. Evidence for other requests, including to defer an event, must be submitted within 10
working days of your EC request

Please refer to guidance and remember that Student Services offers a range of support.

255

(255 Characters Limit)

Submitting Evidence
Unless you are self-certifying, you must provide appropriate evidence of your exceptional circumstances. Please note that medical certificates provided by the University Medical Service (UMS) will be forwarded by UMS to your LTS team.

e -

5. You must provide appropriate evidence of your ECs to your SAS-ACR Exceptional Circumstances
team, except for self-certification requests. Check the onscreen note about Submitting Evidence for
further details.

6. Once your evidence has been received, your SAS-ACR Exceptional Circumstances team will seek a
concession on your behalf. Further details about the concession process can be found at https://
my.uea.ac.uk/divisions/student-and-academic-services/academic-registry/students/support/

interrupting-your-study-or-withdrawal. A concession requires the approval of the University, and

you should not assume that your request has been granted until formally notified of the outcome by
the University.
7. See Section 3 of this guidance for next steps.
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Request another attempt (evidence required)

@ Request another attempt (evidence required) - where you have
completed an 'event' assessment that took place at a specific
time, like an Exam, OSCE, Presentation or Practical, but your
performance was affected by Exceptional Circumstances. You
must submit this request no later than 14 calendar days after the
event date.

1. This option should be used if ECs are affecting an event assessment:
e Examination
e Objective Structured Clinical Examination (OSCE)
e Objective Structured Pharmacy Examination (OPSE)
e Practical
e Presentation
2. This option should be used to request another attempt where you have completed an ‘event’
assessment that took place at a specific time.
Select the assessment(s) affected by your EC.
Enter the first date the circumstance impacted on your studies.

Enter the last date on which this circumstance impacted/is likely to impact on your studies.

o v ks W

If any of the assessments items you have selected involve group work tick the box then click Next.

Page 3. Select Assessment ltems
Please refer to guidance and remember that ECs are not a means of requesting or obtaining support. If this is what you need, please see the wide range of support available to you through Student Services

Request another attempt
For an 'event' assessment that you have completed in the past 14 calendar days but where your performance was affected by Exceptional Circumstances
Select, from the list below, the event-based assessment items for which you wish to request another attempt.

Please note that if your request is approved then the mark for the deferred attempt will be used to calculate your progression and final classification.

Select Module Code Mocdlule Title Academic Year Assessment Code Assessment Title Due Date Grade

0O PPLP4063B MODERN READINGS IN PHILOSOPHY 2023/4 PPLP4063B-23 (001) Examination

Enter the first date this circumstance affected your studies *

L ]

Enter the last date on which this circumstance impacted / is likely to impact on your studies *
]

[ Please tick here if any of the assessment items that you have selected involve group working

e .

7. If you have consulted anyone for help to resolve your difficulties, please tick the appropriate boxes and
provide details in the text box.
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Page 4. Provide Evidence

Please provide details if you have consulted with anyone to seek help in resolving your difficulties. Tick all that apply.

[ Adviser [) Student Union Advice [ Student Services [ Counselling Service [J University Medical Services (UMS) [J Other (provide further details below)

Please tell us below about the supporting evidence you are providing to support your request and submit the evidence here: Exceptional Circumstances Evidence Submission Form

Evidence must be submitted with your request for an extension to a submission deadline (befare the deadline passes) in arder for your request to be considered. Evidence for other requests, including to
defer an event, must be submitted within 10 working days of your EC request.

Please refer to guidance and remember that Student Services offers a range of support
255

(255 Characters Limit)
Submitting Evidence

Unless you are self-certifying, you must provide appropriate evidence of your exceptional circumstances. Please note that medical cerfificates provided by the University Medical Service (UMS) will be
forwarded by UMS to your LTS team.

‘ Back | Next
8. Ifyourrequestis approved the assessment(s) will be rearranged and you will be advised of the date/time

in due course.
9. See Section 3 of this guidance for next steps.
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Remove a late submission penalty (evidence required)

E Remove a late submission penalty (evidence required) - where
you have submitted within 43 hours of your agreed deadline and
the reason for lateness was because of the impact of Exceptional
Circumstances. You must submit this request no later than 14
calendar days after the deadline.

1. This option should be used if ECs are affecting a deadline assessment:
e Coursework/Written Assignment
e Dissertation
e Project

2. This option should be used to request that a penalty mark for late submission is removed, where you
have submitted within 48 hours of your agreed deadline and the reason for lateness was because of the
impact of Exceptional Circumstances. You must submit this request no more than 14 calendar days after
the deadline.

3. Enter the first date the circumstance impacted on your studies.
Enter the last date on which this circumstance impacted/is likely to impact on your studies.

5. If any of the assessment items you have selected involve group work tick the box then click Next.

Page 3. Select Assessment ltems

Please refer to guidance and remember that ECs are not a means of requesting or obtaining support. If this is what you need, please see the wide range of support available to you through Student Services

Request to remove a late submission penalty

For an assessment that you have submitted within 48 hours of your deadline where the reason for lateness was because of the impact of Exceptional Circumstances. You are submitting this request no later
than 14 calendar days after the deadline

Select, from the list below, the assessment item(s) for which you are requesting removal of a late submission penalty.

(If extended by 2
Select Module Code  Module Title Academic Year  Assessment Code Assessment Title Due Date Extension  calendar days) Submitted on
O AMAM40358 WORLD CINEMAS 2023/4 AMAM4035B-23 (001) Essay (2000 words) 16/Sep/2024 18/Sep/2024
(] LDCL4011B SLOW READING 2023/4 LDCL4011B-23 (001) Close Reading (1,250 words) 16/Sep/2024 18/Sep/2024
O LDCL4011B SLOW READING 2023/4 LDCL4011B-23 (002) Critical Essay (1,500 words) 16/Sep/2024 18/Sep/2024

Enter the first date this circumstance affected your studies *

]

Enter the last date on which this circumstance impacted / is likely to impact on your studies *
]

[7) Please tick here if any of the assessment items that you have selected involve group warking

e S

6. If you have consulted anyone for help to resolve your difficulties, please tick the appropriate boxes and
provide details in the text box.
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Page 4. Provide Evidence

Please provide details if you have consulted with anyone to seek help in resolving your difficulties. Tick all that apply

() Adviser [ Student Union Advice [ Student Services [ Counselling Service [J University Medical Services (UMS) L] Other (provide further details below)

Please tell us below about the supporting evidence you are providing to support your request and submit the evidence here: Exceptional Circumstances Evidence Submission Form

Evidence must be submitted with your request for an extension to a submission deadline (before the deadline passes) in order for your request to be considered Evidence for other requests, including to
defer an event, must be submitted within 10 working days of your EC request.

Please refer to guidance and remember that Student Services offers a range of support.

255

(255 Characters Limit)

Submitting Evidence
Unless you are self-certifying, you must provide appropriate evidence of your exceptional circumstances. Please note that medical certificates provided by the University Medical Service (UMS) will be

forwarded by UMS to your LTS team
e .

7. Evidence must be submitted with your request to remove a late penalty.
8. Onthe next screen, tick the box to confirm that you have already submitted your assessments and enter

your submission receipt number. Your submission receipt number is included in the email that you
received when you uploaded your work to Blackboard. Click Next

Page 5. Confirmation of submission

Have you already submitted your assessment(s)? (Please note you must have submitted your work before making this request)

O Please tick the box to confirm

Please provide your submission cenfirmation number(s) for the selected assessments (when you submitted your assignment, you should have been emailed an assignment receipt that says, 'Submission received'. The email includes the time and date of
submission, file size, and confirmation number).

Please refer to guidance and remember that ECs are not a means of requesting or obtaining support. If this is what you need, please see the wide range of support available to you through Student Services.

e | T

9. If your request is approved, the mark which you have been awarded for the assessment will not be
subject to a penalty mark.
10. See Section 3 of this guidance for next steps.
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Remove a late submission penalty related to reasonable adjustments

@ Remove a late submission penalty relating to reasonable adjustments (no
evidence required) - where you have submitted within 7 calendar days of your
agreed deadline and the reason for lateness was due to an exacerbation of
impact of disability for which reasonable adjustments for consideration to
deadlines are agreed by Student Services. You must submit this request no later
than 14 calendar days after the deadline.

1. This option should be used if ECs are affecting a deadline assessment:
e Coursework/Written Assignment
e Dissertation
e Project

2. This option should be used to request that a penalty mark for late submission is removed, where you
have submitted within 7 calendar days of your agreed deadline and the reason for lateness was due to
an exacerbation, or impact of a disability for which reasonable adjustments for consideration to
deadlines are agreed by Student Services. You must submit this request no more than 14 calendar days
after the deadline.

3. Enter the first date the circumstance impacted on your studies.

. Enter the last date on which this circumstance impacted/is likely to impact on your studies.
5. If any of the assessment items you have selected involve group work tick the box then click Next.

Page 3. Select Assessment ltems

Please refer to guidance and remember that ECs are not a means of requesting or obtaining support. If this is what you need, please see the wide range of support available to you through Student Services.

Request to remove a late submission penalt
For an assessment that you have submitted within 7 calendar days of your deadline where the reason for lateness was due to an exacerbation of impact of disability for which reasonable adjustments for consideration to deadlines are agreed by
Student Services. You are submitting this request no later than 14 calendar days after the deadline

Select, from the list below, the assessment item(s) for which you are requesting removal of a late submission penalty.

(If extended by 7

Select  Module Code Module Title Academic Year Assessment Code Assessment Title Due Date Extension calendar days) Submitted on
O LDCC4015B CREATIVE WRITING: SPRING SEMESTER 2023/4 LDCC4015B-23 (002) Coursework 23/Sepl2024 30/Sep/2024
(m] LDCL4009A READING NOW 2023/4 LDCL4009A-23 (001) Portfolio Assignment 1 (1250 words) 23/Sep/2024 30/Sep/2024
0O LDCL4009A READING NOW 2023/4 LDCL4009A-23 (002) Portfolio Assignment 2 (1250 words) 23/Sepl2024 30/Sep/2024

Enter the first date this circumstance affected your studies *
]
Enter the last date on which this circumstance impacted / is likely to impact on your studies *

I

[J Please tick here if any of the assessment items that you have selected involve group working

-

6. On the next screen click the link to check the guidance then tick to confirm that your circumstance
complies with the guidance for self-certification. If it does, then click Next.

Page 4. Regulations and Guidance

Please confirm that ane of the follawing appkes
« the arcumstances you are reporting for self-certification qualify as an Exceptional Gircumstance as defined in the Regulations and Guidance.

adlines due to an exacerbation of impact of disability for which reasonable adjustments are agreed by Student Services.

« that you are asking for consideration of ches

Please reflr to guidance and remember that ECs are not a means of requesting o obtaining support. If this is what you need, please see the wide range of support available 1o you through Student Services,

Please tick the bax to confirm

7. Onthe next screen, tick the box to confirm that you have already submitted your assessments and enter
your submission receipt number. Your submission receipt number is included in the email that you
received when you uploaded your work to blackboard. Click Next

September 2024
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Page 5. Confirmation of sub jon

Have you already submitted your assessment(s)? (Please note you must have submitted your work before making this request)

(O Please tick the box to confirm

Please provide your submission confirmation number(s) for the selected assessments (when you submitted your assignment, you should have been emailed an assignment receipt that says, 'Submission received'. The email includes the time and date of
submission, file size, and confirmation number).

Please refer to guidance and remember that ECs are not a means of requesting or obtaining support. If this is what you need, please see the wide range of support available to you through Student Services.

e .

8. See Section 3 of this guidance for next steps.
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Section 3: Completing the Exceptional Circumstances (ECs) task

For all options chosen at the start of the EC task, the task always ends with the Detail of Resolution and
Summary screens.

Detail of Resolution

1. Select the appropriate options and provide an explanation about how and when you expect your
personal difficulties to be resolved.

2. If you are no longer participating in your course you will need to provide the last date you participated
in your studies (i.e. last date of attendance/submission of work).

3. Then click Next to move to the summary screen

Page 5. Detail of Resolution

Are you still participating in your course?

® Yes

O No

Would you like to request an interruption to a period of study?
O Yes

® No

Please outline below how and when you expect your personal difficulties to be resolved *

255

(255 Characters Limit)

Please refer to guidance and remember that ECs are not a means of requesting or obtaining support. If this is what you need, please see the wide range of support available to you through Student Services.

|

Exceptional Circumstances v4 Student Helpsheet September 2024
17




Summary

1. Check the details on the summary page are correct.
2. If not, click the Back button to return to previous screens. (do not use browser button to click back)

Confirm EC creation

Your request is not logged until you have confirmed the details on this page!

*fou have entered the following details on the previous pages of this task, please chack and confirm that these are correct

Page 1
‘fou have stated the nature of the circumstances to be Health.

The details you gave

Page 2

‘ou have requested the following adjustment Automatic extension {self-certification, no evidence required) - use this option within 7 calendar days before the deadline passes to automatically extend your deadline by 7 calendar days

Page 2

*fou have requested an extension (seli-certified) for the following assessment items:

ECO-40028, THE ECONOMICS OF BUS!
ECQ-4005Y, INTRODUCTORY MICROECON

AKING, ECO-40025-22, (003), Portfalio assassmant (Onlina Quiz 2)
-40)

, (004), Essay/Report

The deadiine for aach assassment has bean extendad by 7 calendar days. Flease chack your new deadlings in e:Vision.

Page 4

“ou will be granted an extension for your self-certificaton request

Page 5

*fou have said you are cummently participating on your course

*fou have said you would not like to request an interruption to a period of study

*fou have given the following details of how and when you expect your personal difficulties to be resolved

Is the above information accurate and true? If the information displayed above is not correct please click "Back’ to amend it. If correct, confirm below and you will receive an email receipt.

Back | Confirm and Submit

Confirm* | v

3. Tosubmityour request select ‘Yes I confirm the information is correct’ at the bottom of the summary screen,
then click Confirm and Submit. You will then be returned to your Student Homepage in e:Vision

4. You will receive an email to your UEA account confirming that your request has been submitted for
consideration. Make sure you check our webpages for things you need to know and consider if you have
submitted an exceptional circumstances request.

5. Note: Self-certified extensions of 7 calendar days will be approved automatically. All other requests will be
considered by your SAS-ACR Exceptional Circumstances team and/or the EC Panel and you will be notified
of the outcome of your request via email.
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Section 4: Monitoring the progress of your Exceptional Circumstance (EC)
request

1. Click the Personal and Course Details link on your Student Home Page in e:Vision:

Personal Details

SMS Opt In/Out and Mobile Number Update

Personal and course details

2. Scroll down to see the Exceptional Circumstances Requests container. A summary is visible on this
screen but for more details click View Request against your chosen request.

Academic Year Request number Request submitted Type Status Details

2023/4 009 27/Sep/2023 End of Year Request Reported to the LTS Hub View Request
2023/4 008 27/Sep/2023 Deferred Event LTS Received View Request
2023/4 007 27/Sep/2023 Extension to submission deadline (evidence required) LTS Received View Request
2023/4 006 27/Sep/2023 Automatic extension (self-certification, no evidence required) Approved (self cert) View Request

3. The details and status of your request will be displayed. Click Back to Student Details to return to your
Personal Details screen.

Student Number Name Request Type Request Submission Date Reason
I I Automatic extension self-certification, no evidence required) 27/Sepi2023 Health
Details test
test
Reasonable Adjustment 7 calendar day extension via Extenuating Circumstances process’ o
Module Code Academic Year Assessment Type Assessment Item Title Original deadline date Extension Submission Date/Time: Original Return Date
ECO-40028 20223 Wiitien Acsignment 003 Portiolio assessment (Oniine Quiz 2) 01/0c2023 08/0c2023
ECO-4005Y 20223 Writien Assignment 004 Essay/Report 28/52p/2023 05/0ct/2023
Group Working involved No Requested deadline date
Student stil Participating? Last Participation Date Authorised break required? Start Date of Cire. End Date of Circ.
Yes No

Service Consulted

Evidence Due

Resolution test
Status Approved (self cert)
Admin Update
Status Approved (self cert)
Exceptional Circumstances v4 Student Helpsheet September 2024

19





