	Appendix B: Exceptional Factors – Guidance on Types of Evidence 

	A
	Your statement of case. 

	B
	Medical Certificate signed while the illness or incident was affecting you, or other medical evidence such as copies of prescriptions, certificates of attendance at surgery or hospital, a doctor’s opinion given subject to you giving permission for the information to be released. 

The Medical Certificate cannot just state that you were unwell; it must be a confirmed diagnosis by the doctor and be specific about the nature of the illness and the likely impact it has had.  The date of the certificate is important. It must be clear that you visited the doctor during the period of illness, not afterwards.  Post-dated medical evidence and self-certificates will not be accepted.

	C
	Medical Certificate signed while the illness or incident was affecting the other person, or other medical evidence, together with a statement from you about the nature of the relationship, explaining why your personal attention was necessary and why no other person could reasonably be expected to have provided attention. 

The Medical Certificate cannot just state that the person concerned was unwell; it must be a confirmed diagnosis by the doctor and be specific about the nature of the illness. The date of the certificate is important. It must be clear that the person concerned was diagnosed by a doctor during the period of illness, not afterwards.  Post-dated medical evidence and self-certificates will not be accepted.

	D
	Midwife report (or similar) which demonstrates that specific complications have arisen in the pregnancy, which have impacted on your ability to perform the assessment.

Evidence of medical appointments.

	E
	Death Certificate/ Coroner’s Report.

The University appreciates that Death Certificates are often difficult to obtain. However the requirement to see this documentation is in order to prevent fraudulent claims. The Death Certificate will be photocopied and the copy will be signed by the accepting administrator and the original returned to you. 

	F
	Corroboration from a person with whom you have a professional, not a personal, relationship (e.g., signed copy from a professional counsellor/ doctor external to the University; professional counsellor/ doctor in MMU Student Services). This may include your personal tutor. 

	G
	Corroboration by a member of your family. 

	H
	Official correspondence from the Court or Tribunal Authority confirming attendance.

Solicitor’s letter detailing the nature and dates of the legal proceedings.

	J
	Letter of corroboration (that must explain why the commitment was non-negotiable and/or unanticipated) signed by your line manager or supervisor, or by an appropriately senior and authorised representative of the relevant organisation. 

	M
	Signed letter from the placement provider explaining the nature of the problem.

	N
	Corroboration of the reported crime from the Police or other investigating authority (e.g., copy of the Police/ crime report; signed copy from a professional counsellor/ doctor external to the University; professional counsellor/ doctor in MMU Student Services).

	P
	Signed letter from the employer confirming the commitment and duration of the work and that the work could not have been undertaken by another member of staff.

	Q
	Official confirmation of bankruptcy proceedings or similar.

	R
	Confirmation from member of MMU IT Services.

	T
	Confirmation from a transport official and proof of travel arrangements such as a ticket, booking confirmation or compensation claim.

	U
	The Chair of the Exceptional Factors Panel shall seek advice from the Assistant Director of Student Services (Student Administration). Such advice shall include questions of what evidence would be appropriate to support the exercise of Chair’s action in determining whether such extenuating circumstances can be valid.

	V
	Corroboration from a relevant and appropriate source. 


