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Main Changes from the 2019/20 Procedure 

There are three main changes from the 2019/20 procedure.  These changes have 

been introduced due to the implementation of the SRM, the introduction to Block 

Teaching for most courses, and to acknowledge the difficulty in obtaining medical 

confirmation during the pandemic.   

The main changes are: 

1. Claims for Exceptional Factors must now be submitted prior to, or at the latest on 

the day of, the assessment.  Only in the most compelling of circumstances (ie 

inability to get to a computer/smartphone) which must be evidenced, will 

retrospective claims be accepted.  Retrospective claims for assessments will not 

be accepted after the formal publication of results following Exam Boards. 

 

2. Where claims are accepted, the normal extension will now be 5 working days.  

This is because the introduction of Block Teaching means that students only 

have a single unit to focus on at any given time, and because an extension of 

more than 5 working days is likely to impact on the student’s ability to concentrate 

on the next teaching block. 

 

3. For the Autumn Term 2020, claims can be submitted without the need to submit 

supporting evidence, due to the difficulty in obtaining GP certification at this time.  

This change to normal practice will be reviewed in November/December 2020 

and students should expect to be required to submit substantiating evidence from 

the Spring Term 2021.  
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ABOUT THIS PROCEDURE 

The procedure for the consideration of exceptional factors provides mechanisms by 

which exceptional events affecting the performance of undergraduate and 

postgraduate taught students in summative assessments are considered. 

 

1. SCOPE AND PURPOSE 

1.1 Throughout their studies, students are required to complete and submit, or sit, a 

wide range of assessments. This will require students to balance their workload and 

manage their time to ensure that assessments are submitted to stated deadlines. 

However, the University recognises that illnesses and difficult or distressing life 

events do occur outside of students’ control; and that it is a normal part of life to have 

to manage these issues whilst continuing with work or study. Such circumstances 

may prevent students from completing assessments. Manchester Metropolitan 

University has developed this Exceptional Factors procedure to determine how, and 

against what criteria, students can make a formal submission for the consideration of 

any Exceptional factors they consider have affected their performance in 

assessment. 

 

1.2 The purpose of this procedure is: 

• to clarify the types of serious, adverse events and/or circumstances that the 

University will consider as exceptional factors, and to set out the process by 

which Exceptional Factors claims are to be submitted and considered; 

• to ensure fair and equitable treatment of all students when considering 

Exceptional Factors, including appropriate provision for disabled students and 

those with chronic conditions. 

 

2. WHAT ARE EXCEPTIONAL FACTORS? 

2.1 Exceptional Factors are exceptional, unplanned, short-term events that have a 

serious impact on a student’s assessment in one of two ways: 
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• preventing the student from attending, completing or submitting an 

assessment on time; 

• significantly affecting the student’s performance in an assessment. 

 

2.2 Events that qualify for exceptional Factors must be: 

• Severe: The event or circumstance must have had a serious impact on 

performance in assessment; 

• Unexpected: The student must have had no prior knowledge that a particular 

event would occur: 

• Unpreventable: There must have been no reasonable steps that the student 

could have taken to prevent the event or circumstance from occurring; 

• Relevant: The event or circumstance must have occurred at the time of the 

assessment or during the period immediately leading up to the assessment; 

• Evidenced*: The claim for Exceptional Factors must meet the requirements 

for independent documentary evidence that are outlined in this procedure. 

 

2.3 it is important to note that even if extremely difficult or distressing events have 

affected a student, these do not in themselves constitute Exceptional Factors. There 

must also be evidence of a demonstrable adverse effect on a student’s academic 

performance which may include: 

• The student’s inability to submit work by a deadline date, or attend a 

presentation, test or examination; 

• That the event, or change in circumstances has meant the student has 

underperformed in the assessment task. 

 

3. WHAT DO NOT COUNT AS EXCEPTIONAL FACTORS? 

3.1 All students are expected to prioritise and plan their University study and 

assignments to enable them to manage what could be considered as “reasonably 

normal life events.” 

3.2 Exceptional Factors should never be submitted as an insurance against possible 

poor performance, and it should be noted that an Exceptional Factors claim will not 

result in a student’s mark being raised. 

3.3 Examples of situations which could have been avoided, or for which a student 

could have reasonably acted to limit the impact, include: 

• Late submission of coursework/missed deadlines; 

• Non-availability of books of other resources; 

• Lost or not backed-up coursework; 

• Financial problems (other than cases of extreme hardship); 

• House moves, family celebrations or other events where the student either 

has control over the date, or may choose not to participate; 



6 | P a g e  
 

• Work commitments reducing time available for study or coursework; 

• Appointments (medical, legal etc.) which could be re-arranged; 

• A long-standing health condition such as susceptibility to hay fever; 

• Misreading the examination timetable; 

• Over sleeping/ alarm clock not going off causing a student to be late for, or 

miss an exam or assessment; 

• Holidays or travel. 

 

 

 

Students with disabilities/ long-term health conditions  

3.4 Disabled students and/or those with chronic/on-going medical conditions are not 

normally dealt with under the Exceptional Factors procedure.  

3.5 If a student has a disability or medical condition that may affect their ability to 

study and fulfil their potential they should seek advice from the University’s Disability 

Service as soon as possible to see if they can be assessed and a Personal Learning 

Plan (PLP) drawn up for them. Where appropriate, a PLP may include adjustments 

to the normal assessment requirements. The student may also be entitled to access 

extra support to support their studies. 

3.6 Any students with a personal Learning Plan (PLP) should speak to their 

Departmental Disability Co-ordinator regarding any coursework extensions 

recommended in their PLP. 

3.7 If a student with a disability and/or chronic medical condition finds that their 

condition worsens significantly, or such a condition develops after the 

commencement of study they should seek further advice from the Disability Service. 

In some cases this may result in a revised PLP being prepared to take account of the 

change in circumstances. 

3.8 Where a disabled student, or one with a long-term medical condition, 

experiences an Exceptional Factor that is unrelated to their disability /medical 

condition then the student can submit a claim under the normal University 

procedures outlined in this document. 

 

4. SUBMISSION OF INDEPENDENT EVIDENCE 

*Please note that owing to the Covid 19 pandemic, the requirements that are 

set out in sections 4.1 to 4.6 below will not apply during Autumn Term 2020. A 

decision will be made before the end of the Autumn term about whether they 

will be reinstated for the Spring Term 2021. 

4.1 Claims for Exceptional Factors will not be considered unless they are supported 

by independent documentary evidence. Evidence must be obtained when the 
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Exceptional Factors are present. Post-dated evidence will not be accepted unless it 

can be demonstrated that the evidence could not have been obtained at the time. 

Adequate Evidence  

4.2 Independent evidence would normally be on headed paper, written and signed 

by an appropriate third party, giving details of the circumstance, its dates and/or 

duration and, where possible, its impact. An appropriate third party would be one 

who knows the student in a professional capacity or one who can verify the 

circumstance from a position of authority, for example a police officer, solicitor, GP, 

University Counsellor; and who is in a position to provide objective and impartial 

evidence.  

The University reserves the right to check on the validity of the evidence submitted 

by contacting the third party directly. 

4.3 All evidence must be provided in English. If the documentary evidence is not in 

English, it is the student’s responsibility to ensure that it is accompanied by a 

translation which has been certified as correct by a Public Notary, or translated by an 

accredited translator (i.e. be a member of the Association of Translation Companies. 

4.4 Students are advised to keep their tutor(s) informed of Exceptional Factors and 

ask them to provide a supporting statement on their application, if relevant and 

appropriate. 

Medical Evidence 

4.5 A student must submit medical evidence in support of an Exceptional Factors 

claim related to illness. Any medical certificates/notes must: 

• Relate specifically to the dates and duration of the illness; 

• Contain a clear medical diagnosis or opinion and not merely report the claim 

that the student felt unwell; nor report any claim that there was reason to 

believe that the student was ill. 

4.6 Neither the University nor any of its officers will undertake to obtain medical 

certificates on behalf of students. 

 

5. SUBMISSION PROCEDURES 

5.1 An Exceptional Factors claim should normally be submitted via the Exceptional 

Factors online portal https://studenthub.mmu.ac.uk/myexceptionalfactorsclaims.  

Students may complete an Exceptional Factors Form (EF1) but  only as a last resort 

if unable to submit via the portal, for example if the assessment data is missing or 

where the student is studying with a partner institution that uses this University’s 

Exceptional Factors process. Where exceptionally a student is unable to complete 

the EF1 for valid reasons it may be submitted by an appropriate 3rd party. All claims 

must be submitted on the online portal for all units affected. 

https://studenthub.mmu.ac.uk/myexceptionalfactorsclaims
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Please note that only Exceptional Factors reported in this way can be considered. 

Discussing Exceptional Factors with members of staff does not constitute a 

submission of a claim for Exceptional Factors. 

5.2 The Exceptional Factors claim should record exactly which elements of 

assessment have been affected, and link them to the particular units, for which they 

have been set. Students are expected to explain why the circumstances were 

serious and how they affected their performance in/ability to attend/ complete on 

time or submit the element of assessment. The explanation should also align the 

dates of the circumstance(s) and the assessment(s) to any reasons given. 

5.3 Each exceptional Factors claim submitted will be considered on one occasion 

only. Therefore a separate claim, with supporting evidence* must be completed and 

submitted on each separate occasion for every piece of assessment to which the 

Exceptional Factors relate. 

Confidentiality/ personal Information 

5.4 The confidential nature of information provided by students will be respected by 

the University in accordance with data protection requirements. Normally, such 

wishes will be respected unless to do so would be against the best interests of the 

University Community, or the interests of health and safety or security of any person, 

including the student submitting the Exceptional Factors claim. 

Assistance with Submission 

5.5 If students require assistance with procedural matters they should contact the 

Student Case Management Team. Advice on the merits/ strengths of individual 

circumstances will not be given since full consideration of a student’s circumstances 

will be undertaken through the Exceptional Factors process. Students wishing to 

discuss their exceptional Factors claim in confidence, should contact the Students’ 

Union Advice Centre. 

Retrospective Claims 

5.6 Retrospective Claims are not permitted.   Students who have access to the 

internet via a smartphone or other device, must submit a claim in advance of, or 

on the assessment/assignment submission day.  Submission after the date of an 

assessment/assignment will only be considered if compelling documentary evidence 

is provided.  An example of a compelling argument is that the student was 

hospitalised and could not access their phone.   

5.7  In line with 5.6 above, claims will not be accepted after the publication of results 

following the meeting of the Exam Board. 

 

6. CONSIDERATION OF EXCEPTIONAL FACTORS 

Exceptional Factors Reviewers 

https://www.mmu.ac.uk/student-case-management/contact-us/
https://www.theunionmmu.org/advice-centre
https://www.theunionmmu.org/advice-centre
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6.1 Exceptional Factors claims are considered by a pool of Professional Services 

staff nominated as Exceptional Factors reviewers. Exceptional Factors claims are 

dealt with on a case by case basis. Professional Services staff have delegated 

authority from the University’s Academic Board, via the Assessment Board, to 

consider and make decisions on Exceptional Factors claims. 

6.2 Reviewers decide whether the circumstances described by the students are vaild 

Exceptional Factors or not, and assess whether or not they are likely to have 

adversely affected performance. Reviewers notify these decisions to students and to 

the appropriate Assessment Board. 

6.3 In instances where Exceptional Factors claims are particularly complex, they 

may be referred to a Senior Reviewer to make a decision. 

6.4 In making a decision relating to an Exceptional Factors claim, a reviewer shall 

take account of: 

• whether the Exceptional Factors cited are genuinely circumstances beyond 

the student’s control, or ability to foresee; and whether they may seriously 

impair/have impaired the student’s assessment attempt; 

• the severity of the event or circumstance; 

• the length of time it lasted; 

• the closeness in time of the event or circumstance to the assessment(s); 

• whether all/other assessment(s) might be equally affected; 

• whether there is verifiable and current third party to support the request; 

• a revised submission date (where appropriate.) 

6.5  Decisions taken through the Exceptional Factors procedure shall be accepted by 

the Assessment Board without discussion. 

6.6  A record shall be kept of all cases considered through the Exceptional Factors 

procedure , along with the decisions made. Exceptional Factors documentation will 

be retained on the student record in accordance with the University’s Record 

Retention and Disposal Scheme. 

6.7 An annual monitoring report on the operation of the Exceptional Factors process, 

and an analysis of the submissions, shall be submitted for consideration to the 

University’s Education Committee. 

 

7. APPROVAL OF EXCEPTIONAL FACTORS 

Possible outcomes and communication of decisions to students. 

7.1 The student will normally receive a response within 10 working days of 

submission.   

For students to be assessed or re-assessed. 

7.2 Where a student at level 3 or 4 is approved for Exceptional Factors, having 

already achieved a Unit weighted average of 40% or greater through earlier 

https://www.mmu.ac.uk/records-management/retention-and-disposal-schedule/
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assessment, that student will be recorded as having passed the Unit and shall not be 

permitted to undertake further assessment within the Unit. 

7.3 For the award of a bachelor’s degree, where a student at level 6, or for the award 

of an Integrated Master’s degree at level 7, has not completed one element of a 15 

or 30 credit Unit because of approved Exceptional Factors, the Assessment Board 

may allow the mark for the other assessment in the Unit that the student has 

completed to stand as the mark for the Unit as a whole, provided that, in the 

academic judgment of the Assessment Board the student has met the learning 

outcomes for the programme through the assessment s/he has completed. In such 

cases, the student will not have a further assessment opportunity in the unit. The 

decision of the Board to apply this regulation should not affect the classification. 

 

For claims relating to current coursework 

7.4 For Exceptional Factors claims that relate to current coursework, an extension to 

the published submission date will be offered. The standard extension period will 

be 5 working days. 

 

Continuing Inability to proceed owing to Exceptional factors 

7.5 A student whose health, or other problems  have prevented him/her from making 

academic progress in the previous academic session may be referred under the 

Fitness to Study Procedure to identify a suitable and appropriate course of action to 

support progression. 

 

8. NON-APPROVAL OF EXCEPTIONAL FACTORS 

8.1 If it is decided that a student’s absence, failure to submit work, or poor 

performance was not caused by Exceptional factors; or that the claim and/or 

evidence provided does not demonstrate exceptional factors; the claim will not be 

accepted. 

8.2 The decision taken through the Exceptional Factors procedure is final, and any 

challenge to these decisions must be submitted through the Academic Appeals 

Procedure. 

 

9. APPEALS 

9.1 If the student disagrees with the outcome of an Exceptional Factors claim 

decision, there is an opportunity to appeal against the decision through the 

Academic Appeals Procedure. An appeal must be submitted within 10 working days 

of the decision being issued. 

 

https://www.mmu.ac.uk/academic/casqe/regulations/docs/Study_Fitness.pdf
https://www.mmu.ac.uk/student-case-management/guidance-for-students/academic-appeals/
https://www.mmu.ac.uk/student-case-management/guidance-for-students/academic-appeals/
https://www.mmu.ac.uk/student-case-management/guidance-for-students/academic-appeals/
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ADDITIONAL INFORMATION 

 

This procedure forms part of the University’s regulatory framework. Other 

institutional policies and procedures that relate to assessment include: 

• Undergraduate Assessment Regulations 

• Taught Postgraduate Assessment Regulations 

• Procedure for Addressing Academic Misconduct 

• Procedure for Academic Appeals and Review of Assessment-Related Matters 

• Student Complaints Procedure 

• Assessment Arrangements for Disabled Students 

• Fitness to Practise Procedure 

• Fitness to Study Procedure 

 

 

 

 

 

Revised September 2020 

https://www.mmu.ac.uk/academic/casqe/regulations/assessment/docs/ug-regs.pdf
https://www.mmu.ac.uk/academic/casqe/regulations/assessment/docs/pg-regs.pdf
https://www.mmu.ac.uk/student-case-management/guidance-for-students/academic-misconduct/
https://www.mmu.ac.uk/academic/casqe/regulations/assessment/docs/academic-appeals.pdf
https://www.mmu.ac.uk/student-case-management/guidance-for-students/student-complaints-procedure/
https://www.mmu.ac.uk/academic/casqe/regulations/assessment/docs/plp.pdf
https://www.mmu.ac.uk/academic/casqe/regulations/assessment/docs/Professional-Suitability.pdf
https://www.mmu.ac.uk/academic/casqe/regulations/docs/Study_Fitness.pdf

