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PART A – ASSESSMENT

PURPOSE


To ensure that assessment methodology is valid, reliable and does not disadvantage or
advantage any group of learners or individuals



To ensure that the assessment procedure is open, fair and free from bias and to national
standards



To ensure that there is accurate and detailed recording of assessment decisions.

PROCESS
North Hertfordshire College will:


ensure that learners are provided with assignments that are fit for purpose, to enable
them to produce appropriate evidence for assessment



produce a clear and accurate assessment plan at the start of the programme/academic
year



provide clear, published dates for handout of assignments and deadlines for formative
and summative assessment



assess learner’s evidence using only the published assessment and grading criteria



ensure that assessment decisions are impartial, valid and reliable



ask students to submit all work to deadline. Any work submitted late without agreement
(See Serious Adverse Circumstances below) will initially be capped at a Pass grade in
fairness to all students submitting their work. If a student finds that the remainder of
their work is at Merit or Distinction grade, they will be given one further opportunity to
improve their work to access the upper grades.



develop assessment procedures that will minimise the opportunity formal practice



maintain accurate and detailed records of assessment decisions



maintain a robust and rigorous internal verification procedure



provide samples for standards verification as required by the awarding organisation



monitor standards verification reports and undertake any remedial action required



share good assessment practice between all BTEC programme teams



ensure that BTEC assessment methodology and the role of the assessor are
understood by all BTEC staff



provide resources to ensure that assessment can be performed accurately and
appropriately.

PART B – SERIOUS ADVERSE CIRCUMSTANCES
PURPOSE
North Hertfordshire College seeks to respond in an equitable and consistent way to requests from
students for extenuating circumstances to be taken into consideration for matters relating to
examinations and assessments.
DEFINITION
Extenuating/Adverse circumstances are usually personal, or health problems defined as:
“Exceptional, short-term events which are outside of a student’s control and have a negative impact
upon their ability to prepare for or take (sit) an assessment.”
PROCESSES
In order to do this, the college will:



inform students, at induction, of the Serious Adverse/Extenuating procedures



record, track and validate any claim



forward the appeal to the Awarding Body when a student considers that a decision continues
to disadvantage her/him after the internal appeals process has been exhausted



keep appeals records for inspection by the Awarding Body for a minimum of 18 months



have a staged appeals procedure – see below.



will take appropriate action to protect the interests of other learners and the integrity of the
qualification, when the outcome of an appeal questions the validity of other result

HOW EXTENUATING CIRCUMSTANCES ARE CONSIDERED
Extenuating circumstances are considered as mitigation at the point where academic outcomes are
decided by academic staff (e.g. programme committee or examination boards).
Where the circumstances are deemed to be appropriately and genuinely extenuating, the options
open to the academic staff might include:









no further action;
Not Assessing (NA) the examination in question to allow an attempt at the next opportunity
without academic penalty (where evidence strongly suggests that circumstances have
seriously disadvantaged the student who has failed/not attended the assessment only; NA
should not normally be allowed where a student has passed the examination);repetition of a
module/unit (outside the normal regulations);
disregarding penalties for late submission of coursework;
disregarding a missing component and deriving an overall mark/grade from completed
work;
disregarding an unreliable component and deriving an overall mark from completed work (if
to the student’s benefit);
submitting the missing assessment if the programme has been failed;
sitting an alternative assessment if the programme has been failed.

EXTENUATING CIRCUMSTANCES CRITERIA
Extenuating circumstances must meet the following criteria:
1. Non-academic – Problems with the management of the programme or with academic staff
should be dealt with via the Student Complaints Procedure.
2. Out of your control – Student could not reasonably have done anything to prevent them
from happening.
3. Impact – The circumstances had a negative impact on the ability of the student to prepare
for or sit an assessment. (This must be recorded on your extenuating circumstances
documentation.)
4. Relevant – Occurred at the time of the assessment or in the period immediately leading up
to the assessment.

LIKELY TO BE ACCEPTED AS EXTENUATING CIRCUMSTANCES
The following is a non-exhaustive list of circumstances which are likely to be accepted as
extenuating circumstances:
1. Bereavement - death of close relative/significant other (which in an employment context
would have led to a period of compassionate leave).
2. Health related self-isolation.
3. Serious short-term illness/accident/hospitalisation (which in an employment context
would have led to a period of sickness absence).
4. Deterioration or fluctuation of a disability or long-term health condition.
5. Significant adverse personal/family circumstances.
6. Other significant exceptional factors for which there is evidence of stress caused, i.e.
victim of crime. Evidence (police crime reference, letter from hospital/doctor treating
condition, social worker letter etc) of any of these is likely to be required by the department.
There may be many things which happen to a student during their programme of studies such as a minor
illness, a sleepless night, a minor injury, financial worries etc. However, these will not normally be
accepted as extenuating circumstances; doctors, counsellors etc will not normally provide evidence that these
are extenuating circumstances. In some very unusual cases where this can be documented by independent
evidence they may be considered.

UNLIKELY TO BE ACCEPTED AS EXTENUATING CIRCUMSTANCES
The following is a non-exhaustive list of circumstances which are unlikely to be accepted as
extenuating circumstances:
1. Medical circumstances which do not relate to the assessment period in question.
2. Minor illness or ailment, which in a work situation would be unlikely to lead to
absence from work.
3. If there is a reasonable case that the circumstances were foreseeable and/or
preventable
4. Financial issues.
5. Religious Observance (i.e. fasting, leaving before sundown etc.)
6. Holidays/family events.
7. Transport difficulties such as delayed flights, strikes or traffic jams. (Students are
expected to be at their term-time home throughout the examination period or have made
appropriate arrangements if sitting examinations abroad.)
8. Late disclosure of circumstances on the basis that the student did not feel comfortable
bringing the circumstances to the attention of the academic department prior to the relevant
meetings/boards.
9. Poor time management (pressure of work, conflicting assessment deadlines, unavailability
of books etc).
10. Missing exams due to misreading of examination timetable or oversleeping.
11. Loss of computer data/printer problems (all work should be backed up). If work cannot
be submitted due to a failure of the College computer system you should obtain a dated
statement from IT Helpdesk.
12. Submitting the wrong work for assessment or draft version of the work.
13. A long-term condition where treatment or additional support/arrangements are in
place to mitigate.

ONGOING MEDICAL/PERSONAL PROBLEMS
It is expected that long term or recurrent circumstances would normally be managed by medication
or other treatment, special exam arrangements and/or support and would not fall under the scope
of the extenuating circumstances policy.
1. Students with long term or recurrent medical problems should contact the College
Student Services at the start of their studies.
2. The medical condition may be defined as a disability.
3. Students with long-term or recurrent personal problems should contact their personal
tutor to discuss at the earliest opportunity.
DISABILITY, DISABLING CONDITIONS, SPECIFIC LEARNING DIFFICULTIES
Any condition that can be defined as a “physical or mental impairment which has a substantial and
long-term adverse effect on their ability to carry out normal day-to-day activities” may be supported
by the Herts Access Centre (https://www.nhc.ac.uk/herts-access-centre/)
1. HAC may have (with the student’s permission) sent a Learning Support Plan (LSP), with
recommendations for a student’s support, to the Disability Liaison Officer. The department
should check and refer to this when considering a student’s request for Extenuating
Circumstances (or considering whether a disabled student needs to submit a request).
2. If HAC-recommended support (including reasonable adjustments to assessments) has
been put in place, the department should consider whether the student’s submission of
Extenuating Circumstances is as a result of a deterioration or fluctuation of their condition. It
is reasonable for the department to ask the student to provide evidence of this or to ask the
HAC for confirmation.
3. If the circumstances do not relate to the existing disability, students will be expected to
submit an Extenuating Circumstances Form and may be encouraged to contact the HAC
again to discuss future support.

APPENDIX B – SERIOUS ADVERSE CIRCUMSTANCES

Date received:

CONFIDENTIAL
Notification of Serious Adverse Circumstances affecting assessment
FORMS SUBMITTED WITHOUT EVIDENCE WILL NOT BE CONSIDERED
Please note that acceptance of Serious Adverse Circumstances does not allow the Board of
Examiners to change a grade, but only permits them to offer a deferral or extension.
Please complete all sections of this form in black ink and PRINT all information (except your
signature).
This form must be completed and returned to the Programme Manager for consideration
Students are strongly advised to consult their Programme Tutor before completing this form and
submitting it.
If you are concerned about the personal and sensitive nature of the information, please tick the box
below to request that the information is only disclosed to the Programme Manager, Chairperson and
Clerk of the Assessment Panel, the Chairperson of the Module Board and the External Examiner(s):
Strictly Confidential

(evidence should be submitted in a sealed envelope).

Student Forename(s) (Given name(s)):

Student Surname (Family name):

Student ID number:

College site

Programme of Study (Course):
(e.g. HND Health and Social Care)

Course Code:
(e.g. BSBUS and your level (level 4, 5, 6 or 7)

Course Tutor
Mode of study:

Programme Manager:
Full time

Part time Date:

Units affected by Serious Adverse Circumstances: List all Units s you wish to be considered
together with details of the assessment
Unit Title (please state if
semester A, B, AB or for
referral/deferral)

Module
Code

Type of Assessment
e.g. coursework
including the assignment
title

Date of
assessment
/
submission

Did you
attend the
assessment
/ submit the
assignment?

Evidence
Evidence from independent or third parties must be included to support your submission.
Evidence should indicate the time, nature and probable effect of the serious adverse circumstances.
This would normally take the form of e.g. a Doctors letter or confirmation of hospital admission.
Please give a brief explanation of how the serious adverse circumstances impacted on the type of
assessment (if you are submitting this in hard copy you may attach pages as necessary)

Evidence included: Yes
No

Disability

Number of items of evidence included:

Is your submission disability related?
Yes
No

If ‘yes’ has this been discussed with the Disability
Services team?
Yes
No

If you have not included evidence from Disability Services as part of your submission, do we have
your permission to discuss the content with a member of staff in Disability Services if required in
order to make a decision?
Yes
No
Please note if you do not give permission it might not be possible to get the information we need
in order to make a decision on your submission. In such circumstances, the Board will not be
able to uphold your Serious Adverse Circumstances.

Signature of student:

Date:

Email:

Your application will be considered by the Programme Manager who will determine the validity
of your application and make a recommendation.
The Board of Examiners will make the final decision regarding the outcome of your assessment.
You will be notified of the outcome of your Serious Adverse Circumstances application by email.
Please ensure your student details are kept up to date.

