
Absence Report or Extenuating Circumstances* Claim? 

* This was previously referred to as 'Good Cause'. During 2025-26 we anticipate changes being made to the process but at the 
time of publication the information below is correct. 
1 If a further extension beyond five working days becomes necessary an Extenuating Circumstances Claim should be made. 

Revised August 2025 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

EXTENUATING 
CIRCUMSTANCES 

CLAIM 
 

No Report 
needed 

 

I have missed one or more classes 

Yes 

I have missed a Scheduled Summative 
Assessment* due to adverse circumstances 

 
No 

EXTENUATING 
CIRCUMSTANCES 

CLAIM 
 

I have missed more than 
seven consecutive days 

 

No Yes 

The missed class(es) or 
lab(s) are compulsory 
for the award of credit 

The class(es)/lab(s) are 
part of a series which 

has a minimum 
attendance level for the 

award of credit 

No 

No 

I think the absence is 
important, e.g. it is part 

of several non-
consecutive days of 

absence 

ABSENCE 
REPORT 

 

Yes 

Yes 

No 

No Report 
needed 

 

Yes 

Yes No 

I have missed 
an Assignment 

Deadline** 
 

No 

I have attended 
exams and/or 

submitted 
assessments but 

believe my 
performance was 

impaired by adverse 
circumstances 

 

Yes 

I have been granted 
an extension of up 

to five working 
days by the Course 

Convener as 
permitted under 

16.27 of the Code 
of Assessment 

 

Yes Yes1 No No 

ABSENCE 
REPORT 

 

ABSENCE 
REPORT 

 

ABSENCE 
REPORT 

 

EXTENUATING 
CIRCUMSTANCES 

CLAIM 
 

*Scheduled Summative Assessments are 
tests or other pieces of work which run at a 
specified time and place, e.g.  

• Examinations 
• Class Tests 
• Lab Reports 
• Presentations 

 
**Assignment Deadlines relate to essays, 
reports and other coursework submissions 
required for the award of credit. 

A summative assessment 
was scheduled during the 

class(es) 
 

No 

Yes 


