
Exceptional Circumstances Guide 

 

What is ‘Exceptional Circumstances’? 

'Exceptional Circumstances' are defined as unexpected events outside your control which 
are likely to have a negative impact on your ability to successfully complete an 
Assessment. 
 

The following examples are likely to be considered valid Exceptional Circumstances: 

• Serious personal accident or injury 

• Hospitalisation (including operations) 

• Serious illness or death of close family member, dependent or friend 

• Sudden deterioration of long-term condition 

• Serious personal disruption (e.g. relationship breakdown, separation or divorce, victim of 

crime) 

• Major household problem (break-in, fire) 

• Absence for public service (e.g. jury service, service with reserved forces) 

• Participation in national / international sports or cultural events 

• Recent diagnosis of disability / long-term condition (e.g. chronic fatigue syndrome), so 

that reasonable adjustments haven't yet been put in place 

• Digital poverty - IT issues 

• Significant financial issues 

 

If you are not fit to submit the assessment or sit the exam and wish to defer your 
assessment, you should submit an Exceptional Circumstances Claim form and not submit your 

assessment. If approved, you will need to submit the assessment at the next assessment point. 

You will receive more guidance on this date once your claim has been approved. 
 

For further information about claiming Exceptional Circumstances, please see 

https://www.bathspa.ac.uk/about-us/governance/policies/exceptional-circumstances/  

 

Exceptional Circumstances Form 

 
You can find the form here. 
 

To fill in this form you will need: 
 

1. Your Student Number. 
2. Affected Assessment details: Module codes, Module titles, assessment type (essay, 
exam, presentation etc), deadline dates. 
3. A written statement explaining your circumstances and how your studies have been 
affected. Please give as much detail as you can (You will need to upload this as a separate 
file so please have this ready before completing this form. It can be a Word document, PDF 
or image/photo file). 
4. Dates that you have been affected by your circumstances. 
 

https://www.bathspa.ac.uk/about-us/governance/policies/exceptional-circumstances/
https://forms.office.com/Pages/ResponsePage.aspx?id=U2ZwI1fNBEWaWQlgJR20sDHuD5PS0itBuK1Aq__U4XhURTNPNEFVTlZFWlVKQTZRUDNXMlAzOUM1WS4u


If you have any questions about filling out this form or about the Exceptional Circumstances 
process in general, please contact the Student Information Team via logging an Exceptional 

Circumstances call on MyServices or call them at: 01225 876115 
 

Step by Step Guidance 

 

 

 Step 1: Fill in your personal and course details 
 

 

 

https://bathspa.topdesk.net/tas/public/ssp/content/detail/service?unid=6434399fefca473ca3d7ae8e6f7ee0a8


 

Step 2: List all assessments that you are not fit to submit and are requesting Exceptional 

Circumstances for. 

 

The module code, module title, type of assessment (e.g. exam) and the date it is due is needed. 

 

 
 

 

 

 

 

 

 

 

 

 

 

 



 

Step 3: Upload your supporting statement, ensuring it fits under the listed grounds for 

Exceptional Circumstances. If you are unsure if it fits under one or more of the listed grounds, 

you can email the SU Advice Centre to check: su-advice@bathspa.ac.uk. 

 

Please also note the SU Advice Centre can provide feedback on drafts before you upload it. 

Please ensure this is sent in plenty of time.  

 

 

 

 

 

 

 

 

 

mailto:su-advice@bathspa.ac.uk


 

Step 4: List the start date of the circumstance(s) and end date. If it is ongoing, you can leave the 

end date blank. 

 

 

Step 5: You are welcome to upload any supporting documents. This can be doctor notes, 

photographs, emails etc. However, this is not a requirement, but a recommendation. 

 

 

 

Step 6: State how you will manage your reassessment workload when it is time to submit your 

assignment. You can state if you have booked appointments with Student Wellbeing Services, if 

you intend to attend Academic Skills service (ASk) workshops, or if you intend to use the 

Assessment Action Plan, for example. 

https://assets-cdn.sums.su/BT/Advice/Assessment-action-plan-template---202223.docx


 
 

Step 7: Select yes or no on whether you have contacted Student Wellbeing Services in the last 

3 months. Their details can be found here. 
 

 
 

Step 8: Lastly, you must read and understand that your next level of course may be affected, 

and your graduation could be delayed if your Exceptional Circumstances Claim is accepted. 

 

https://www.bathspa.ac.uk/students/student-wellbeing-services/


 

 

 


