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Mitigating Circumstances Application Guidance for Students 

The guidance below provides a step-by-step guide on how to submit an application for Mitigating 
Circumstances. 
 
Before submitting an application, you should check the MC Guide for Students to determine if you have 
acceptable grounds for mitigating circumstances. If you have acceptable grounds, and evidence to 
support them, you should then follow the process below to submit an MC application. 
 

1. Access Student Services through the Student Portal 

 

 

2. Select ‘Mitigating Circumstances’ 

 

 
 

https://www.hw.ac.uk/document-library/mc-student-guide.pdf
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3. Select ‘Submit New Request’ 

 

 

4. Specify Affected Semester and Dates 

Please specify the semester (e.g. Semester 1, Semester 2, Semester 3 or AY) and the time period which 
has been impacted by your circumstances. Remember that you should ensure that the affected dates in 
your application correspond with the selected Semester. e.g. Semester 1 (September – December), 
Semester 2 (January – May), September 3 (May – August). 

If you are enrolled on one or more AY courses and intend to apply for a mixture of semesters (e.g. an AY 
course and a Semester 1 course), two applications should be submitted – one for AY and another for S1.
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5. Describe your circumstances and how they have impacted your studies 

Please provide a short summary of the circumstances which have impacted on your studies in 
the ‘What has happened?’ text box. E.g. ‘I broke my leg and had to attend multiple doctor’s 
appointments.’ 

You should provide a summary of how your circumstances have impacted on your studies. E.g. 
‘I was unable to attend a class test and submitted coursework 2 late’.  

 

 

6. Select the impacted courses and components 

Please specify the courses that have been impacted by your circumstances and which 
components (e.g. exam, coursework).  

If you would like to provide more context (e.g. Coursework 1, Class Test 2) please use the text 
box provided. Please do not provide specifics of your circumstances in this text box (e.g. ‘could 
not complete coursework due to bereavement’ or ‘missed final exam due to mental health 
issues’) as the contents of this text box will be shared with the MC Committee.   
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7. Upload supporting evidence 

Please upload evidence to demonstrate the reason you are applying. See the MC Guide for 
Students for more information on what evidence is likely to be accepted. 

 

Please ensure that the evidence you have provided is relevant, up-to-date and covers the full 
affected time period. Please submit all evidence in pdf, doc or jpg format. 

If you are providing a self-certification form as evidence (for seven days or less), please upload 
this before submitting your application. 

If you are unable to provide your evidence until later, and the MC deadline is approaching, 
please submit your application without evidence. Your application will then be marked as 
‘Further Info Requested’ which will give you ten working days to provide your evidence when it 
becomes available. 
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