
Mitigating Circumstances (MC) Procedure 
 

This Procedural Guide is designed to advise students who are submitting a mitigating circumstances 
(MC) application at the time of, or immediately after, their assessments (coursework or equivalent, 
take home exams, dissertations). This applies on to ALL students. 

 

This documentation must be read in conjunction with policies and advice found on the Mitigating 
Circumstances site for Students. 

 

All MC applications are to be submitted via the University’s Online MC Submission process 
 

Your submissions will be securely saved and your confidential circumstances will only be seen by 
approved MC Administrations and the Academic Chairs of the MC Committees (see further below). 

 

ONLINE SUBMISSION 
 

Unless it is not possible for you to do so, you must submit your MC application online via Student Self- 
Service. Further guidance is provided below if you are not able to submit online. 

 

Student Self_Service Home Page: 
 

Which then takes you to the following page: 

https://www.hw.ac.uk/uk/students/studies/examinations/mitigating-circumstances.htm
https://www.hw.ac.uk/uk/students/studies/examinations/mitigating-circumstances.htm


 
 

You must complete all sections above 



User Friendly Procedure Video 

There is also a video guide to aid you through the process: 

https://web.microsoftstream.com/video/d21e1ea0-e344-425f-8847-62c459519533 

 
The Self-Service MC Application can also be directly accessed via the following URL: 
https://myhwu.hw.ac.uk/ssomanager/c/SSB?pkg=bwkkspgr.showpage?page=HW_MC_REQUEST_1 

 
 

If you are unable to submit online: 

Where you are unable to submit online, via Student Self-Service, you are required to contact your 
school directly for guidance, submitted directly to your School, following the University MC Policy and 
Procedures. 

 

 
 

Once your MC is submitted, the Workflow will be initiated, and your Personal Tutor will also be 
informed that you have submitted an MC application (but not be able to see the details of your 
circumstances – only approved MC Administrations and Academic MC Chairs will see any details). Your 
Personal Tutor can provide any support and reassurances as required. 

 

If you submit online or via the MC Form, you will receive a notification, normally within 5 working 
days, as to whether your application has been accepted or not. 

 
If you have any problems submitting your application, please contact the Student Information Desk or 
Student Support Centre. 

 
We wish you well in your University studies. 

 
Registry and Academic Support  
Heriot-Watt University  
September 2020; updated February 2023 

https://web.microsoftstream.com/video/d21e1ea0-e344-425f-8847-62c459519533
https://myhwu.hw.ac.uk/ssomanager/c/SSB?pkg=bwkkspgr.showpage%3Fpage%3DHW_MC_REQUEST_1

