


	PCAP Form - to be completed by undergraduate or postgraduate taught students
Student notice of Personal Circumstances Affecting Performance in assessment / examination.
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Students who believe that their performance in assessment or examination has been significantly affected by personal extenuating circumstances should advise the examiners about the particular circumstances and the impact on performance.  To do this, students should complete this form, ensuring that it is submitted in accordance with deadlines issued by the School.  (See notes overleaf)
	Student Name – in FULL:
	

	Student Number:
	

	Programme of study:
	

	Stage of study (if approp):
	

	Name of TUTOR:
	


	Which assessments were affected? (See note 6):

	Module code 
	Assessment item/s: 
	Date of assessment
	Module code
	Assessment item/s:
	Date of assessment

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


	Details of the circumstances that have significantly affected your performance. (See note 7)



	The period of time that you were affected:
	From:
	
	To:
	

	

	Have these circumstances been allowed for in other ways? (e.g. extensions.)
	YES / NO

	If yes, please provide details:



	Evidence provided in support of your claim. (See note 8)
1.

2.




	Signature of student:
	
	Date:
	

	Do we have your permission to consult any appropriate members of staff?
	YES / NO 


	For use by the Scrutiny Sub-Committee:
	Considered (Date):
	
	Rating:
	

	Comments:




Student notice of Personal Circumstances Affecting Performance in assessment / examination.

Notes for students on the PCAP form and process.
	1
	It is your responsibility to report any significant personal circumstances that, in your opinion, had a substantial impact on your performance in assessment or examination. (See 7 below.)  

	2
	In accordance with the Data Protection Act 1998 and University procedures, a Scrutiny Sub-Committee will consider the form and evidence.  This is a small sub-group of the Board of Examiners.  No personal details – only summary recommendations – will be disclosed to the wider Board of Examiners.  

	3
	If personal circumstances are taken into account, they cannot result in marks being changed.  If you demonstrate a strong case, it is possible that the Board of Examiners may exercise its discretion (e.g. to award you a higher classification if you are borderline, or permit you to proceed notwithstanding poor performance), but the Board is not permitted to adjust marks.  Even if discretion is applied, there is no guarantee that your overall result will be affected.

	4
	The Board of Examiners may only operate within University regulations.  It may be appropriate for the Scrutiny Sub-Committee / Board of Examiners to support a case to the University Concession Committee.  This is the process by which the University considers personal circumstances which may warrant an adjustment outside the normal regulations.  Such cases are considered at University level in order to ensure that students from across the whole University are accorded equal consideration.

	5
	Feedback on any submission to the Scrutiny Sub-Committee is not given. 

	6
	· Do not list all modules that you have studied – only those that you feel were adversely affected.

· Be precise about what assessments were affected – e.g. 2nd essay, exam, lab report.  

	7
	· You must be specific about, e.g. the unforeseen and unavoidable personal circumstances that significantly affected your performance.  

· Be precise about how your work was affected – e.g. lack of time to complete the work, missed X hours in the laboratory, unable to revise, etc.  

· The more detail you provide to indicate the severity and impact of the circumstances, the greater will be the information available to assist Scrutiny Sub-Committees in considering your case.

· You may use additional sheets of paper if necessary.

· If the circumstances are particularly sensitive, exceptionally, it may be appropriate to submit the form in a sealed envelope, marked as ‘strictly confidential’ and ‘for the attention of the Chair of the Board of Examiners only’.

· You must indicate how long the problems lasted.  

	8
	You are advised to provide evidence of the problems and the period of impact – e.g. doctor’s notes, a statement of support from your tutor, etc.  It is recognised that this is not always possible, but you need to be aware that your case is more likely to be considered as ‘strong’ if evidence is available.

	9
	· In most cases, students will be expected to have informed their tutor (or other member of academic staff) that they are making a submission to the Scrutiny Sub-Committee, but you do not have to do this if you would rather that your tutor did not know details of the circumstances.  

	
	· It is your responsibility to ensure that the form is submitted to the appropriate place and within the required deadlines.  



