
GLASGOW CALEDONIAN UNIVERSITY - Consideration of Special Factors Form 2011-12
Students are required to consult the Special Factors “Help Sheet for Students” before completing the form. 

Submission of the form

Forms must be submitted by the appropriate assessment deadline in each Trimester.  The deadlines for session 2011-12 are as follows:

Trimester A assessment deadline – no later than 13 January 2012
Trimester B assessment deadline - no later than 11 May 2012
Trimester C/Resit assessment deadline – no later than 24 August 2012
Where assessments are scheduled in September (e.g. Postgraduate dissertations, placements) you are required to submit your CSFF no later than 5 working days after the submission date, stating the date of your submission.

Forms submitted after the stated deadlines will only be accepted in exceptional circumstances (e.g. hospitalisation).  You must state (in the space below) why you were unable to submit your form by the appropriate deadline.  You should be aware that the University will have the right to decide if a form submitted late can be accepted.

Personal Details
Name:   .........................................................
 Student ID:   ..........................................…………………
Address for correspondence   ........................................................................................……………….
.....................................................................................................................................…………………..
.....................................................................................................................................…………………..
Telephone No: ............................................. 
Email address: ……………………………………………..

Date of Submission of CSFF:.................. (This date must be entered)

Category of Attendance (Please tick the appropriate boxes)


Full-Time
Part-Time
Undergraduate

Postgraduate

Associate
Attached
Distance Learning

Other (please specify):

Programme/Module Details (This Section must be completed)
Programme of Study   ..............................................................................

Programme Code (This is indicated on your Student ID card) .......................................

School:         CLD
         SEBE        GSBS     SHLS                       

  











(please tick appropriate box)
Modules affected by special factors (please give Module Code and Title)


Module Code
Module Title
Date(s) of Assessment/Submission

1
...................

........................................................  
............................................

2
...................

........................................................  
............................................

3
...................

.....................................................… 
............................................

4
...................

........................................................  
............................................

5
...................

.......................................................  
............................................

6
...................

........................................................
............................................

Nature of Special Factors
Nature of special factors 
Medical
Other

(please tick box)

Duration of impact of special factors from 

/    /

to
/    /




Supporting Evidence (This section must be completed)

You must provide supporting evidence and it must clearly relate to the specific dates during which the special factors were applicable.  If you are awaiting supporting evidence documentation, do not delay submission of the form.  If you submit the CSFF without supporting evidence, the supporting evidence documentation must be submitted no later than 5 working days after the Trimester CSFF deadline and you must supply your personal details with the documentation.  (This section must be completed – Please tick the appropriate box)

· I have provided additional separate documentation as supporting evidence consisting of 
_______________________________________________________ (please specify, e.g. medical certificate, third party statement etc) 
OR
· I am awaiting additional supporting evidence documentation.

OR

· I am not submitting additional supporting evidence documentation.
Personal Impact Statement 
This section must be completed. You are required to include details of how the circumstances have affected your studies. 
Please provide as much information as you feel the Board needs to know and which you feel comfortable disclosing.  Please continue on a separate sheet if necessary. 



[image: image1]
Outcomes Requested (This section must be completed)

You should indicate what outcomes you are requesting from the Assessment Board (Please refer to CSFF 

“Help Sheet” and appendix 6 of the University Assessment Regulations).  

If you wish the attempt at a module you have failed to be declared void due to special factors, please tick this box.   

Please specify any other requested outcome  
Declaration

The information given in this form must be accurate and must have, or must be believed to have, had a direct and adverse effect on your academic performance.  You MUST sign and date this declaration:

The information I have given on this form is, to the best of my knowledge, true and has had a direct adverse effect on the assessment(s) named.

Signed: ...............................................................................
Date:  ………………………...  

If you provide information or certificates which are subsequently found to be falsified or misleading in any way, you may be liable to action being taken against you under the Student Discipline Regulations.
Where the submission date for  an assessment is after the Trimester deadline:
In the event that your assessment submission date for the module(s) affected is scheduled after the final Trimester deadline for submission of a CSFF, you MUST submit your CSFF no later than 5 working days after the submission date.  

State assessment submission date:  ........................................
	FOR SCHOOL ADMINISTRATIVE PURPOSES ONLY

	Action By:
	Signature
	Date

	Received by Clerk to Special Factors Board
	
	

	Date of Special Factors Board Meeting:  ................................................


Decision of  Board:  
Accepted
Rejected


Rationale for Board decision:




CSFF - Help Sheet for Students
What is a Consideration of Special Factors (CSF) Form?

A CSF is the form provided when you need to tell the University about any circumstances that you feel have affected your academic performance and/or caused your absence from an assessment, i.e. coursework or exam.  The University will only accept for consideration special factors notified by this means, e.g. it cannot accept notification by e-mail, discussion with members of staff, letter etc.

Please do not use a CSFF to request an extension or to provide an explanation for the late submission of an assessment.  If you wish to request an extension or explain the late submission of an assessment you are required to contact your module leader. 

When do I need to submit it by?

There are deadlines for the submission of CSFFs in each trimester.  The deadlines for session 2011-12 are:

· If the affected assessment takes place in Trimester A, you are required to submit your CSFF no later than 13 January 2012
· If the affected assessment takes place in Trimester B, you are required to submit your CSFF no later than 11 May 2012
· If the affected assessment takes place in Trimester C/in the resit diet, you are required to submit your CSFF no later than 24 August 2012
· Where assessments are scheduled in September (e.g. Postgraduate dissertations, placements) you are required to submit your CSFF no later than 5 working days after the submission/assessment date, stating the date of your submission/assessment.

Where your circumstances are ongoing, e.g. from trimester A to trimester B, you are required submit a CSFF and supporting evidence in each trimester affected.

What sort of information should I include?

You must complete the Personal Impact Statement section of the form. Use this part of the form to explain how the factors, medical or otherwise affected you personally in relation to your ability to complete your studies. 

Use this part of the form to outline as much information as you feel the board needs to know and which you feel comfortable disclosing. You could include details of the situation that has affected you and how this may have impacted on you emotionally. You must include details of how the circumstances have affected your studies.
What will happen to my form?

There are two stages to the process.  A School Special Factors Board will normally make a decision whether or not to accept your CSFF.  If the CSFF is accepted then the Assessment Board for your programme can take the circumstances into consideration when making their decision regarding your progression or award (this will usually happen in June or August).  

What evidence do I need to attach to my form?

If the special factor relates to a medical issue, a medical certificate (or letter from a medical practitioner) is required - a self-certificate form is not acceptable evidence.

If you have been affected by the illness of a close family member or a family bereavement, you need to use the Personal Impact Statement to explain how this impacted on you personally in relation to your ability to complete your studies. In this case, you will need to provide evidence relating directly to you in support of your Personal Impact Statement e.g. a medical certificate or letter from a medical practitioner. 

If the special factor is not due to a medical issue you are required to provide a third party statement or other appropriate written corroboration, e.g. a letter from your employer or service provider and/or anyone employed in the University (e.g. Academic Adviser, Year Tutor, Programme Leader, or Students’ Association Welfare Officer).
Whatever the nature of the supporting evidence, you must ensure it contains the necessary details to clearly relate it to the specific dates during which the special factors were applicable. If you do not do so it is likely that your CSFF will not be accepted.    

What are the possible outcomes?

There are a number of possible outcomes allowed within the University Regulations.  If your special factors are accepted a failed attempt may be declared void and considered as a 1st (or 2nd, 3rd or 4th) attempt, as appropriate.  If you are requesting this outcome, indicate this by ticking the box on the CSFF.  If you are requesting any other outcome, indicate this clearly on the CSFF. 

Will my special factors be treated as confidential?

You may be assured that all discussions relating to your special factors will be treated in the strictest confidence.

Who can help me fill it in?

If you feel you need assistance when filling out the form an academic advisor, tutor, or Students’ Association Welfare Officer may be able to help.  

What do I need to do before submitting the CSFF? 
You are encouraged to take a photocopy of your CSFF for your records. 

Enclose the form and supporting evidence in an envelope marked “confidential”.

To whom do I send the completed form?

You can submit your CSFF and supporting evidence in the following ways. In all cases, you will receive an e-mail confirming receipt of your CSF form:
For programmes within the following Schools:

Glasgow School for Business and Society (GSBS):

· By drop off in the School ‘Special Factors’ collection boxes in the Hamish Wood

Building.  The boxes are available on the first floor (outside the lifts) and fifth

floor (outside the lifts) of the building.

· By post to the Programmes Office, Glasgow School for Business and Society,  Glasgow Caledonian University, Cowcaddens Road, Glasgow G4 0BA.
School of Engineering and Built Environment (SEBE):

· By drop off in the ‘Special Factors’ postbox outside the Programmes Office M209

· By post to the CSFF Administrator, School Office, M217, School of Engineering and Built Environment,  Glasgow Caledonian University, Cowcaddens Road, Glasgow G4 0BA

School of Health and Life Sciences (HLS):
· By drop off in the ‘Special Factors’ collection box (outside A506, 5th Floor,
     Govan Mbeki Building) 
· By post to CSFF Submission, School of Health and Life Sciences, Glasgow
     Caledonian University, Cowcaddens Road, Glasgow G4 0BA
Arrangements for programmes within the LEAD (Learning Enhancement and Academic Development) Centre
· By post to the Programme Administrator, Room H113G, Level 1, William Harley Building.

You may also submit your form to The Base on the Ground Floor of the Saltire Centre. 

For further guidance on Special Factors, please refer to Appendix 6 of the University Assessment Regulations on the Exams Home Page at:

http://www.gcu.ac.uk/student/exams/

























