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Faculty
Division/Subject 

Extenuating Circumstance Sub Board

Minute of meeting held on [DD/MM/YY]

Present: 	A record is required in this section of the names, role and membership status of each person present and not present
		
Apologies:	

A starring system is in place. Any items not starred [5*.] are for noting only and will not be discussed. It is expected that members of the board will have read all papers and will raise any queries in non-starred papers to the Chair and Secretary to the Board.

	1.
	Minutes 
	Link/paper reference

	
	It should be recorded that the minute of the previous meeting was noted by the Board
	

	
	
	

	2.
	Chair’s Report / Matters Arising not Otherwise on the Agenda
	

	
	The noting of any matters that arose/actions that were taken following the last meeting, not covered under another item on the agenda and any other matters that require to be reported by the Chair should be recorded
	

	
	
	

	3.
	Declarations of Conflict of Interest
	

	
	Any declarations should be recorded in the minute, along with the arrangements that were made in light of these, in line with the Boards of Examiners Policy
	

	
	
	

	4.
	Extenuating Circumstances
	Link/paper reference

	
	It should be recorded that the decisions of the Extenuating Circumstances Sub-Board that required to be acted on, were noted by the Board such as:

The Sub Board considered xx in-semester cases and xx end-of-semester applications. Outcomes from the Sub-Board have been formally recorded below and the students notified in accordance with University policy.
	

	
	
	

	5*.
	Outcomes 
	

	
	The outcomes of the cases considered by the Board should be recorded in the minute as follows.

No narrative detail should be recorded to ensure confidentiality.   Instead, only outcomes would be captured aligned with the remit of the Board such as:

Extension approved
Late penalties removed
Deferred assessment
Uncapped reassessment
Additional attempt permitted
Grade cap removed
No action

This enables the Board to record outcomes and

· implement decisions consistently
· provide evidence that due process has been followed,
· maintain an appropriate audit trail, and
· avoid unnecessary disclosure of special category personal data.

	

	5.1*
	Student 1234567
Module ABCU9XX
Uncapped reassessment
	

	5.2*
	Student 2233445
Module DEFU9YY
Extension approved
	

	Etc.
	Continue with a new item number for each case.  Record as above.
	

	
	
	

	6.
	Any Other Business	
	

	
	If any other items of business were raised at the meeting, they should be recorded along with any planned next steps or actions. If no other items are raised, it should be recorded that “There were no other items of business”
	

	
	
	

	7. 
	Date of Next Meeting
	

	
	If a future meeting date is known, it should be noted. If not, “TBC” can be recorded
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