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Who and what is this Guide for:  
This Guide is for Access to HE Providers and outlines the arrangements for 
the award through extenuation for students in exceptional circumstances, 
who through no fault of their own, may not have been able to complete all 
the assessments set.    
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1. Introduction 
 
It is recognised that in some exceptional circumstances, through no fault of their 
own, a student may not have been able to complete all the assessments set.  
Where a student cannot be assessed, i.e., cannot complete the assessments that 
have been set, the student may still be awarded unit(s) that make up the 
Diploma, through extenuation.  This will require the tutor / provider to draw 
upon either further adaptations to assessments or alternate lines of evidence to 
determine whether the unit can be awarded. 
 
Sufficient available evidence used to make a judgement on the award of a unit 
must relate to the learning outcomes of each unit being assessed, and the grade 
descriptors if the unit is graded. Continued teaching of the Diploma will be vital 
to ensure the most complete sources of evidence are available on which a 
judgement of award can be based.  
 
To ensure students, providers and stakeholders have confidence in the results 
awarded this year, the evidence submitted to support the award of a unit will be 
subject to moderation and standardisation.   
 
On completion of the Diploma, student will continue to receive a unit transcript 
and it will not be possible to identify from the transcript, units awarded through 
extenuation.  
 

2. The process for the awarding through extenuation 
 

The award through extenuation will be managed and processed through the 
AVA’s Moderation and Final Awards Board (FAB).  There are four stages to follow: 
 

 Application 
 Submission of Evidence 
 Moderation 
 Confirmation of award 

 
2.1 Application 

The Centre will need to complete and submit an application form to the AVA for 
each student they wish to be considered for award through extenuation.  This 
process can only start at the end of the course, therefore ensuring that teaching 
of the Diploma has been completed and increasing the range of evidence 
available.  There is no threshold for the number of units that can be awarded 
through extenuation. 
 
Before applying, the provider should consider the following questions. 
 

1. Has the teaching of the Diploma continued and has now completed?  
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2. Have all possible adaptations been explored? 
3. Have other avenues been discussed and explored with the learner? Such 

avenues can include a break in learning, extensions to deadlines and or 
programme end dates, or deferral to another year.  

4. Does the learner need to have received confirmation of results by a specific 
date to support progression onto a higher education course? 

5. Will sufficient evidence be available to support the awarding of unit(s) and 
grades (where the unit is graded)? 

 
If the provider can answer yes to the above questions, then the Award through 
Extenuation Application form should be completed and submitted via a password 
protected email to accesstohe@opencollnet.org.uk no later than five working 
days following the end of the course i.e., the date the last assessment for the 
course was due to be submitted.  If you wish to share the supporting evidence 
through another means e.g., a cloud system, please agree this with the AVA in 
advance.  
 
The application will identify how the extenuating circumstances experienced by 
the student has meant that they have not been able to complete all the 
assessments.  Therefore, a summary of these circumstances will be required 
along with supporting evidence.  Please ensure that any supporting evidence is 
sent in the password protected email with the application form.  Providers are 
to follow their own extenuating circumstances policy initially in deciding if the 
extenuating circumstances reported by the student are acceptable before 
submitting an application.   
 
To support the AVA in establishing if the student can be considered for award 
through extenuation, the provider will need to identify through the application 
form what adaptations have been explored for the unit(s) in question and the 
outcomes of other avenues having been explored. such as extension to 
programme  
 
The Senior Course Manager will then be required to sign off each set of Award 
through Extenuation applications.  Where a course tutor might have a personal 
interest in a candidate (for example as a relative), the Senior Course Manager 
should make sure that additional controls are put in place, as appropriate.   
 
The Senior Course Manager will be required to submit the following declaration 
when the Award through Extenuation Application form is submitted:  
 

I confirm that prior to the submission of the application, all adaptations 
and other avenues have been explored with the student, teaching of the 
Diploma has been completed and sufficient evidence will be available to 
support the award through extenuation.  

 
The Access Manager and Access Adviser will convene to review the submitted 
information and evidence to conclude if it supports the student’s achievement 
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being compromised by circumstances beyond their control and whether the 
provider can now move forward to the submission of evidence stage or if further 
adaptations or alternative avenues are to explored.  If agreement is not reached 
between the Access Manager and Access Adviser the decision will be escalated 
to the Director of Access and Compliance.  Providers will be advised of the 
outcome within two working days of receipt of the application.  
 
Failure to provide all the evidence or to complete all required sections of the 
application form may result in the delay of the processing of the application and 
the completion of other stages prior to the scheduled Final Award Board (FAB).  
 

2.2 Submission of Evidence 

If a student is to be considered for award through extenuation, the provider will 
then need to collate the appropriate evidence and complete the Award through 
Extenuation Evidence Coversheet provided by the AVA.  A rationale will be 
required for the awarding of each unit and also the grade where units are graded.    
 
Any claims for award through extenuation must be internally moderated before 
submission to the AVA using the Award through Extenuation Internal Moderation 
Record.   
 
The Senior Course Manager will then be required to sign off each set of Award 
through Extenuation Evidence Coversheets.  Where a course tutor might have a 
personal interest in a candidate (for example as a relative), the senior course 
manager should make sure that additional controls are put in place, as 
appropriate.   
 
The Senior Course Manager will be required to submit the following declaration 
with the submission of the Award through Extenuation Evidence Coversheet(s)  
 

I confirm that the awards and grades (where the unit is graded) claimed 
for on the Award through Extenuation Evidence Coversheet are accurate 
and have been based on sufficient and available evidence relating to the 
learning outcomes and grade descriptors (where the unit is graded). 
Internal moderation processes have been undertaken.  I understand that 
AVAs will undertake quality assurance measures with QAA, which could 
result in the further evidence being requested or alternative measures to 
award being recommended.  I also confirm that I understand that where 
the award through extenuation process cannot be completed before the 
scheduled Final Award Board (FAB), an additional FAB will need to be 
arranged.   

 
The evidence and coversheet will need to be submitted to the AVA and the CAM 
through a password protected email to acccesstohe@opencollnet.org.uk  no later 
than 14 working days before the Final Award Board (FAB).   
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2.3 Moderation 

The Curriculum Area Moderator (CAM) will moderate and review the available 
evidence to ascertain whether it provides sufficient evidence for the award of 
the unit(s) (i.e., achievement of associated learning outcomes) and the grading 
of the unit(s) (graded units only).   
 
The moderation will be completed and outcomes reported to the AVA no later 
than 5 working days following the receipt of evidence.  The report will be 
processed by the AVA and made available to the Provider within 2 working days. 
 
If the award through extenuation is confirmed, the provider will be able to 
update the RACs and Grade Data Proforma ready to be submitted prior to the 
FAB.     
 
If the CAM reports that there is not sufficient evidence to award, the CAM and 
AVA will discuss this further with the Provider to identify what further evidence 
is required and a new deadline for this to be received.  If this new deadline date 
is after the planned FAB, discussions will also take place to agree a date for an 
additional FAB.  If this is to take place after 26th July 2021, required dialogue 
with relevant HEIs will also be discussed and confirmed.   
 
 

2.4 Confirmation of Award 

The award of units and grades will be verified at a Final Awards Board, following 
which the results can be released to the student.   
 

3. Sources of Evidence 
 
To ensure that the award of a unit (including the grading of units) is sufficiently 
valid and reliable, a tutor/provider will draw on a range of suitable evidence upon 
which to base their judgements. This could include a range of available 
assessment (and other) evidence that represents the breadth of underpinning 
knowledge, understanding and skills aligned to the learning outcomes of the 
unit and assigned grade descriptors, where applicable, so students can 
progress with confidence. 
  
This section offers some examples of sources of evidence which may be used by 
tutors/providers when making judgements about the award of unit(s) and 
grading decisions. Tutors/providers will carefully consider and make use of the 
evidence which is available and most appropriate for the award of a unit and 
associated grades, if applicable. In considering the evidence to be used, care 
must be taken to avoid affording undue advantage or disadvantage to an 
individual or groups of students. The process must ensure fair, reasonable and 
carefully considered judgements by the tutor/provider.  
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There are no limitations on the number of pieces of evidence, or number of 
different types of evidence that may be submitted. The evidence submitted must 
be sufficient to award the unit(s) and grade(s), where applicable. Certain types 
of evidence may not be used in isolation, for example: 
 

 tracker of achievement and attainment over the course  
 witness testimonies and teacher observation without recordings / evidence 

of what has been witnessed or observed.  
 

There are two types of evidence to support the award through 
extenuation:  
 

 Established sources of evidence - Student assessment 
generated specifically to support the award of unit(s) and grade(s).  

 Alternative evidence  - Existing evidence that reflects a learner's 
performance which can be used to inform the award of unit(s) and 
grades  

 
The list below identifies examples of evidence that can be used when awarding 
units and grades through extenuation.  The list is not exhaustive and does not 
infer that all or any of the evidence would be appropriate for use.  
 
Possible Sources of Evidence 
 Summative assessments, including partially-completed summative 

assessments (assessment of learning)  
 Formative assessments (assessments for learning)  
 Notes from class-based activities (student and/or tutor)  
 Records of professional discussions (Viva)  
 Research notes  
 Reflective practice journal/learning log 
 Blogs, wiki's, chat groups between learners for taught sessions. If evidence 

of this nature is used, ensure data protection legislation is adhered to 
 Evidence from work experience (where relevant)  
 Tracker of achievement and attainment over the course when used in 

conjunction with other forms of assessment evidence  
 Witness testimonies and teacher observation only when accompanied with  

recordings / evidence of what has been witnessed or observed.  
 

 
Sufficient evidence should:  
 
• reflect the evidence that is available  
• demonstrate learning outcomes have been met  
• support grading decisions  
• be clear for a student to understand why evidence has been selected and how 
it has been used to arrive at the decision to award a unit/grade (if applicable), 
should they seek to appeal their unit grade  
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• not result in a different distribution of results at a cohort level to previous years 
unless there is an explanation to support this.  
 

4. When it is not possible to generate sufficient evidence for the 
award of a unit. 

 
If it is not possible to generate sufficient evidence to meet the learning outcomes 
of a unit, that unit cannot be awarded.  
 
As part of extenuation, a range of other measures may be applied. This may 
include:  
 
• partial achievement  
• an aegrotat award  
• extension to the course of study. 
 

5. Appeals  
 

Students who wish to appeal must first follow the Provider’s Appeal Process. If 
the student is still not happy following the completion of this process, the student 
may then appeal through the AVA.    
 
The grounds for appeal on the Access to HE Diploma are restricted to:  
 
• evidence of administrative error (for example, incorrect recording of grades 
submitted to the AVA by tutor, not all available evidence used to make 
judgement, unit midpoint grade not calculated correctly), or  
• evidence of procedural error (i.e., the correct application of the ERF protocols).  
 
The AVA will not accept appeals against:  
 
 professional judgements of course tutors  
 the efficacy of the evidence presented to support such professional 

judgements.  
 
Provider representatives may appeal on behalf of students or in their own right. 
The grounds for appeals from Access to HE providers are restricted to:  
 
 evidence of administrative error by AVA (for example, AVA did not review all 

available evidence used to support the award of units through extenuation)  
 evidence of procedural error by AVA (for example, incorrect processing of 

grades, adjustment of grades)  
 sanctions applied as a result of maladministration or malpractice allegations.  
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If the student or provider believes the appeals process has not been followed by 
the AVA, they should make a written complaint to QAA within 15 working days 
of receipt of the outcome of their appeal from the AVA. 
 

6. Arrangements for where a cohort cannot submit all of the 
evidence required for the award of units. 

 
It is important to differentiate individual claims for extenuation and cohort level 
'group claims' for extenuation as a result of organisational challenges at 
provider, Diploma level and those which apply to a few students within a cohort.  
 
If students can be assessed they should be assessed.  Providers must notify the 
AVA of any cohort level challenges as soon as possible in order for the options 
available to be discussed to allow the students to be assessed.  This may include 
further adaptations, delay to submissions or deferral to the following year.  
 
If a provider does need to submit an application with associated evidence for 
approval of award through extenuation at provider, Diploma or for a few 
students within a cohort, the AVA will advise of the procedure to follow and will 
assess each claim on a case-by-case basis to ensure an appropriate action is 
applied. It may also be necessary to undertake an investigation of the provider.  
 

7. Student completing their studies after 31 July 2021.  
 

This year, the current guidance also applies to all students due to complete after 
31 July 2021 but only for planned assessments due to be completed by 31 
July 2021. Students and providers will be supported if advice from DfE or Public 
Health England means that adaptations need to be continued beyond 31 July 
2021.  
 
Confirmed results will be recorded by the AVA and reported at the FAB but not 
claimed for on a RAC until the end of the course.  
 
 


