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OVERVIEW 

The Extenuating Circumstances Process for both students applying for EC and staff processing 
applications is managed completely within Gateway’s Extenuating Circumstances software. 
Students (as well as staff on behalf of students) can apply for Extenuating Circumstances by 
completing an online form which will surface module and assessment information attached to 
their student record, allowing students to accurately apply for the correct assessment(s) as 
required. They will also be able to use the software to track and manage their applications. 
Submitted applications (both EC application and EC Appeals) can be processed by staff through 
a 3-step workflow: processing the application, making the panel decision, and publishing the 
result to the student. Staff will also be able to run various reports via the EC software.  

EC AND EC APPEAL APPLICATION SUBMISSION 

Once a student has logged in to Gateway and accessed the Extenuating Circumstances pages, 
they will be able to select to either apply for Extenuating Circumstances or Appeal an 
Extenuating Circumstances Decision from the EC landing page.  
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After being presented with some guidance regarding the EC process and guidance, the student 
will be able to complete the summary page, where they will outline the circumstances and the 
nature of their application or appeal. 

The Extenuating Circumstances Summary page. 

The Extenuating Circumstances Appeal Summary page. 
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The next page allows the student to select which individual elements of assessment they wish 
to add to the request, using the select assessments button and then confirming which 
assessment they wish to submit either a defer or extension for.  

Please note: For the resit/2nd attempt to show on this screen, the 1st attempt marks will need 
to have been processed in the Marks Entry Area (More information on this process can be found 
in the Marks Entry Guide).  

The following page allows for the student to upload any relevant evidence to their request if 
required. They can also use the drop-down questions to confirm if they are self-certifying or will 
not be adding any evidence to this request.  
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Finally, the student will be able to review and amend their EC application or EC Appeal prior to 
confirming submission. Any submission a student has either begun or fully submitted can be 
viewed on the EC Landing Page, under My EC Claims and My EC Appeals. Depending on which 
area the application is at, the student will be able to undertake various actions to their 
applications.  

An example of the actions that can be taken under Requests Awaiting Further Evidence. 
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