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Request for additional consideration Policy
Request for additional consideration (Guidance and Form)
Guidance about how to make a request for additional consideration
Who should you contact about your request.
We are committed to providing excellence in teaching and a positive learning experience for all our students.  Whilst we expect our students to be able to cope with normal life events, to manage their workloads properly and to expect a level of pressure around assessments, we understand that a temporary short-term and acute incident, occurrence or situation, which is beyond a student's control, may impact a student's performance or ability to study.  
An ’additional consideration’, which might otherwise be known as a mitigating or extenuating circumstance, is an acute, but short-term incident, occurrence or situation which is beyond a student’s control and which impacts a student’s performance or ability to study.  The circumstance may have impacted a student’s performance in an exam, assessment or project, or on a practice placement.  More generally, an additional consideration may also be a circumstance which may have impacted a student’s engagement with their course. 
Examples of requests for additional consideration that we may or may not accept are provided in our Requests for additional consideration Policy.
In the first instance, you may want to talk about your request with member of staff.  For example, we would suggest you start by contacting the Director of Training, or Chair of Training Committee for your course, or you may choose to speak with your personal tutor or our Learning Support Coordinator.  
You can make a request for additional consideration by submitting a Request for additional consideration Form.  Before submitting your request, we suggest that you refer to Appendix A of the Request for additional consideration Policy which provides a comprehensive list of examples of the requests we may or may not consider and the evidence that we would expect a student to provide.  
It’s important that you set out clearly and concisely in the Request for additional consideration form:
· the reasons for requesting additional consideration
· what assessment(s) or exam(s) have been impacted
· supporting statement outlining the circumstances that you would like us to consider
· evidence, which must be from an independent source(s) and in English.
Timeline:  All requests for additional consideration should be submitted as soon as possible, and no earlier than 14 days prior to the assessment or exam.  Requests should be submitted no later than 14 days after the first affected assessment.  
What happens when you submit a Request for additional consideration form?
The Director of Training, or Chair of Training Committee for your course, will consider your request, however where a request is complex, it may be referred to the Corporate Governance Team who will convene an additional consideration panel who will consider your request.  The request for additional consideration will be considered on its own individual facts, and we will consider all of the factors and evidence that you submit.  
What if you’re worried about making a request for additional consideration
We would like to reassure you that you will not be disadvantaged by submitting a request for additional consideration and we take all requests seriously.  Your request will be dealt with without any recrimination and we will treat your request confidentially as far as its reasonably practicable.  
What happens if you are making a request for additional consideration as a group
The group should nominate a representative from the group who will be responsible for submitting the request for additional consideration.  The representative will be the main contact for the group and will liaise with the bpf on behalf of all group members.  
What if you’re unhappy with the outcome of your request for additional consideration
If your request has been rejected, or if you’re dissatisfied with the outcome, you have the right to appeal the outcome of your request.  Appeals will be considered in accordance with our Academic Appeals Policy.  More information can be found in our Request for additional consideration Policy.  
Further support
If you’re finding it difficult or if it’s upsetting to make a request for additional consideration, our Learning Support Coordinator is available to provide support and advice.  They may be able to help you submit your request or signpost you to additional resources or support.  
Information and advice
If you have any questions about the additional consideration’s procedure or would like more information about how your request will be considered, please contact the Director of Training, or Chair of Training Committee for your course.  
Email:  complaints@bpf-psychotherapy.org.uk 
This guidance should be read in conjunction with the bpf’s Request for additional consideration Policy.
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Request for additional consideration Form
	Section 1: Your details

	Title
	

	First Name
	

	Surname
	

	Address & postcode
	

	Telephone contact number
	

	Email address
	



	Section 2: Your studies

	Name of course
	

	Year of study
	



	Section 3:  Which assessments or exams were/will be affected? 

	Please list below:

	Module title (and code if applicable)
	Name of exam/assessment
	Exam/assessment submission date
	Date assessment submitted (if applicable)

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



	Section 4: Your additional considerations

	Before completing this section, please refer to Appendix A in our Request for additional consideration Policy.

	Please provide details of the circumstances that have significantly affected your performance and the impact for each assessment/exam.  

	

	The period(s) of time that you were affected
	From:
	
	To:
	

	
	From:
	
	To:
	

	
	From:
	
	To:
	

	Have these circumstances been allowed for in other ways (e.g. reasonable adjustments, learning support agreement)?  If yes, please provide details:
	Yes / No

	

	Please list the evidence that you are submitting with your request.  

	

	Please state what your preferred outcome for your request for additional consideration.  

	



	Declaration

	I have read the Guidance about how to submit a request for additional consideration. 
	Yes / No

	I declare that the information given in this form is true to the best of my knowledge and that I will answer questions and provide further information to support any consideration of my request.    
	Yes / No

	Signature

	

	Date

	



Please send this form and supporting evidence to the email address for your course: the email address can be found on the bpf’s ‘contact us’ webpage.  
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