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Presentation of Cases to the Special Cases Committee
No case can be fully considered without this form being completed in full. Please print clearly where appropriate.  All medical documentation should be presented in a sealed envelope for the attention of the Chair of the Special Cases Committee.

1.
Background Information

	Name of Student
	Student Number
	Programme of Study
	Level of Study
	Year of Study
	Date of Assessment Board when case was discussed

	
	
	
	
	
	



2. Details of Case

Please provide full details and attach supporting documents including an extract of the minute of the Assessment Board and a copy of the Student's results.(Please state what supporting documents are attached)
Please state what the Assessment Board considered would be appropriate action by SCC.

3. Programme Leader's Comments

Please include any additional comments that would assist the Special Cases Committee in making a recommendation
	Name of Programme Leader
	Signature 
	Date

	
	
	



4. Signature of the Chair of the Assessment Board
I confirm that it was formally agreed to submit this case to the Special Cases Committee.
	Name of Assessment Board Chair
	Signature
	Date

	
	
	


5. Decision of the Special Cases Committee

The following decision has been taken in respect of _________________________










(Student's name)
	Name SCC Chair
	Signature
	Date

	
	
	



6. Action taken by Secretary


Progression Code = 

	
	Action
	Date
	Initials

	1
	Progression Code agreed with School
	
	

	2
	Decision communicated to the Programme Leader

	
	

	3
	Copy of decision to Chair and Secretary of the Assessment Board


	
	

	4
	Copy of decision sent to Head of School (where they did not Chair the Assessment Board)


	
	

	5
	Confirmation from Programme Leader that Student(s) have been informed


	
	

	6
	Forward decision of Special Cases Committee to SPO (including Progression Code)

	
	


7. Action taken by Programme Leader

	
	Action
	Date
	Initials

	1
	Student Informed
	
	

	2
	Copy of correspondence to Secretary of SCC
	
	


8. Notes
Protocol for Communication to and from the Special Cases Committee
1. Only cases that are submitted on the approved form will be formally considered at the Committee

2. All sections of the form must be completed in full and signed by the appropriate staff

3. All cases should have full documentary evidence attached

4. Once the Special Cases Committee has considered a case and made a decision, the Secretary shall inform, in writing, the Programme Leader concerned with a copy to the Chair of the Assessment Board. A copy will also be sent to the Head of School in the rare event that he/she did not Chair the Board

5. The Programme Leader will inform the student(s)
 concerned and to report back, in writing, to the Secretary enclosing copies of any correspondence sent.
6. Action 5 must be completed within 10 working days of despatch of the decision of the Special Cases Committee to the Programme Leader.

7. If no response has been received by the Secretary within the stipulated time scale the Secretary shall contact the Head of School who will take all necessary steps to expedite the matter.

8. The Secretary will notify Student Programmes Office of the outcome of the Special Cases Committee by providing a copy of relevant documents.










� It is very important to note that the Programme Leader is responsible for ensuring that the student(s) concerned receive timely and accurate feedback from consideration of their case.





