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Overview

This document outlines the advisor review process for Extenuating Circumstances (ECs) that

was introduced for the 2025/26 academic year.

This is a new process designed to ensure students that submit multiple self certification

requests in an academic year are given a welfare check and any concerns are highlighted and

Queen Mary services are signposted where relevant. It is not a review of the claim itself.

Please note that for ECs the academic year is classed as September through to August.

Policy

Students are able to submit up to three self certification requests in an academic year. However,

the following scenarios will trigger an advisor review:

1. The student submits their third self certification request in the academic year

2. The student submits their second self certification request relating to exams during an exam

period

3. If the student’s third self certification request is also their second exam request then this

would just trigger one advisor review. However if they are separate (i.e. submits two exam

requests and then submits their third EC request) then it will trigger two separate advisor

reviews.

Please be aware that exam requests are only counted if:

The assessment is an exam one (which can include class-based exams)

The date of the exam falls within one of the exam periods (please see the 

)
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Students may only submit one exam self certification request per exam period, although this

can include multiple different assessments. MySIS will prevent them from submitting any

subsequent ones.

What the Student Sees

On the student’s EC page on MySIS they see details of the policy as well as their current usage:

This information is then updated as the student begins to submit requests:



If their request is going to trigger an advisor review they are warned of this on the confirmation

page.

Students are advised to input information as to when/how they would like to meet. Arranging the

meeting will take place outside of MySIS. The only thing you will need to do in MySIS is to view

and respond to the request (see below for more details).

Email Notification

Where one of your students has submitted an EC that would require you to review it you will

receive an email notification. This will go to your Queen Mary email address.



Viewing Advisor Review List

On the Extenuating Circumstances page of MySIS you will see an option to view outstanding

requests:

Access to this page will be automatic when you first get an advisor review. If you are already

logged into MySIS at this point you may need to log out and back in again to see the EC page.

We do intend to add functionality to search for historic requests in the near future but at the

moment the list will show all outstanding ones.



Responding to Advisor Review

Once you have opened an EC request you will see some details about the student and the

request itself. Most of this is the same as what someone in your school/institute’s Student

Support Team will see when reviewing a request as well.



At the bottom you will then see a section where you can put in an outcome.

As the purpose of the advisor review is primarily a welfare check all you can do is accept.

As mentioned earlier, the actual arranging of a meeting - as well as the meeting itself - will take

place outside of MySIS.

When an outcome is recorded you will see this.

The ‘Reason’ field will make it clear why a Student Support Team member has responded

instead (see below). In cases where the Advisor responds it will just read ‘Advisor Responded’

as you can see above.

Limitations while Advisor Review is outstanding

While an advisor review is outstanding the Student Support Team cannot publish the final

outcome. They are able to publish provisional outcomes however.

Where an advisor review is outstanding this will be made clear to the Student Support Team.

The Student Support Team is able to screen the request as normal but they cannot publish the

final outcome.



What happens if you are unavailable

The Student Support Team is able to see all outstanding advisor reviews within their

school/institute and also search for outstanding reviews with a specific advisor. They are also

able to respond on your behalf if you are unavailable.

When doing so the decision will be different (it will indicate they accepted) and they are asked to

choose a reason why the advisor is not available.

When an advisor review is done on your behalf you do not get a notification about it.

Exceptions

If the student has no advisor assigned to them it will go to the Student Support Team instead

(although no email notification is sent but they can see it on the EC page of MySIS). 

Schools/institutes can also choose to have all advisor review requests go to the Student Support

Team. If you’d like to find out if this applies to your school/institute please speak to your Student

Support Team. In these cases the student will see slightly different wording when submitting a

request to make it clear it is not going to their advisor.


