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Assessment Allowances Instructions 

These instructions support assessment allowances in the Assessment and Feedback Procedure (the procedure) 
of the Assessment and Progression Policy (the policy). 
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1. Short extension 

1.1. A short extension provides a student with immediate approval for extra time to submit an 
assessment when there is a brief disruptive event. 

1.2. A student may apply for a short extension for an assessment task: 

• where a short extension is available for the assessment task 
• through the short extension portal 
• without the need to provide supporting documentation 
• from the start of the teaching period 
• before the submission due date and time. 

1.3. Unless changed by the Course Authority in line with clause 1.4, a short extension of 2 calendar days 
will be available by default for all types of assessment except for the following: 

• practical assessments, including labs 
• group assessments 
• in-class assessments, such as quizzes, case study discussions, interviews and role plays 
• presentations 
• exams 
• assessments in the workplace, such as work integrated learning, placements and internships. 

1.4. The Course Authority will determine whether to: 

• change the default duration of the short extension for an assessment task and have a different 
duration between 1 day up to a maximum 7 days 

• opt-out from having a short extension available for an assessment task, except where the short 
extension applies to a competency-based assessment task or hurdle task. 

1.5. The course outline will state if a short extension is available for an assessment based on the 
outcome of clause 1.4. 

1.6. A student cannot apply multiple short extensions to the same assessment task.  

https://www.unsw.edu.au/content/dam/pdfs/governance/policy/hub/assessmentandprogressionpolicy.pdf
https://specialconsideration.unsw.edu.au/
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1.7. Further to clause 1.6, if a student requires more time to submit the assessment task, the student 
must apply for special consideration before the extended submission due date and time. 

1.8. A student is allowed only one short extension in a course if a short extension is available for more 
than one assessment task in the course. 

1.9. A student who uses a short extension may receive their marks, grades or feedback later than 
students who submitted their assessment task by the submission due date, unless required for 
finalising course results. 

2. Special consideration 

2.1. Special consideration is available to support a student where an unexpected short-term circumstance 
that is beyond their control has significantly affected their performance in an assessment task. 

Eligible circumstances 

2.2. The short-term circumstance could not have reasonably been anticipated, avoided or guarded 
against by the student. 

2.3. The maximum impact of the short-term circumstance is: 

• 14 calendar days for a term 
• 21 calendar days for a semester 
• 7 calendar days for a hexamester. 

2.4. The short-term circumstance: 

• lasted for at least 3 days in a row during the period where the student would have reasonably 
been expected to be preparing for completing or submitting the assessment task, or 

• prevented the student from completing or submitting an assessment task on a specific date. 

2.5. Where the impact of the circumstance exceeds the maximum duration of a short-term 
circumstance, a student: 

• cannot be granted special consideration as they require more appropriate ongoing support 
• may request support in line with the Support for Students Policy 
• may apply for an educational adjustment through a learning plan  
• may apply for fee remission in line with the Enrolment and Withdrawal Procedure. 

2.6. For online courses with a timed assessment task, such as an exam, a student located in a different 
time zone to UNSW may apply for special consideration for a different time: 

• where the assessment task is scheduled to start or end between 10pm and 7am local time 
• at least 5 working days before the date of the assessment task. 

2.7. A student may apply for special consideration where they have a religious faith that does not allow 
them to do a timed assessment task when it has been scheduled.  

2.8. A student may apply for special consideration where a technical issue beyond their control impacts 
their completion or submission of an online assessment task. The student will: 

• immediately advise a staff member, such as an exam supervisor or Course Authority, of the 
technical issue 

• take as many screenshots, photos or videos as possible of the issues with a date and time, such 
as error messages, screen not loading, timestamped speed tests, power outage maps and 
information from the internet provider on the issues experienced 

• apply for special consideration with the screenshots immediately at the end of the assessment 
task.  

2.9. A student may apply for special consideration if their learning plan has not been approved or 
implemented at the time of the assessment completion date or submission due date. 

https://www.unsw.edu.au/content/dam/pdfs/governance/policy/2022-01-policies/supportforstudentspolicy.pdf
https://www.unsw.edu.au/content/dam/pdfs/governance/policy/2022-01-policies/enrolmentwithdrawalprocedure.pdf
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2.10. The following short-term circumstances will not be accepted for special consideration: 

• misreading the course outline 
• misreading the exam timetable 
• heavy academic workload 
• overloading with extra courses 
• two or more assessment tasks due on the same date 
• submitting the incorrect assessment file or exam file 
• attending events such as concerts, talk shows, protests, holidays, sporting events (excluding 

university games or elite competitions and performances) 
• travel or holidays (excluding exchange approved by UNSW) 
• professional experience organised independently by the student 
• work commitments 
• industry placements (unless unexpected and unavoidable) 
• study at another institution 
• volunteering commitments, unless volunteering during an emergency for a reputable 

organisation that provides emergency assistance  
• club or society events and commitments 
• late enrolment in a course 
• missed attendance (where a course has mandatory attendance, faculties and schools will record 

each student’s attendance and communicate their process for missed attendance). 

Applying 

2.11. A student may apply for special consideration for an assessment task: 

• where their circumstance is in line with clauses 2.2 – 2.10 
• through the special consideration portal 
• with supporting documentation in line with clauses 2.14 – 2.17 
• as soon as possible from having knowledge of the short-term circumstance and its impact on an 

assessment completion date or submission due date. 

2.12. Further to clause 2.11, a student may apply for special consideration for an assessment task no 
later than 3 working days after the assessment completion date or submission due date, except: 

• for timed assessment tasks in a different time zone in line with clause 2.6, or 
• where a student requires more time to submit an assessment task with a short extension in line 

with clause 1.7. 

2.13. In exceptional circumstances, if the student provides documentation showing they couldn’t apply on 
time, UNSW may consider a late application for special consideration. 

Supporting documentation 

2.14. A student will provide supporting documentation when applying for special consideration that 
contains adequate and appropriate evidence of their circumstance. The student’s evidence must 
identify the: 

• circumstance, describing the situation in as much detail as possible 
• time frame, including dates and length of the circumstance 
• severity, detailing how serious the circumstance is, how it impacted them and how it impacted 

their assessment performance 
• dates where they were seen by the professional providing the evidence. 

2.15. A student may use the professional authority form as supporting documentation for medical 
circumstances. 

2.16. A medical certificate will not be accepted if it is: 

• backdated, or 
• out of date, or 

https://specialconsideration.unsw.edu.au/
https://www.unsw.edu.au/content/dam/pdfs/student-communications/student-lifecycle/special-consideration-professional-authority-form.pdf
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• not from an AHPRA accredited provider. 

2.17. Online medical certificates will not be accepted as supporting documentation where there is no 
evidence of a real-time consultation with the medical professional. 

Outcomes of application 

2.18. The Student Case Review team will: 

• assess a student’s application for special consideration 
• determine if the application will be approved 
• advise the student of the outcome of their application. 

2.19. For approved applicants, the Course Authority will determine the arrangement for providing the 
student with another opportunity to demonstrate their achievement of learning outcomes, such as: 

• extending the submission due date for the assessment task under special consideration 
• offering a supplementary exam to the student who missed a final exam 
• offering an alternative assessment to the student who missed an assessment task. 

2.20. If the Course Authority extends the submission due date, the length of the extension will: 

• normally be equivalent to the duration of the circumstance in calendar days 
• not go beyond the student’s duration of impact 
• not be so long as to affect the student’s progression through their program 
• not exceed the maximum impact of the short-term circumstance as defined in clause 2.3. 

2.21. Where it is not possible to provide a student with another opportunity in line with clause 2.19, the 
Course Authority may determine other arrangements where a student has achieved the learning 
outcomes in other completed assessments, such as: 

• marks from other completed assessment tasks being aggregated or averaged to achieve an 
overall mark for the assessment task under special consideration 

• reweighting the assessment task under special consideration to other assessment tasks. 

2.22. The Course Authority may consider on a case-by-case basis any other arrangements for exceptional 
and complex circumstances. 

Review of special consideration application outcome 

2.23. If a student’s application for special consideration is not approved, they may contact the Student 
Case Review team and request a review of the decision. 

2.24. The student’s request for review will: 

• be in writing 
• detail the reasons for requesting the review 
• contain any supporting documentation not previously submitted 
• be submitted no later than 3 working days from the application outcome date. 

2.25. A student cannot request a review of the arrangements from an approved application for special 
consideration. 

2.26. A more senior staff member in the Student Case Review team than the one who made the initial 
assessment will review the application for special consideration. 

2.27. A student can only request one review for each application for special consideration. A student not 
satisfied with the outcome of the review may make a complaint in line with the Complaints 
Management and Investigations Policy & Procedure. 

 

 

Fit to Sit rule 

mailto:specialconsideration@unsw.edu.au
mailto:specialconsideration@unsw.edu.au
https://www.unsw.edu.au/content/dam/pdfs/governance/policy/2022-01-policies/complaintsmanagementandinvestigations.pdf
https://www.unsw.edu.au/content/dam/pdfs/governance/policy/2022-01-policies/complaintsmanagementandinvestigations.pdf
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2.28. A student undertaking a timed assessment task is declaring that they are fit to do so and can only 
apply for special consideration in line with clause 2.30. Examples of undertaking a timed 
assessment task include:  

• sitting for an exam 
• accessing an online test 
• participating in a class presentation 
• completing a performance. 

2.29. A student undertaking a timed assessment task invalidates any application for special consideration 
that may have been submitted before the assessment task. 

2.30. A student undertaking a timed assessment task may apply for special consideration if they become 
unwell or are impacted by other circumstances during the assessment and they: 

• stop undertaking the timed assessment task before 80% of the time has lapsed 
• immediately advise a staff member, such as an exam supervisor or Course Authority, before the 

end of the timed assessment task 
• apply for special consideration within 3 working days of the assessment date 
• provide supporting documentation in line with clauses 2.14 – 2.17 that is dated within 24 hours 

of the assessment date. 

2.31. If a student was unable to make an informed decision about whether they were fit to sit the timed 
assessment task, UNSW will consider exceptions to clauses 2.28 – 2.30. 

3. Alternative assessment 

3.1. An alternative assessment provides a student with an opportunity to demonstrate their achievement 
of learning outcomes for a missed assessment. 

3.2. An alternative assessment may be provided to a student as an outcome of an approved special 
consideration application. 

3.3. The Course Authority will determine the availability and form of the alternative assessment, in line 
with clause 15.4 of the procedure. 

3.4. Clauses 3.5 – 3.10 apply where an alternative assessment is a supplementary exam. 

Supplementary exams 

3.5. A supplementary exam may be provided to a student as a supplementary assessment. 

3.6. Where a student is provided with a supplementary exam as an outcome of an approved special 
consideration application for circumstances in line with clauses 2.8 or 2.30: 

• the original exam will not be marked 
• the final mark or grade that is awarded will be based on the supplementary exam. 

3.7. Where a student is unable to undertake the original supplementary exam, the Student Case Review 
team will determine if a further opportunity is provided to the student to undertake another 
supplementary exam (second supplementary exam) if it is available. 

3.8. Where the Student Case Review team has determined that a student has provided adequate 
supporting documentation of circumstances with a continuous significant impact across the final 
exam, supplementary exam and second supplementary exam, the Course Authority will determine 
whether to approve one of the following outcomes: 

• provide the student with a third supplementary exam that is scheduled no more than 2 weeks 
after the second supplementary exam 

• where the student has successfully completed all other assessment tasks for the course, allow 
them to enrol in the course with an auditor (student) role the next time the course is offered if the 
CLOs have not substantially changed. 
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3.9. Where a student has been approved to enrol in a course with an auditor (student) role in line with 
clause 3.8: 

• the student can only undertake the final exam in the teaching period of their audited enrolment, 
with the mark or grade for the final exam added to the marks or grades already achieved in their 
previous enrolment for the course 

• the student cannot apply for special consideration for the final exam  
• the student’s academic transcript will display the final course result for the first attempt at the 

course and a grade of AS (Audited course) for the second attempt at the course 
• the student will not be allowed to enrol in the course again with an auditor (student) role. 

3.10. The outcome of a special consideration application will be determined in line with clause 2.21 for 
any of the following reasons: 

• the student is unable to undertake both a supplementary exam and a second supplementary 
exam 

• the student is unable to undertake a supplementary exam and a second supplementary exam is 
not available 

• the Course Authority has not approved any of the outcomes in line with clause 3.8. 

4. Supplementary assessment 

4.1. A supplementary assessment may be given to a student outside of the special consideration 
process so they have an opportunity to demonstrate their achievement of learning outcomes for a 
missed or failed assessment. 

4.2. The Course Authority will determine when a supplementary assessment is available for an 
assessment task, in line with clause 15.4 of the procedure. 

4.3. The course outline will state when a supplementary assessment is available for an assessment task 
based on the outcome of clause 4.2. 

4.4. Where a supplementary assessment is available for an assessment task, the Course Authority will 
determine the students who are eligible for the supplementary assessment. 

4.5. For every course in the final term or semester in a student’s program, the Course Authority will 
provide a supplementary assessment to a student who fails only one assessment task in the course 
and: 

• a supplementary assessment is available for the assessment task, and 
• the assessment task result means that the student has failed their course, and 
• passing the assessment task would have resulted in the student passing the course and 

graduating from their program. 

4.6. Clause 4.5 does not apply: 

• to an assessment task that is a research project or thesis, or 
• where a penalty for academic misconduct causes the student to fail the assessment task. 

4.7. The mark or grade awarded for the assessment task will be based solely on the supplementary 
assessment. 

4.8. Where a numerical mark is awarded for an assessment task or course, unless otherwise stated in 
the course outline: 

• if a supplementary assessment is provided to a student who received a fail grade for their 
assessment task, the final result for that assessment task will be capped at 50% 

• if a supplementary assessment is provided to a student who received a fail grade for their course in 
line with clause 4.5, the final result for that course will be capped at 50%. 

4.9. Where a supplementary assessment is provided to a student who is not yet competent for a grade-only 
assessment task or course, unless stated otherwise in the course outline, one of the following 
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grades will be awarded for the final assessment task result or final course result using the grading 
basis that has been adopted: 

• SY (Successful) / FL (Fail) 
• CO (Competent) / CN (Not Yet Competent) 
• PS (Pass) / FL (Fail) and an associated nominal mark in line with clause 12.2 of the Academic 

Progression Procedure in the policy. 

5. Monitoring 

5.1. The Manager of the Student Case Review team will monitor how many applications a student 
submits for short extension, special consideration and fee remission to proactively identify students 
who may need extra support in line with the Support for Students Policy. 

 

Effective: 1 June 2026 

Responsible: Deputy Vice-Chancellor Education and Student Experience     

Lead: Pro Vice-Chancellor Education 

 

https://www.unsw.edu.au/content/dam/pdfs/governance/policy/2022-01-policies/supportforstudentspolicy.pdf
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