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１. HOW TO INITIATE A NEW EXTENUATING CIRCUMSTANCES CLAIM? 

Step 1. Access to the Extenuating Circumstances Claim BPM system via ‘Student Portal – Service Cards 

– Examination and Assessment – Extenuating Circumstances Claim’.  

  

Step 2. Choose ‘New Application’ on the top of the form to start a new claim. 

 

Step 3. Complete Part I and Part II of the form, then click ‘Confirm’ to continue the claim. 

 

  

https://studentportal.nottingham.edu.cn/
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Step 4. Complete Part III of the form and submit. 

 

* You may also ‘Save Draft’ if needed. You can access to the draft via ‘Student Portal – Draft Actions’. 

You are not recommended to save draft because the submission date will not be recorded by saving 

draft. If your evidence is not ready, you may choose ‘Yes’ in Question 7.1.2 and submit it (See Point 4 for 

more details). 

 

２. HOW TO CHECK THE STATUS OF MY CLAIM? 

You will receive an outcome letter when the decision is made by the panel. You 

may also check the status of your claim(s) via ‘Student Portal – Student Services – 

My Actions’ after you submit it. 

 

 

 

３. HOW TO WITHDRAW MY CLAIM? 

Step 1. Access to your claim (See Point 2). 

Step 2. Abort your claim on the system.  

 

* Please note that the aborted claim won’t be considered by the panel anymore. 

* The claim with outcome cannot be aborted in the system. Please contact your Faculty Office for further 

information.  

https://studentportal.nottingham.edu.cn/
https://studentportal.nottingham.edu.cn/
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４. HOW CAN I SUBMIT EVIDENCE SEPARATELY? 

Step 1. Choose ‘Yes’ in Question 7.1.2 if you have further evidence and submit the claim. 

 

Step 2. When your evidence is ready, you may access to your claim via ‘Student 

Portal – Student Services – My Tasks’ and update your evidence. 

 

 

 

５. WHAT CAN I DO IF I FACE ISSUES WHEN I FILL THE FORM? 

Please read the explanations in red contained in the form and note the information in any popups. If you 

still have questions, you may contact The Hub for further help. 

Illustration of explanation in red: 

 

Popups: 
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