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[bookmark: _Toc357436923][bookmark: _Toc357501129][bookmark: _Toc251684025]OVERVIEW – GUIDE ON HOW TO SUBMIT ONLINE SPECIAL CONSIDERATION AND DEFERRED EXAM APPLICATIONS

Western Sydney University has developed an online process which allows students to submit Special Consideration and Deferred Exam applications online.

[bookmark: _Toc357436924][bookmark: _Toc357501130]About this guide

This guide outlines the process for submitting an online Special Consideration or Deferred Exam application using the eForms system. 

[bookmark: _Toc357436925][bookmark: _Toc357501131]Helpful tips

· You can click ‘Save’ (in the bottom left of each screen) at any time. Once your application is saved, you can logout and come back to it at another time (via the ‘Draft/Saved Forms’ option)
· You can select ‘Previous’ (in the bottom left of each screen) at any time to change or view previous screens of the form
· Some fields in the form will be marked with a red asterisk (*), which indicates that the field is mandatory. That means you must enter information into that field

[bookmark: _Toc357436926][bookmark: _Toc357501132]Using Internet Explorer 8

Note: If you are using Internet Explorer 8 to submit your Special Consideration/Deferred Exam eForm, you will need to complete the following procedure.


1. Open Internet Explorer and click ‘tools’ in the top right corner


[image: IE8]Click here


2. 
Select ‘compatibility view settings’ from the list that appears

[image: IE8_2]Click here


3. The following box will appear. Make sure all three boxes at the bottom are unchecked. Then click ‘close’

[image: IE8_3]Click ‘close’
Uncheck all boxes


[bookmark: _Toc357436927][bookmark: _Toc357501133]Need more help?

Information about the Special Consideration and Deferred Exam online form is available at www.westernsydney.edu.au/forms. If you need help submitting your form, please contact Student Central in one of the following ways:

Phone: 1300 668 370
Email: studentcentral@westernsydney.edu.au 
Drop in: Student Central locations and opening times are available at www.westernsydney.edu.au/studentcentral

[bookmark: _Toc357436928][bookmark: _Toc357501134]Submitting an application

[bookmark: _Toc357436929][bookmark: _Toc357501135]Step A – log in

Log in to the MySR student portal at https://www.westernsydney.edu.au/mywestern using your student ID number and password.

Click on ‘eForms’ in the list of links on the left side of the screen. The following screen will appear.
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[bookmark: _Toc357436930][bookmark: _Toc357501136]Step B – select the form

To start a new application, click on the ‘Find Forms’ box
[image: ]

A list of different eForms will appear. Click the ‘Open Form’ button next to the ‘Special Consideration/Deferred Exam’ form.
[image: ]
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You will again be prompted to enter your student ID and password to login. 
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NOTE:
Please note that if you entered the exam room, you are not eligible to submit a Deferred Exam and should be applying for special consideration. 

[bookmark: _Toc357436932][bookmark: _Toc357501138]Step 1 – personal details

Once logged in, the following screen will appear. Please put in your student ID number and select Lookup. This will populate your name. There are only two fields you can change on this page. Both of them are marked with a red asterix. These fields are also mandatory – you must complete them in order to move on to the next step of the application.
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Note: If one of the mandatory fields is not completed, an error message will appear. It will tell you what the error is and indicate where the error is on the page by highlighting it in red. 

[bookmark: _Toc357436933][bookmark: _Toc357501139]Step 2 – unit selection
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Step 3– Checklist

The below questions will be populated only after you answer each question.  Please ensure you answer each question as shown below to ensure your application goes through as a Deferred Exam application.
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Step 4– Exam Information

Please fill in both boxes as indicated below.
[image: ]




[bookmark: _Toc357436934][bookmark: _Toc357501140]Step 6  – reason for application

At this step, you will see a list of possible reasons for your application. You need to select at least one reason from the list. Please note you can select a couple of reasons if you need to. 

[image: ]Select one of these options


Once you select one of these options it will populate a box (as shown below) where you are required to write a statement. [image: ]

Step 7a  – Examples of Supporting Documentation
Under each option there are examples of supporting documents that you could attach to your application.
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[bookmark: _Toc357436937][bookmark: _Toc357501143]Step 7b – upload supporting documentation

To upload a file, click ‘Attach a file’ next to the most relevant document type.

The following screen will appear. Click ‘Choose file’ and select the file from where it is saved on your computer. You can enter a description if you want to and then click ‘Attach’.

Repeat this process for each document you are attaching.

[image: ]

Each successfully uploaded document will appear at the bottom of the screen.

[image: ]

Once all your documents have been attached, click ‘Attachments Completed’.

Important: For auditing purposes you must keep either the original or certified copy of all supporting documentation you attach. The University conducts audits to validate the information students provide in their applications. You may be contacted anytime within 1 year of submitting your application and required to produce either the original or a certified copy of all supporting documentation.

[bookmark: _Toc357436940][bookmark: _Toc357501146]Step 8 – complete your application

Once all documentation attached to your application please select the submit button.

The following screen will appear. This means your application is complete and has been submitted. From this screen you can choose to save a PDF copy of your application. 
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Forms

Select from the list of available forms below.

‘\ Go

) Advanced Standing Application

This form is for students who are applying for credit or exemption in their UWS course on the basis of previous
learing

) Pathways Credit

This form is for students who are requesting to have their credit from their pathways TAFE/VET course applied to
their record

) Review Of Grade

‘This form is for students who are requesting a review of a final grade for the current teaching session.

) Rule Waiver

‘This form is for students who are requesting a rule to be waived on a unit so that they can enrol in it

) Special Consideration / Deferred mmh

This form s for students who are applying for special consideration for an exam, assessment task or teaching
session
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Deadlines for lodging applications

- Deferred exams - no later than 5.00pm on the second working day after your exam
- Special Consideration - no later than 5.00pm of the second working day after the due date of the assessment task/exam, or as S00n as you are
aware that you may have extenuating circumstances that could affect your studies.

NOTE: If you are using Internet Explorer 8 (E8), please follow the IES eForm compatibilty instructions.
‘What should | apply for?
Deferred exam - exceptional circumstances that mean you are unable to attend your final (end of session) exam.

Special Consideration - if you think that your performance during the current teaching session, an assessment task o an end of session exam has
been negatively affected by serious misadventure, accident, iliness or other extenuating circumstances beyond your control.

Please note: The University has created a Special Consideration Video Series to assist the students with completing the eForms process correctly.

Itis highly recommended that the students watch the series before completing the eForms

‘The videos can be accessed via the Westem Sydney University Student Central website at westernsydney.edu.au/studentcentral or via youtube link
Ifwww youtube com/playlist?list=PL 08MMPK6IVGISOEYYTdpaUPJRECCKI3Y

Why/when to apply for Special Consideration for a final (end of session) exam:
I, due to serious il health or other cause, you:

- entered the exam room and did not complete the exam

- completed the exam but believe your performance was adversely affected

- have approval to sit a deferred exam, but are unable to attend on the day

Why/when to apply for Special Consideration during the teaching session:
Special Consideration can apply to single or multiple assessment tasks during part o the whole of a teaching session.

I, due to serious il health or other cause you:
- are prevented from meeting an assessment deadiine (during the teaching session)
- are prevented from attending a compulsory component of your course
- believe your performance during all or part of the teaching session has been adversely affected

Attention nursing students
Ifyou want to apply for Special Consideration for your practical placement unit but your unit does not appear for selection when you click ‘Search for
your Unit please contact Student Central where a form can be submitted on your behalf.

Login and Open Form /
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Unit search

click here to bring up

To select your unit please use the 'Unit look up’ button all of your units then
select correct one

Unit code Unit name

Unit code Unit title In which session did you study this unit?
2018/Q1

Mark Grade Unit lecturer's name
Please fillin
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3 Checklist

You must complete a separate application for each unit that you are applying for [Deferred Exam and/or Special Consideration]

Are you applying to sit a DEFERRED exam? * (® Yes O No
i These are the set

Did you enter the exam room? * e e b e QO Yes (® No

Have you already been granted a DEFERRED exam for this unit? * Eiiirgézmcnamn be O Yes @ No

populated once you answer
Your application will be assessed for a Deferred exam. Is this correct? *

Clear
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4 Exam details

Unit code Unit name j session

Please list the unit and exam details of the exam you wish to defer. Putin Time of your
Date * Time * e.g. 09:00AM exam

Is your exam a theory exam Ona practical exam? * QO theoryexam () practical exam
Other exam details fillin date of your
e —

Unclear how to complete these details? @
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6 Reason for application

Please choose ONE item from the list below which is the most relevant reason for your applcation and supply the supporting document(s) requested

Factors which WILL NOT normally be considered (Clauses 6b & 6d of the Special Consideration Policy)
+ routine demands of employment and employment related travel
difficulties adjusting to university life, to the self discipine needed to study effectively, and to the demands of academic work
« stress or anxiety associated with examinations, required assessment tasks or any aspect of course work
~ routine financial support needs
~ lack of knowledge of requirements of academic work
« difficutties with English language
« difficulties with visa arangements that could have been reasonably aniicipated
+ scheduled anticipated changes of address, moving home, house moves efc
+ demands of sport, clubs, social or extra-curricular activity (other than to represent or participate in state, national of intemational sporting or
cultural events)
« recreational travel (domesfic or intemational)
« planned events, such as, weddings

(OMedical condition or event

(O Psychological trauma, impairment or incapacity arising from an event

(O|Physical trauma leading to impairment or incapacity resulting from an accident

O|Financiat hardship arising from substantal change to economic circumstances beyond your control

(O)|substantial change to routine employment arrangements o stafus beyond your confrol

(O substantial unanticiated change to routine accommodation and residential arangement o satus beyond your control
(O|serious misadventure or oher extenuating cicumstances

O|Reigious orcuturaireasons
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Please provide supporting statement to explain how your circumstances have affected your studies *
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7 uggested supporting documentation

Attachment name Attachment description Optional/Required

How will you be submitting supporting documents? *

1 will upload my supporting documents with this application NOTE: Remember o affach

Once you have completed this form you will be presented with an attachments page where you can upload documents

your supporting documents

(O 1will not submit any documentation

Note: if you are lodging a late application you will be required to also attach evidence of the reason you are lodging this application for consideration late

You must ensure you retain original or certified copies of the supporting documentation for a period of 12 months from the date of your application
submission, as you may be requested to resubmit this information at a later date for auditing purposes.
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Thank you
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