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Introduction 
This guide is designed to guide you through applying for extensions, deferrals or appealing a decision on 
the SRS Student Portal. It is important that you read all supportive documentation, FAQs and polices prior 
to making an application or an appeal  

Extensions 
Applying for an Extension 
1. Login to the SRS Student Portal  
2. Select Mitigating Circumstances 

 or   

3. Click View, Add and Amend Requests 

 

4. Click Apply for an Extension 

 

5. Read the declaration  Click next 
6. Complete the summary of circumstances including:  

a. Describe the unforeseen circumstances and dates they occurred 
b. Describe how the unforeseen circumstances prevented you from submitting your work 
c. Select the nature of the unforeseen circumstances  

7. Click Save and Next 
8. Select the module and assessments which the extension request relates to  Click Select Assessment 

https://sits.northampton.ac.uk/urd/sits.urd/run/siw_lgn
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9. Complete the impact column  click select box  Click add to request 

 

10. Repeat steps 8 & 9 for other assessments impacted 
11. Click next 
12. Upload supporting evidence  Browse and Upload Evidence  Follow steps to upload 

 

13. If you are not uploading evidence, then state the reason why 

 

14. Click save and next 
15. Review summary and confirmation screen. If any sections need amending then click the relevant 

buttons (e.g. Amend Assessment, Amend Evidence etc) 
16. Complete the declaration section by clicking “I Agree” box  Click submit 
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17. View extension requests on the Mitigating Circumstances page under “My Extension Requests” 
a. If you did not upload evidence during the initial application, you can select the Requests 

Awaiting Further Evidence section to upload the evidence  
18. Once your request has been assessed your outcome will be email to you and you can view the outcome 

in your student portal under “My Extension Requests”  Completed Requests 

 

Deferrals 
Applying for a Deferral 
1. Login to the SRS Student Portal  
2. Select Mitigating Circumstances 

 or   

3. Click View, Add and Amend Requests 

 

4. Click apply for a deferral  

 

5. Read the declaration  Click next 
6. Complete the summary of circumstances including:  

a. Describe the unforeseen circumstances and dates they occurred 
b. Describe how the unforeseen circumstances prevented you from submitting your work 
c. Select the nature of the unforeseen circumstances  

https://sits.northampton.ac.uk/urd/sits.urd/run/siw_lgn
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7. Click Save and Next 
8. Select the module and assessments which the extension request relates to  Click Select Assessment 

 

9. Complete the impact column  click select box  Click add to request 

 

10. Repeat steps 8 & 9 for other assessments impacted 
11. Click next 
12. Upload supporting evidence  Browse and Upload Evidence  Follow steps to upload 

 

13. If you are not uploading evidence, then state the reason why 

 

14. Click save and next 
15. Review summary and confirmation screen. If any sections need amending then click the relevant 

buttons (e.g. Amend Assessment, Amend Evidence etc) 
16. Complete the declaration section by clicking “I Agree” box  Click submit 
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17. View deferral requests on the Mitigating Circumstances page under “My Deferral Requests” 
a. If you did not upload evidence during the initial application, you can select the Requests 

Awaiting Further Evidence section to upload the evidence  
18. Once your request has been assessed your outcome will be email to you and you can view the outcome 

in your student portal under “My Extension Requests”  Completed Requests 

 

Appeals 
Appealing an extension or deferral decision 
1. Login to the SRS Student Portal  
2. Select Mitigating Circumstances 

 or   

3. Click View, Add and Amend Requests 

 

4. Select Appeal a Decision 

https://sits.northampton.ac.uk/urd/sits.urd/run/siw_lgn
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5. Read the guidance declaration  Click next 
6. View and select the decision which you would like to appeal 

 

7. Describe the summary of your appeal  

 

8. Upload supporting evidence for your appeal  Click save and next 

 

9. Review summary and confirmation screen. If any sections need amending then click the relevant 
buttons (e.g. Amend Assessment, Amend Evidence etc) 

10. Complete the declaration section by clicking “I Agree” box  Click submit 
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11. View appeal requests on the Mitigating Circumstances page under “My Appeal Requests” 

 

12. Once your request has been assessed your outcome will be email to you and you can view the outcome 
in your student portal under “My Appeal Requests”  Completed Appeals 
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