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SECTION 1: VALIDATION QUESTIONS 

This section is to ensure that the ‘Self-Certification of Absence’ process is the correct process 

for you and your circumstances.   

Your answers will determine if you are taken through to the next section of the form.  If you are 

not taken through to the next section a message will be displayed to explain the next steps that 

you should take. 

 

 



 

SECTION 2: STUDENT DETAILS 

This section enables you to provide information about yourself, your programme of study, your 

period of absence and your cause of absence.   

It is important that you read carefully the guidance under each question (when provided) and 

complete the sections following the examples (when provided).  

 

Student ID:  

It is very important that you 

provide the correct student 

ID in this field in order for 

your College and 

Department to be able to 

correctly process your form. 

Your student ID is the 

number found on your 

campus card or offer 

letter.  It is 9 digits and 

begins 000.  

Your student ID is NOT 

your anonymous marking 

code (which begins with a 

Z), or your UCAS ID, or 

your CIS username. 



 

 

 

 

Depending on your programme of study will determine which of the following screens you will 

see next.   

 

 

 

 

 

Programme:  

Look at the list of 

programmes carefully.  If 

you are studying on one 

of these programmes 

then please select it.   

 

If you are not studying on 

any of these programmes 

then simply select ‘No’.  

You will then be provided 

with a box in which to enter 

your Programme of Study 

(as shown below).  

 

 

Degree Programme:  

If you are presented with 

this box please ensure you 

answer carefully. 

If you are unsure of your 

Programme code or its 

precise name then do use 

the links provided to find 

this information. 

There are two examples 

provided to help guide you 

how to layout your answer. 

 

 



If you are a Foundation student, an MBA or DBA student, or if you are studying on one of the 

MA TESOL programmes, you will NOT see the following two screens. 

 

If you are presented with this screen, please tick ALL DEPARTMENTS WITH WHICH YOU 

ARE REGISTERED.  This will ensure all your registered departments will receive the 

notification that you have submitted a self-certification of absence form.   

 

 

  



ALL students regardless of programme will see the following screens: 

 

 

 

Dates of Absence:  

Remember you can self-

certify only for up to 7 days 

consecutive absence.  If 

your absence was longer 

than this please consult 

your College Student 

Support Office. 

This form should only be 

submitted once you know 

your last day of absence. 

 

 

COVID-19:  

If your absence was related 

to Covid-19 please indicate 

so here.  This is to ensure 

your College and 

Department are fully aware 

of your circumstances. 

PLEASE NOTE: This is 

NOT the Covid-19 

Reporting Process. The 

Covid-19 Reporting 

Process should be 

undertaken at the point you 

get symptoms.  If you are 

unsure what to do – contact 

your College for guidance.  

The self-certification of 

absence form is completed 

AFTER a period of absence 

and explains to your 

Department why you were 

unable to attend 

compulsory academic 

commitments. 

 

 



 

 

 

Cause of Absence:  

The form provides you with 

examples of possible causes 

of absence beyond your 

control.  If the reason is not 

listed or does not adequately 

reflect your cause then you can 

use the ‘Other’ option to provide 

your cause. 

 

 

 

Cause of Absence:  

If you select ‘Illness or injury’ 

then you will be presented with 

another list from which you can 

choose. If the illness is not listed 

or does not adequately 

reflect/represent your cause of 

absence then please do use the 

‘Other’ option to provide this 

information. 

 

 

 

 

Cause of Absence:  

Regardless of cause you will 

always be presented with the 

option of providing further 

information if you wish.  This 

is not a compulsory question 

and only needs to be completed 

if you would find it helpful. 

 

 

 

 



SECTION 3: MISSED COMPULSORY COMMITMENTS (PART 1) 

This section enables you to provide information about which, if any, compulsory classes you 

missed during your period of absence.   

It is important that you read the guidance under each question and complete the sections 

following the examples.  

 

 

Compulsory Classes 

This page presents a range of 

TYPE of compulsory classes.  It 

is unlikely all types of class will 

apply to your programme of 

study. 

You need only complete the 

sections that apply to you. 

Ensure you include ALL 

COMPULSORY classes you 

have missed during your 

absence for ALL 

DEPARTMENTS with which you 

study. 

 

 

 

 



 

 

 

Compulsory Classes 

Each section on this page 

comes with its own guidance 

and specific examples of how 

the information should be 

provided in your answer. 

 

Please complete this page as 

fully and as accurately as 

possible. 

 

 

 

 

Compulsory Classes 

If you are unsure of which of 

your classes are compulsory or 

of specific module information, 

please do use the links at the 

top of the page which will take 

you to the Faculty Handbook 

(undergraduate) or the 

Postgraduate Handbook. 

 

 

 



 

SECTION 4: MISSED COMPULSORY COMMITMENTS (PART 2) 

This section enables you to provide information about which, if any, compulsory assessments 

you missed during your period of absence OR a forthcoming deadline that is impacted by your 

absence.  If this does not apply to you then select ‘No’.  If it does apply to you then select ‘yes’. 

 

Compulsory Classes 

Once you have completed this 

page select ‘Next’ to move onto 

the next page of the form. 

 

 

 



It is important that you read the guidance under each question and complete the sections 

following the examples.  

 

 

 

 

 

 

 

 

Compulsory Assessments 

Use this page to indicate any 

formative or summative 

assessment that you have 

missed OR you are concerned 

has been impacted by your 

absence. 

 

Ensure you provide the 

deadline the assessment was 

/ is due. 

 

 

 

 

 

Extension Requests 

If you have missed a deadline 

OR if you think you may miss a 

deadline because of your 

absence it is important that you 

contact your Department as 

soon as possible to request an 

extension.   

This self-certification of absence 

form is not an application for an 

extension but it can be used to 

support an extension request. 

If you wish this form to be 

used to support an extension 

request then indicate that 

here. 

Extension requests are not 

guaranteed.  Please contact 

your Department if you require 

further information / advice on 

seeking an extension. 

 

 

 



SECTION 5: DECLARATION AND SUBMISSION 

This is the final page of the form.  Before you press submit, use the ‘Back’ button to go back 

through your form to ensure you have completed all previous pages correctly.   

If you wish to receive a link to a copy of your form then select the ‘Send me an email receipt of 

my responses’ check box.  PLEASE NOTE: if you do not select this and you press submit, it is 

not possible to generate this email receipt retrospectively. 

Once you are happy you have completed the form as fully and as accurately as possible, read 

the Declaration and then press submit. 

 

You will then see a confirmation screen to confirm your form has been submitted. 

Upon submission the College and Departments you selected within the form will receive an 

email notification to inform them that you have submitted a self-certification of absence form.   

Your College and/or Department may contact you to follow-up on your submission. 

If after you have submitted your self-certification form you realise you have made a mistake, 

please DO NOT SUBMIT ANOTHER ONE.  Contact your College Student Support Office to let 

them know. 

 


