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A. Student Functions 
 

General Information for Students Applying for Special Consideration  
 

A Special Consideration application to be considered by Faculty 
Administration must have appropriate documentation attached. 
 
Appropriate documentation must have been supplied by a recognized 
authority. The eligible reasons for seeking special consideration are medical, 
compassionate or on hardship/trauma grounds. 
 
Medical Grounds - medical grounds include hospitalization, serious injury 

or chronic illness, and it does not include minor 
ailments such as headache, colds or minor gastric 
upsets. A medical practitioner must provide a medical 
certificate which covers the period affected and the 
severity of the medical condition when the students 
studies were affected, and, prevented them from either 
submitting a piece of assessment by the due date, or, 
prevented them from sitting for an examination at the 
time the examination was scheduled. Applications on 
medical grounds should be presented on the Deakin 
University Medical Certificate. 

 
Compassionate     - compassionate grounds include death of a close family 

member or family breakdown.   
 
Hardship/Trauma    - sudden loss or gain of employment, severe disruption 

to domestic arrangements or victim of crime may be 
covered by these grounds. Misreading the timetable, 
exam anxiety, returning home or taking a vacation 
during critical times such as examination period are not 
considered sufficient reasons to apply for special 
consideration on hardship/trauma grounds. 

 
Students submitting applications on compassionate or hardship/trauma 
grounds cannot provide only a Statutory Declaration as supporting 
documentation. Additional documentation such as a death certificate, death 
notice, police report, insurance claim, letter from an employer or student 
counsellor must accompany the statutory declaration document. 
 
Useful Links: 

 
General Information: 
www.deakin.edu.au/current-students/study-support/special-consideration.php 

 
Frequent Questions: 

www.deakin.edu.au/current-students/services/counselling/achieving/special-
consideration-faqs.php 

 

Statutory Declaration Form: 

www.deakin.edu.au/current-students/assets/resources/study-support/statutory-
declaration.pdf 

 

http://www.deakin.edu.au/current-students/study-support/special-consideration.php
http://www.deakin.edu.au/current-students/services/counselling/achieving/special-consideration-faqs.php
http://www.deakin.edu.au/current-students/services/counselling/achieving/special-consideration-faqs.php
http://www.deakin.edu.au/current-students/assets/resources/study-support/statutory-declaration.pdf
http://www.deakin.edu.au/current-students/assets/resources/study-support/statutory-declaration.pdf
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Medical Certificate 

www.deakin.edu.au/current-students/assets/resources/study-support/medcert.pdf  
 

Students My Applications Display 
 

 
 
 
Each student has a display of any current Special Consideration applications 
in the system. As applications are entered this display is updated with each 
application being shown in summary. See page 11 under heading “Student 
Display My Applications”. 
 
 

1.0  Create an Application and Submit to Faculty Administration 
 
 
From the “Create an Application” menu prompt the following welcome page is 
presented. To proceed the student should press the “Read Terms and Conditions” 
prompt 
 
Seven steps are presented to the student to complete an application. 
 

 

http://www.deakin.edu.au/current-students/assets/resources/study-support/medcert.pdf
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1.1 Terms and Conditions 
 
 
The Terms and Conditions page consists of an introduction and brief overview of the 
definition of Special Consideration and the list of terms and conditions the student 
must accept prior to completing the application.  
 
A number of Special Consideration informational links are provided at the bottom of 
this page should the student wish to gather more information. 
 
 

 
 

 
 
 
To proceed with the application the student presses “I accept the Terms and 
Conditions” button. 
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To terminate this process the student presses “I do not accept the Terms and 
Conditions” button. 
 
 
 
 
 

1.2 Student and Application Details 
 
Student details are automatically populated from the student enrolment records. 
These details cannot be altered within this application. If information is incorrect the 
student should contact Customer Service on the numbers provided or amend details 
themselves through their Student Connect account. This application process will 
automatically include any updates to student record details.  
 

 
 
The application details below are automatically populated where possible. If the 
student is enrolled in multiple courses the correct course should be selected from the 
drop down list.  
 
The student must enter: 
 

 The reasons for the application. Multiple reasons can be chosen. 
At least one reason must be chosen. 

 The date range the students study was affected. Dates can be 
selected using a calendar function or can be manually entered 
(depending on internet browser used). If date is manually entered 
date validation will be provided by the process. 

 
The student can select a “yes” or “no” response depending on whether student is 
registered with the Disability Resource Centre (DRC). Default is “No”. 
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The “Proceed with application” button progresses to the next step of the application 
process. 
 

1.3 Select Unit and Assessment Item 
 
The student must select the unit and the assessment task they are making 
application for Special Consideration for: 

 Press on the arrow for all enrolled units. Theses units are 
displayed in a drop down list. 

 Select the unit to be applied for from the list. 

 Press on the arrow for a list of valid assessment items that are 
connected to the selected unit. 

 Select the appropriate assessment item from the list. 
 
The student must enter a date which is the due date for the selected task. Dates can 
be selected using a calendar function (if provided) or can be manually entered 
(depending on internet browser used). If date is manually entered date validation will 
be provided by the process. 
 
The student must select a “Yes” or “No” response for questions on whether the 
assessment item was submitted or if an examination was sat as well as whether the 
student consulted the unit chair on the selected assessment item. Default to both 
questions is “No”.  
 

 
 
 
To proceed with the application the student should press the “Add to application and 
proceed” button. 
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The student is presented with the “Assessment Item Summary” and can either edit 
the assessment item or remove and replace as required. 
 
If selection is correct the “Proceed with application” button should be pressed to 
advance to the next step of the Special Consideration application process.  

1.4 Supporting Documentation 
 

The application process requires all supporting documentation to have been scanned 
into a folder on the user directory. Scanning facilities that enable a document to be 
sent to the students Deakin email address are available in each campus library and 
some computer labs. Please check the following website for scanning availability. 
  
http://www.deakin.edu.au/current-students/it-support/computers-on-campus/facilities-
opentimes.php  
 
The student can elect to attach supporting documentation when creating the 
application or can complete the application and attach documentation at a later date. 
Applications without supporting documentation will be given the status of “Awaiting 
Documentation” and cannot be processed until documentation has been attached by 
the student 
 
The application and supporting documentation must be submitted for consideration 
no later than three (3) university working days after the assessment item due date or 
date of examination. 
 
 

 
 

http://www.deakin.edu.au/current-students/it-support/computers-on-campus/facilities-opentimes.php
http://www.deakin.edu.au/current-students/it-support/computers-on-campus/facilities-opentimes.php
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If student selects “No – I will upload it later” the application process proceeds to Step 
5. 
 
If student selects “Yes” the following screens appear for the student to select 
supporting documentation. 
 
 
The student has further options to save the application to this point at status 
“Incomplete” or can choose to delete the application to this point from the application 
system. 
 
 
If an application is saved as “Incomplete” it will appear on the students “My 
Applications” page and can be edited and completed at a later date.  
 
Refer to “Useful Links” on page 3 of this guide for more information and copies of 
supporting documentation that requires completion by an approved authority.  

 
 
To attach documentation: 
 
Student should follow instructions displayed on this screen to browse and select the 
relevant supporting documentation for their application. 
 

 
 
Further options are available as previously described. 
 
 

Supporting Documentation Summary 
 
As the student adds a document the following summary page appears and will 
display a summary of all documents attached.  If further supporting documents are 
required to be attached to the application the student should press the “Add further 
documents” button. 
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When all documents are attached the student can continue with their application by 
pressing the “Proceed with application” button. 

 
 
 
 
 
1.5 Student Comments 
 
 
The student can add any further comments that they consider might be required or 
might further support their application for Special consideration. The comments are 
entered into a free form text box as shown below. 
 
 
Comments are not a mandatory field and therefore a student does not have to enter 
comments for the application to be completed and processed. 
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1.6 Student Review of Application 
 
When a student has completed all of the necessary components of an application 
they have a chance to review the entire application prior to submission to 
administration for processing. 
 
The data that the student has entered into the application details, assessment items, 
supporting documentation and comments can be edited, removed and replaced as 
required. 
 
Editing functions can be completed by selecting the edit prompt next to the heading 
above each section of the application. 
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When the “Submit Application” button is pressed the following will occur: 
 

 If the application does not have documentation or sufficient 
documentation attached the application will be given the status of 
“Awaiting Documentation” and cannot be processed until the 
student attaches relevant supporting documentation. 

  If the application appears to be complete and has relevant 
documentation attached it is given the status of “New” and will be 
reviewed by administration. 

 
 

1.7 Confirmation of Application 
 
After an application has been submitted by a student a confirmation display appears 
highlighting brief detail of the application that has just been submitted. 
 
An email is also sent to the student email address shown on the application 
confirming the application submission. 
 

 
 
 
 

1.8 Student  Display “My Applications”  
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The display above shows the application just entered with the status of “NEW” 
 
The students “My Applications” display below shows other applications for Special 
Considerations that the student has processed.  
 
Application 361 did not have supporting documentation attached and is displayed 
with status “Awaiting Documentation”.  
 
Application 362 was “saved as incomplete” prior to full completion of the application 
and is displayed with status “Incomplete” Both of these applications can be edited 
and completed by the student.   
 

 
2.0 Scanning Supporting Documentation 

 
Documentation to be scanned using campus facilities is limited to a file size of 
30MB 
 
Default page format is A4 in Black and White with a density of 200 Dots Per 
Inch (DPI) 
 
Downloading your email attachments via Deakin Lab, Deakin Wireless, VPN 
or Telstra Deakin Broadband is free. 
 
Independent providers may have a fee for downloads  
 
The following procedure is a sample only using the Lexmark scanners 
available in the library on each campus.     
 

 
2.1 Scanning Process from Lexmark X945a in Library 
 

 
Procedure to Scan a Document 
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1. Place first page to be scanned on scanner bed 
2. Press “EMAIL” screen prompt 
3. Enter your email address name only as the equipment will include the rest 

of the address (@deakin.edu.au) automatically. 
4. Press ”Email” touch screen prompt. 
5. The document is scanned. 
6. If only single page document) press “Finish the Job” prompt (see notes 1 

& 2 below regarding single and multiple page scanning) . 
 
 
Note 1: Each document type (medical certificate, statutory declaration, police 

report etc) should be scanned and completed separately, that is after 
each document type press the “finish the Job” button on the scanner, then 
process your next document. 

 
Note 2: Multiple pages for a document type can be scanned together. For  

example if there are two (2) pages for an employers letter. After page 1 
has bee scanned place second page on scanning glass and press “Scan 
Next Page” When all pages for this document has been scanned press 
“Finish the Job” button. 

 
 
 
 
 
 
 
 
 
 

2.2 How to Process a Scanned Document form your Email Page   
 

When the document has been scanned the document will be attached to an email 
and will be forwarded to your Deakin Web mail address. 
 
 
 

2.2.1 Check Email Page 
 

Select “Inbox” prompt to display all emails. 
 

 
 
 
 

2.2.2 Select Document 
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The email sent by the campus scanner will carry a description of scanning 
source. 
 
Open the email (sample below shows Waurn Ponds Library Copier #1). 
 

 
 

 
 
2.2.3 Open the Attachment 
 
After the email has been opened click the attachment button and follow any 
prompts to “Open” the document.  
 

 
The scanned document as shown below is displayed: 
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2.2.5 Select Option to Save Document 

 
From the “FILE” menu take the option to “Save Page as…” and the following display 
is presented: 
 

 
 

 

 Change the document File name description to something 
meaningful. 

 Enter the location (folder) you would like the document saved into. 

 Press “Save”  
 
2.2.6 Confirm Document Save 
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Confirm the correct document has been saved into the selected folder “Medical 
certificate 2008-04-16”. 
 

 

 
 
 
This document can now be accessed and attached to a Special Consideration 
application. 


