
How to Apply For 
Special Consideration

A Step by Step Guide



FIT TO SIT RULE
BEFORE (Pre T1 2019)

• You had 3 days either side of an 
exam or hand in assignment to apply 
for special consideration.

• If you sat an exam and felt unwell,
you could apply for special 
consideration afterwards.

• If you handed in an assessment on
time, but felt that you were
adversely affected by circumstances 
out of your control, you could apply 
for special consideration afterwards. 

NOW (2019)

• If you attend & complete an exam, you have “declared” 
yourself “fit to sit” to have given your best performance. 

• If you submit an assessment by the deadline without 
seeking special consideration (within 3 days prior to the 
deadline), you have “declared” that you submitted your 
assignment without any impediment. 

• Decisions re. students whose circumstances challenge the 
Fit to Sit rule will be dealt with on a case by case basis. 

• This exam season, if you don’t feel well on the day of your exam, or for 
an ongoing period prior to it, DO NOT sit your exam & apply for special 
consideration to sit the supplementary exam. 

• If you feel unwell in the middle of the exam & decide you are no longer 
able to perform your best, DO NOT finish the exam. Notify the exam 
supervisors and then apply for special consideration to sit your 
supplementary exam. 



Before you start you need 
documentation from a medical 
professional, GP, specialist, 
psychologist, etc. 

In case of an incident involving police, 
get a police report.  

To make things easier, you can take a 
“Professional Authority Form” to the 
relevant authority and get them to fill 
it out. Scan it and save it to upload as 
part of your application. 

This is available for download – just 
google “Professional Authority Form 
UNSW” and it’ll come up!



WHEN TO APPLY:

If you need to submit an application for special consideration for an exam or assessment, you 
must submit the application prior to the start of the exam or before the assessment is due, 
except where illness or misadventure prevent you from doing so. 

Where misadventure has prevented you from submitting or sitting for an assessment, 
applications must be made within three working days of the assessment or the period 
covered by the supporting documentation.



Log into myUNSW

In “My Student Profile” 
tab, select the “Special 
Consideration” link under 
the list of Student 
Services



It will take you to this page where you can check the status of Special Cons applications you may have 
already made, and you can start working on a new one by clicking “New Application”



Once you click “New Application” it will take you to a page of 
T&Cs, basically outlining the consequences of a false 
application, and the university’s privacy policy. 

Select the tick box at the bottom of the page to agree with 
the T&Cs, then click “continue”



This is the New application page. 

Some of your details will be filled out automatically. 

Fill out your contact details



1. Select the time period for which you seek special 
consideration (if it’s related to an assessment, just make 
sure you cover the due date. If it’s for a particular incident, 
set the dates according to the time it affected you.)

2. Choose the relevant course and fill out information about 
the assessment – once you choose the course boxes will 
come up asking for specifics regarding the type of the 
assessment, its’ weighting and its due date. 

3. In Supporting Notes, type up a brief summary of what and 
how something has affected you and the reason it has 
prevented you from adequately completing the assessment.

4. Upload a scan of your certificates or the professional 
authority form (or both) under supporting documents.  



Check that all your information is correct, then click submit!

You can always save your application and come back to it before you 
submit if you want – just access it through myUNSW and it will be 

available to you under the “My Applications” tab from step 2. 



Your application will be sent to 

STUDENT LIFECYCLE – Student Services & Systems 

for review by a specialised team 

who will contact you once they have evaluated your 
circumstances and made a decision


