
 

 

 
This is a guide to Sheffield Hallam University's Capacity to Study Process 2019/20 
 
For more information about this process please read the University’s Supporting your 
Capacity to Study policy:  
https://students.shu.ac.uk/regulations/illness/SupportingYourCapacityToStudy.pdf  
 
If you have been notified that you will be moving through this process please contact the 
Student Advice Centre for independent and confidential advice.  
 
If the University has concerns you are not able to participate fully with your current 
course the Capacity to Study Process can be applied to you, this decision will be taken by 
your Senior Support Adviser (or a nominee).   
 
Concerns can be flagged to your Student Support Adviser (SSA) and the Senior Support 
Adviser in a variety of ways, such as:  
 

 issues raised by yourself  

 issues reported by academic or professional services staff about how you are 
engaging with your studies 

 repeated use of the Extenuating Circumstances Policy and Procedure to 
request repeats of assessment attempts or planned breaks in study 

 repeated requests for extensions to coursework submission deadlines  

 failure to attempt assessment (e.g.to submit coursework or attend 
examinations) 
 

Before this official process begins the University should offer you some support and 
information.  It is always advisable to contact your SSA as soon as you experience issues.  
If you have developed a medical condition or disability which you think will impact your 
studies you should contact Disabled Student Support:  https://www.shu.ac.uk/current-
students/student-support/disability-support .  You can also contact the Student Advice 
Centre if you think you need to make a claim for disability benefits (student finance can 
impact on your entitlement).   
 
What is the Capacity to study process? 
 
The process will be overseen by a Supporting your Capacity to Study Team (also called the 
Support Team).  This team will be various university staff and will be tailored to your 
needs and situation.   They will review all the support you currently have in place to see 
how effective it is.  You may be invited to a meeting with the Chair of the Support Team.  
We would always recommend you attend this meeting in person, if you are able to.  If you 
are invited to a meeting, please contact the Student Advice Centre for further support.   
 
 
 

https://students.shu.ac.uk/regulations/illness/SupportingYourCapacityToStudy.pdf
https://www.shu.ac.uk/current-students/student-support/disability-support
https://www.shu.ac.uk/current-students/student-support/disability-support


 

 

 
This team will then manage all your RRAAs and RESDs.  They will produce an action plan 
which should help you engage with your studies.  You can seek advice on your action plan 
from the Student Advice Centre.    
 
You should try to fulfil everything on your action plan and access any support offered by 
your plan within the outlined time frames.  If your action plan does not help you engage 
with your studies, you should speak with your Support Team as soon as possible.   
 
If the Support Team feel your action plan has not helped you engage with your course, 
they may recommend you are withdrawn from your course.  If you have been informed 
that this may be recommended, you should contact the Student Advice Centre (if you 
have not done so already).  
 
What is the University’s withdrawal due to incapacity to study process? 
 
If you are being taken through Capacity to Study you should read the following regulation:  
https://students.shu.ac.uk/regulations/assessment_awards/WithdrawalDueToIncapacity
ToStudy.pdf  
 
This process will be applied if a Supporting your Capacity to Study Team recommends that 
you cannot succeed in your studies due to the barriers you face and/or you have not been 
able to fulfil your share of the action plan. 
 
You will be invited to a panel meeting and should be given 10 working days’ notice.  You 
will also be sent all the documents which will be presented at the meeting.  The panel will 
not be allowed to review or discuss any other documents which you have not seen in 
advance.   
 
At the panel meeting will be a member of the Supporting your Capacity to Study Team 
who reviewed your case and made the recommendation to progress to panel. They will 
act as the Case Presenter. There will also be a Secretary who will advise on procedural 
issues and produce a written record of the meeting. Neither the Case Presenter nor the 
Secretary will have a decision-making role. 
 
You need to confirm your attendance no later than 5 working days before the meeting.  If 
you do not attend, the Chair of the Panel will decide whether the meeting will go 
ahead in your absence. You should submit a statement no later than 5 working days 
before the meeting.   
 
You can request representation at this meeting from the Student Advice Centre.  If they 
have availability, an Adviser can help you prepare for the panel meeting; support you 
writing your statement and attend the panel with you.  They can speak on your behalf if 
you require this at certain points in the meeting.   
 

https://students.shu.ac.uk/regulations/assessment_awards/WithdrawalDueToIncapacityToStudy.pdf
https://students.shu.ac.uk/regulations/assessment_awards/WithdrawalDueToIncapacityToStudy.pdf


 

 

 
The outcome could be that the Chair: 
 

 accepts the recommendation you are withdrawn from your course, this can be 
either temporarily or permanently  

 rejects the recommendation and refers you back to the Support Team.  Your 
studies will continue to be managed through an updated or revised action plan 
and targets, you could return to panel if a new referral is made  

 
Your outcome will be sent to you within 5 working days of the panel meeting.   
 
How should the University behave during this process? 
 
Within their policy, they state that all staff involved in this process should act: 
 

 in your best interest  

 fairly  

 promptly on process; working within a timely manner  

 with confidentiality  

 to ensure no harm should come to you, to other students, to members of the 
University community or to University property. 

 
Can I appeal the decision?  
 
You will only have 10 days to appeal this decision. For more information please see our 
guide to Sheffield Hallam University's appeals procedure 2019/20 and our self-help guide:  
How to complete a stage 1 appeal form (AA1).  If you have not accessed support from the 
Student Advice Centre before this point, it is advisable to do so before you submit your 
appeal.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 


