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	Mitigating Circumstances Reporting Form


‘Mitigating Circumstances’ or ‘Mitigation’ is the process by which Harlow College makes allowance for any matter or circumstance which may have seriously affected your performance in an assessment element(s) (including an element(s) submitted for re-assessment).  Before completing this form refer to the Academic regulation on the Qube. 
It is in your interests to submit your Mitigation claim to your AAM for an initial check and you are strongly advised to do so.  Independent advice on the process is also available from the Students’ Union Advice Service.

By submitting a mitigation claim, you are requesting that, if approved, any mark (including a pass) that you have attained for the assessment element(s) listed below will be annulled.  You will then be given a further opportunity to undertake the assessment task(s) at a future date.  A mitigation claim, once formally submitted, cannot be withdrawn.
DEADLINES

All mitigation claims are required to be submitted no later than FIVE working days after the submission date for a piece of work or the date of an examination to which the claim pertains.
Submit your claim as soon as possible.  If evidence is not immediately available, state that evidence will follow.  Do NOT delay the submission of your claim whilst waiting for evidence to become available.  Such delays will not be accepted as a reason for late submission. 
Any mitigation claims submitted after the FIVE working days deadline specified above must complete Section B of this form (in addition to all other sections), explaining the reason why the claim has been submitted late and providing supporting documentary evidence to substantiate the late claim.
You CANNOT report late mitigation via the Academic Appeals process.
Any late mitigation claims for which Section B has not been completed will be automatically rejected.
	SECTION A - YOUR DETAILS

	Title:
	Surname:
	Forename(s):

	PSN:
	Academy:    
	Employability, Innovation & Skills (
	  Creative & Digital

(
	  Leisure, Education & Care(
	 Service Industries (

	Pathway

	Nursing, Midwifery & Health Studies (
	Health & Social Care
(
	Education, Teaching & Childhood Studies (
	Business Management (
	Health Science Professions  (
	Medicine (
	Other

(


	SECTION B – LATE MITIGATION CLAIM

	If your mitigation claim is received by the Quality Team or a Faculty Student Adviser beyond the deadline detailed above, your claim is deemed to be late.  If you are submitting a late claim, please explain below WHY you were unable to submit your claim by the correct deadline, providing supporting documentary evidence.

	


	SECTION C – ASSESSMENT TASKS FOR WHICH YOU ARE REQUESTING AN EXTENSION

	Please specify each module AND the relevant assessment type for which you are requesting an extension

	Unit Code
	Unit Title
	Credits
	Assessment Type


	Assessment Date

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	SECTION D – DETAILS OF YOUR MITIGATING CIRCUMSTANCES

	(a) I am submitting mitigation on the grounds of (()

	
	a serious personal illness which is not a permanent condition

	
	the death, or serious illness, of a close family member, a friend or person for whom I have responsibility of care

	
	other sudden or unforeseen circumstances beyond my reasonable control

	(b) Please give details below of your mitigation; explain how the circumstances you describe have adversely impacted on your performance in, or absence from, the assessment tasks listed in Section C of this form.


(use an additional sheet of paper, if necessary)

	Please list the items of evidence you are submitting in support of your claim:

(i)

(ii)

(iii)

(iv)



	SECTION E – DECLARATION

	

	I, the undersigned, declare that the above and/or attached statements/documentation is true.  I understand that should my claim for mitigation be successful, any marks attained will be annulled and I will be assessed at a point to be confirmed in the future.
I note that where I have provided a contact address/telephone number, I am giving my permission to the Harlow College Mitigation Panel to use this information to contact the person(s)/organisation(s) cited to discuss my mitigation claim, if necessary.

	

	Signed
	
	Date
	
	

	
	STUDENT’S SIGNATURE
	
	
	

	

	Signed
	
	Date
	
	

	
	
PRINTED NAME & SIGNATURE OF FACULTY

If evidence is to follow, the deadline

STUDENT ADVISER OR Assistant Principal for Quality
for providing this evidence is:


	Additional Comments from Faculty Student Adviser / Head of Quality

	


	AFTER RECOMMENDED CHECKS SUBMIT YOUR FORM TO:
Central Admin office – A Building – who will notify the AAM and Principal Tutor upon receipt
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