Mitigation- Reading  Higher Education


Name and Address
 (Full and current address)

Faculty Registrar
Reading Higher Education

Kings Road
Reading
Berkshire
RG1 4HJ

Date


To whom it may concern,


Student Name:



Student Number:


Full name of programme:


Module Title (s):


Date of Submission:


Campus:


Letter of mitigation,

Please forward my letter to the mitigation board. Enclosed is documentation that substantiates my circumstances OR the documentation to substantiate my circumstances is to follow. I have enclosed;





List all of your documentation

I am mitigating against the grounds, as set out in the student handbook; 3 (i) - 3 (vii) AN EXAMPLE-YOU MUST LIST ONE OF THE GROUNDS THAT ARE CITED IN SECTION 3 OF THE STUDENT HANDBOOK 2009/10, PAGE 141 - 142


My circumstances are as follows;

· Make your letter clear and concise (try not to waffle)

· Outline the dates of when your mitigating circumstances occurred, so that the mitigation board can clearly see that it ties in with when you were in the process of completing the second attempt of your essay.

· Clearly state how your mitigating circumstances have affected you academically i.e. how your circumstances prevented you from completing an assignment of your best ability.

· State how your evidence substantiates what you are saying i.e. as you can see from the doctors note I have enclosed….
EVIDENCE

· You will need to include your evidence with this letter to support your mitigation. This       evidence needs to be impartial i.e. do not from submitting evidence from a friend, relative or partner.

· Mitigation evidence; a Doctors letter, a sick certificate, a letter from a counsellor, a letter from a priest….It would be highly beneficial if the evidence that you provide coincides with the dates of when you were completing your assessment. Try to ensure that your evidence outlines dates.

· If your mitigation is based around a death of a relative/friend during the time of you completing an assessment, you will need to provide evidence of this such as the death certificate. If they are related but the family name is different then you may need to provide the birth certificate to prove the kinship of the individual. 

· You must ensure that you complete your mitigation form, and send it off with this letter and your evidence. This form needs to be signed by your programme leader/personal tutor who will only sign the form once they have seen this letter and in most cases, the evidence also.

           -    Please note that the board will be considering mitigation applications within the last six   weeks prior submission.

Yours faithfully
Your signature

Your name (Please print)
CC Students’ Union (it is important you state this. If you do not the University will not copy you into its correspondence with you).






