
Mitigation Application Process Flowchart 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

Student completes application form 

in Sharepoint and e-mails are sent 

to Colleges/Hubs to begin workflow  

Did the application arrive within ONE 

working day of the assessment? 

NO 

 

Ask student if there is a reason why they 

did not submit within the timeframe? 

Inform student of process if retrospective 

application is not appropriate (refer to 

staff guidance)   

YES 

IIs the II 

Is there supporting evidence 

which is: 

 Present? 

 Sufficient? 

 Inclusive of the dates 

affecting the period in 

question?  

 

YES 

Is the decision one that can be 

made locally, by PS members of 

staff? 

If yes, ‘decision made in 

accordance with staff guidance 

process’ 

If no, ‘case taken to the Mitigation 

Committee for a decision’ 

 

NO Ask student to provide evidence in 

line with policy within 10 working 

days of receipt of the application. 

Decision made in accordance with staff 

guidance process 

Inform student of outcome (using 

email template to ensure 

consistency of information given) 

 

From the point the student has submitted the 

completed Mitigation application form and 

supplied sufficient supporting evidence, they 

should normally receive the decision of their 

application within 3 working days. 

Any delays should be clearly communicated 

with the student with a timeframe of when 

they should expect a decision.  

 

NO 

EE 
Ensure the following is updated where relevant: 

Mitigation spreadsheet, Bart, ELE, SITS (refer to 

process document), PS Staff involved in assessments. 

Decision to be made by Mitigation Committee 

YES 


