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1. Introduction

In the past, when a student has submitted mitigating circumstances it has been recorded on their SPI record, making it unclear which module(s) were affected. Due to system development, it is now possible to note mitigating circumstances at component level. The following sections of this document show you how to do this for assessment and re-assessment.
2. Entering Mitigating Circumstances for assessment
To enter mitigating circumstances for an assessment, open the SMR screen and retrieve the appropriate student(s) record(s) (figure 2a). 
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Figure 2a – student records in SMR

Highlight the appropriate module (as shown in figure 2a) then go to Other ( Assessment Log Dates (figure 2b).
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Figure 2b – Other ( Assessment Log Dates

The ‘Student Assessment Log’ window will open, as shown in figure 2c. 
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Figure 2c – the Student Assessment Log window

Highlight the component to which the mitigating circumstances apply, as shown in figure 1c. Go to Other ( Notes (figure 2d)
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Figure 2d – select component then go to Other ( Notes

The Student Assessment Notes window will now open. At this point, enter one of the codes in the table below into the Note Type box (figure 2e), and any notes into the Notes box. 
	Note Type
	What it does

	MIT
	Automatically enters an ‘M’ into the MitCircs field on the highest sequence number SPI for the academic year in which the module was studied

	MITP
	Automatically enters an ‘M’ into the MitCircs field on the highest sequence number SPI, regardless of academic year
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Figure 2e – Student Assessment Notes window with MIT as the note type

Store the record and close the Student Assessment Notes window. This process should be repeated for all affected modules/components.
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Figure 2f – SPI record with the MitCircs field automatically populated
3. Entering Mitigating Circumstances for supplementary assessment

To enter mitigating circumstances for a supplementary assessment, open the SMR screen and retrieve the appropriate student(s) record(s) (figure 3a). 
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Figure 3a – student records in SMR

Highlight the appropriate module row then go to Other ( Re-Assessment Log dates (figure 3b).
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Figure 3b – Other ( Re-Assessment Log dates

The ‘Student Re-Assessment Received’ window will open (figure 3c). Click on the ‘Note’ button at the end of the appropriate component’s row.
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Figure 3c – Student Re-Assessment Received window

The ‘Student Re-Assessment Notes’ window will open (figure 3d). At this point, enter one of the codes in the table below into the Note Type box, and any notes into the Notes box. 

	Note Type
	What it does

	MIT
	Automatically enters an ‘M’ into the MitCircs field on the highest sequence number SPI for the academic year in which the module was studied

	MITP
	Automatically enters an ‘M’ into the MitCircs field on the highest sequence number SPI, regardless of academic year


[image: image11.jpg]AP SAINT - Live System

Fle Edt Goto Mic Hep

DEHI A el 4 W saarnl|

. T e 151

| sudent Sartname Modue O Yew  Peiod  Seq.  Atte SRRNSeq 5
— = w OP02EL A omem sew o2z 1 o £
SRA Nare Closed hook unseen writen exam [
NoteType [T Miigating Croumstances

Notes. [Fell off sketeboard and broke leg|





Figure 3d – Student re-assessment notes with MIT as the note type

Store the record and close the Student Assessment Notes window. This process should be repeated for all affected modules/components.

4. Reporting Mitigating Circumstances
To produce a report showing which students have submitted mitigating circumstances, open the SPI screen and enter your retrieve criteria, ensuring that you put ‘M’ in the MitCircs box (figure 4a).
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Figure 4a – retrieving students with mitigating circumstances

Press retrieve/F5 to retrieve the records, then go to All ( Gen + Print Letters (figure 4b).
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Figure 4b – Go to All ( Gen + Print Letters

Enter the letter code MITIGATE, and click the ‘Run’ button (figure 4c). 
[image: image14.jpg]AP SAIN e System

Fle Edt Msc Hep

DS el 4 W kB

ACRYANL SAINT - Live System
BRI ) Stondard Letter Selection -iofx|
i Generate & Print current SP1 letters
T letercode o
veu
ek
Leve
e
Roul
Rebadrecords
| K e | B gererse b R
seop





Figure 4c – use the letter code MITIGATE

You will be prompted for the year you wish to run the report on. Enter the year in the standard SAINT format and click the OK button (figure 4d), or leave blank to show records for all academic years.
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Figure 4d – enter the year you wish to run the report on
The Text Standard Letters window will appear (figure 4e). Click on the file open button [image: image16.jpg]


 and specify a location on your PC to save the file (figure 4f). Remember to add the .txt extension to the filename as shown in figure 4f.
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Figure 4e – the Text Standard Letters window
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Figure 4f – save the file to your PC, remembering to use the .txt extension after the filename
Click on the Save button, and you will be returned to the Text Standard Letters window, now showing the location of the file (figure 4g). Click on the OK button.
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Figure 4g – click OK to save the file

The Mitigating Circumstances report is now saved as a text file on your PC (figure 4h). This can be formatted using Word or Excel as required.
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Figure 4h – Mitigating Circumstances report as a text file
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