

[image: ]
Academic Appeal Form (Stage 1)

Important Notes
Definition of an appeal: an appeal is a request for a review of an Assessment Board decision. You must therefore enclose with this form a copy of the Assessment Board’s decision letter which has prompted your appeal. Appeals must be submitted within 28 calendar days of the Assessment Board.
Please make sure you have read and understood the appeal procedures before completing this form. Information about the procedure can be found on Moodle. You are encouraged to seek advice from the Registry, Students’ Union or your Programme Leader if anything about the appeal regulations is unclear to you.
If you do not complete all sections 1 to 5, we will not be able to process your appeal. If there is not enough room on the form, continue on an additional sheet, making sure it includes your name. Please note: you should include original documentation where possible. If you are not able to provide documentation at the time of submission mention this in your appeal statement with reasons.
1. Your details

Full name: …………………………… Student Registration number: …………..…...…
Programme: ………………………… Year of study: …………..………............	
Telephone number: ………………… Email: ……………………………….........................
Address for correspondence: …………………………………………………………………………………
…………………………………………………………………………………
…………………………………………………………………………………
_____________________________________________________________________________	
2. Reason for appeal
An appeal may only be made on one, or both, of the following grounds (tick as appropriate):
☐	1. That there was a material error, either in the conduct of the assessment itself, or in the proceedings of the Assessment Board, which substantially affected the Assessment Board’s decision;
☐	2. That you were subject to mitigating circumstances at the time of the assessment, which were unforeseen and outside your control, and which were unknown to the Assessment Board; could not have been made known before now for a demonstrated, valid and over-riding reason; and resulted in a significantly impaired performance. [It is important that each aspect of Ground 2 is addressed in the details of appeal]
_____________________________________________________________________________
3. Details of appeal 
Explain the key points of your appeal below, explaining the “Reason for Appeal” you have ticked (above). You may continue on a separate sheet, but please note that additional statements longer than one side of A4 may lead to delays in processing. Remember to enclose all supporting documentation necessary to support your appeal statement. 
4. Preferred outcome
Please state below what action or outcome you are seeking. Refer to the Appeal procedure for the possible outcomes of a successful appeal - note that this cannot include the alteration of marks. 
5. Declaration
☐ 	I confirm that I have read and understood the Academic Appeal Procedures, and that the information I have given is true and accurate to the best of my knowledge. 
☐ 	I have enclosed a copy of my transcript, the Assessment Board decision letter and all other relevant documents in support of my appeal [unless otherwise noted in my appeal statement]
☐	I have indicated which grounds my appeal is based on in Section 2 of this form
☐	I have explained the key points of my appeal, and addressed all requirements as set out in section 2 of this form
Signature: ……………………………………….		Date: ………………….                               
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