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Academic Appeal Form

This form should only be used to make an Academic Appeal under the Academic Appeals Procedure. Please read the procedure carefully before completing this form. 

Appeals should be made within 10 working days of the publication of the relevant confirmed results. Appeals made after these deadlines will be considered late and if you wish the University to consider them then you will need to include a valid reason and evidence of the reason for lateness. You will then be informed either that your reason for lateness has been considered valid or that your complaint is out of time.

All sections of the form should be completed, and any supporting evidence you wish to be considered should be submitted at the same time as the form to the Faculty Administration team.


	SECTION 1: About you 

	Family name
	
	Title
	

	First/Given name(s) 
	

	University student no. 
	
	
	
	
	
	
	
	
	

	Programme of study
	

	Course start date:
	
	Course finish date:
	

	Year of study:
	
	Status on course:
	

	Contact email:
	

	Are there are time-critical factors that the University should be aware of?             
	




	SECTION 2: Appeal background

	When were the results you are raising an Appeal against officially confirmed?
	

	If your Appeal is about confirmed results released over 10 working days ago please confirm your reason for lateness.

Please note any evidence in support of this should be submitted along with this Appeal form.
	

	What steps have you taken to try to resolve your Appeal at Stage 1 – Local Resolution? 
Please state clearly what actions you have taken, including dates, who you have spoken to and the outcome of the process. Please also provide any relevant documentation
	



	SECTION 3: Grounds for Appeal 

	☐	There was a procedural irregularity.

	
	Details:

	☐	There was bias or reasonable perception of bias in the decision-making process.

	
	Details:

	☐	There have been circumstances which affected your performance which, for good reason, had not been made known to the academic decision-making body prior to the academic decision being made.

	
	Details:

	[bookmark: _Int_n5oodSJ9]What outcome(s) would you like to see as a result of this Appeal?                    

	



	[bookmark: _Hlk217053181]SECTION 4: Supporting evidence 

	What evidence are you submitting in support of your Appeal?
Please provide a list of all items of evidence that you have submitted to be considered as part of the Appeal. Any evidence you supply must be complete, relevant and proportionate, and it is your responsibility to provide this supporting evidence, and to decide what should be included. Please name the supporting evidence as relevant annex and brief description, for example “Annex A – stage 1 outcome”, please do keep the file name brief as lengthy titles may not open properly.

		Annex
	Title
	Description and how this supports the appeal

	1
	
	

	2
	
	

	3
	
	

	4
	
	

	5
	
	

	6
	
	






	5. Student declaration: 
(please tick to indicate your agreement with each statement)

	I have read the University’s Academic Appeals Procedure 
	☐
	I understand that the University may need to process personal details about me, which could include sensitive information, in order to investigate my Appeal
	☐
	I understand that the University may need to exchange information about my Appeal within the University, and with other persons and organisations, including disclosing this completed Appeal Form and my accompanying evidence where necessary, (for example, to collect information or to seek statements from relevant persons or bodies)
	☐
	The information I have given on this form is true, correct and complete, to the best of my knowledge
	☐
	Signed:
	
	Date:
	




	FOR OFFICE USE ONLY:

	Appeal received:
	
	Appeal forwarded:
	

	Acknowledgement sent:
	
	Response sent:
	

	Action required:











	[bookmark: _Hlk217056042]SECTION 6: For completion by the Investigator

	Evidence Considered: (please list below)

	











	Investigator Notes:

	












	Outcome of Appeal:

	
Appeal Upheld ☐

Appeal Partially Upheld ☐

Appeal Rejected ☐

When the Investigator is not the Dean, the Investigator will discuss their decision(s) and any proposed mitigating action(s) with the Dean, Chair of UALTC or Chair of URC. Usually this will occur no later than 10 working days after receipt of appeal.


	Actions to be taken if Appeal Upheld or Partially Upheld:

	· Re-sit or re-submit as if for a first attempt. ☐

· Re-sit or re-submit for honours marks. ☐

· Re-sit or re-submit for capped marks.☐ 

· Progression to the next stage of study with no imposed conditions. ☐

· Progression to the next stage of study with imposed conditions.☐ 

· Progression to the next stage of study once imposed conditions are satisfied.☐ 

· Re-start an academic stage. ☐

· For taught students - agreed minor variations to the programme of study (where required in agreement with Chair of the UALTC). ☐  

· For taught students - consideration of special programmes designed for individual students (where required in agreement with Chair of the UALTC). ☐



	Comments and Decision of Investigator:

		1 Is the student permitted to proceed with their studies? (If YES then complete section 2) 
(If NO then complete section 1a) 
	 
Y/N 

	1a Is the student restarting the degree? 
(If YES please indicate the attempt number; date of re- registration; new expected end date and whether module credits are to be carried over 
(If NO then please complete section 2) 
	Attempt Number: 
	Re-start Date (term / year): 
	Module 
	Unit Value 
	Mark 

	
	
	New Expected 
End Date: 
	
	
	

	2 Name and unit values of modules to be re-sat. Please indicate whether module attendance is required; re-sit date and classification criteria 
	Module 
	Unit Value 
	Attendance Required (Y/N) 
	Honours or 
capped marks (H/C) 
	Re-sit Date (term / year) 

	If attendance is requested or required for any of the re-sit modules (and the student has not been permitted to proceed) then an Associate Student form must be completed and the student instructed to report to Registry to complete their re-registration. 

	 Confirmation of Dean / Chair of UALTC / Chair of University Research Committee:


Signed:	

Date:  
 
Name:  
 
(Dean / Chair of UALTC / Chair of University Research Committee) 
 


 

	Paperwork forwarded to the Chair of Examination Senate for ratification of the award? ☐

(Where the outcome of an action taken as a result of an upheld or partially upheld Appeal affects a degree classification, then the paperwork must be forwarded to the Chair of Examination Senate for ratification of the award, and section 7 should be completed).







	SECTION 7: For completion by Chair of Examination Senate (For approval of revised classification or final decision)

	Recommendation of Chair of Examination Senate:

	






	Signed:

Date:

Name:

Chair of Examination Senate


	Outcome letter sent to Student ☐    Date:


Academic Appeal Form, Exam Grid, Investigators Brief, Collated Evidence, Outcome letter and all relevant email correspondence sent to Student Casework Team (reviews@buckingham.ac.uk) ☐
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