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ACADEMIC APPEAL FORM FOR STUDENTS STUDYING FOR UNIVERSITY OF ESSEX AWARDS AT SOUTH ESSEX COLLEGE
Appeal against the decision of an examination board in respect of the results of a Degree, Diploma or Certificate programme of study of awards of the University of Essex.
Before you complete the attached form please ensure that you look at the Appeals Procedures at   

https://www.southessex.ac.uk/higher-education/higher-education-policies
and read the guidelines below.  If you require any further information or support to complete this form please email hesupport@southessex.ac.uk, please also view the factsheet on your result site at https://apps.southessex.ac.uk/he/results/ which provides dates of appeals surgeries for advice and guidance.

A student appealing against the progress decision of a first or second year Board of Examiners may consult the Dean in advance of submitting a formal appeal.  Details of this process can be found in the procedures above.
Please complete this form, sign it and submit it by email to appeals@southessex.ac.uk  A student who wishes to appeal against the decision of a Board of Examiners must do so within ten working days of the publication of their results by submitting an Academic Appeal Form, stating fully and precisely the grounds for appeal.
The main legitimate grounds for appeal are the following:

	1. Extenuating circumstances



	Extenuating circumstances of which the Board of Examiners was unaware and of which the student could not reasonably have been expected to inform the Board of Examiners in advance.
Before appealing on these grounds, please see the Guidelines for extenuating circumstances for students https://www.southessex.ac.uk/higher-education/higher-education-policies



	2 Procedural irregularities



	Procedural irregularities in the conduct of the Board of Examiners (including alleged administrative error) of such a nature as to cause reasonable doubt as to whether the result might have been different had they not occurred.


3. Other grounds will be considered on their merits, but the following are not considered legitimate grounds on which to appeal, and any appeals based exclusively on one or more of these grounds will be rejected automatically:

a.
Disagreement with a mark or grade and/or appeals against the academic judgement of internal or external examiners. Coursework and examinations cannot be remarked, except in cases of procedural irregularities.


b.
any provisional mark or informal assessment of the student’s work by a member of staff that is not the final mark approved by the Board of Examiners.

c.
The retrospective reporting of extenuating circumstances which a student might reasonably have been expected to disclose to the Board of Examiners before their meeting.

d. 
Appeals against the judgement of the Board of Examiners in assessing the significance of extenuating circumstances, and whether and to what extent they affected academic performance.

e.
Marginal failure to attain a higher class of degree.

f. 
Appeals where the grounds of complaint concern the inadequacy of teaching or other arrangements during the period of study; such complaints must be raised, in writing, before the examination board meets.
Please note that appeals which are submitted on the grounds listed under section 3 (a) to (f) in the guidelines will be rejected automatically.
APPEAL FORM

Appeal against the decision of an examination board in respect the result of a Degree, Diploma or Certificate Programme of Study

Please complete all sections in full  
	Student ID Number
	
	
	

	First Name 
	
	Title
	

	Surname 
	
	
	

	Correspondence Address


	
	
	

	Contact Telephone
	
	
	

	Contact Email (please use College email address where possible)
	
	
	

	Department
	
	
	

	Course
	
	
	

	Year of Study
	
	
	

	Tier 4 Student
	   Yes       No
	
	

	What is the decision against which you are appeals and what outcome are you seeking?


	
	
	


Have you consulted the Dean?       (    Yes          (    No

Please indicate here the grounds on which you are appealing and then give full details including appropriate evidence on the following sheet.  (Please tick the appropriate box)

Extenuating circumstances (    please complete Section 1


Procedural irregularities (         please complete Section 2


Other (                                         please complete Section 3


(  I give permission for information held by Student Support to be released in support of my appeal.

	Signature:


	
	Date:


If you send the form as an email attachment, please type ‘submitted electronically’ in the signature box.

SECTION 1:

GROUNDS FOR APPEAL - EXTENUATING CIRCUMSTANCES:

"Extenuating circumstances of which the Board of Examiners was unaware and of which the student could not reasonably have been expected to inform the Board of Examiners in advance, of such a nature as to cause reasonable doubt as to whether the result might have been different had they not occurred."

If these are the grounds on which you are appealing, please give full details below and supply relevant evidence. 

Have you included appropriate evidence?

SECTION 2:

GROUNDS FOR APPEAL - PROCEDURAL IRREGULARITIES:

"Procedural irregularities in the conduct of the Board of Examiners (including alleged administrative error) of such a nature as to cause reasonable doubt as to whether the result might have been different had they not occurred."

If these are the grounds on which you are appealing, please give full details below and supply relevant evidence.

Have you included appropriate evidence?

SECTION 3:

GROUNDS FOR APPEAL – OTHER 

If these are the grounds on which you are appealing, please give full details below and supply relevant evidence.

Have you included appropriate evidence?

[Continue on a separate sheet if necessary]
	Section B - To be completed by the Partner Institution 


	Name of Partner Contact:
	


	Date Received from Student:
	

	Completion Deadline:
	3 working days


	Name of Exam Board Secretary:
	


	Please confirm the Board’s final decision:

(Resit, Pass etc.)
	

	If applicable, please outline any reassessment that is required or is available:

Please include whether it is coursework or exam, capped/uncapped, deadlines or exam periods.

Please also note the module code, including any choices and the min/max amount of credits.

	


	Was an extenuating circumstances form submitted to the Board of Examiners?
	☐  Yes - accepted (please attach a copy)

☐  Yes - rejected (please attach a copy)
☐  No


	If necessary, please provide any other additional information relevant to this appeal, including considerations of extenuating circumstances. (Please do not include any personal opinions/observations.)

	


	Please also attach (if appropriate):


	☐   Copy of annotated exam board grid

☐   Extract from exam board minutes (if applicable)

☐   Other relevant information or correspondence (e.g. if scaling occurred)

☐   Insert web link to relevant rules of assessment


	Can this appeal be considered by the Dean in the first instance? (please mark with an ‘X’)

	Yes – refer to the Dean via partnerships@essex.ac.uk
	☐
	No – refer to Formal Appeal via appeals@essex.ac.uk
	☐

	

	Date Completed:
	


	Section C - To be completed by the Dean


	Name of the Dean:
	

	Date Referred to the Dean:
	
	Return Deadline:
	5 working days


	Further information required? (please mark with an ‘X’)
	Yes
	☐
	No
	☐

	If yes, please provide details. 

	


	Decision (please mark with an ‘X’)
	 Upheld
	☐
	Dismissed
	☐

	Findings and Reason(s) for Decision (this will be included in the outcome email):

	


	Signature:
	
	Date:
	


Return to Partner Institution

	Section D - To be completed by the Partner Institution


	Name of Partner Contact:
	


If the Dean has upheld the appeal, please update the student record

	If appeal upheld by the Dean, please confirm the new outcome (Resit, Pass etc.) 

	


	If applicable, please outline any reassessment that is required or is available:

Please include whether it is coursework or exam, capped/uncapped, deadlines or exam periods.

Please also note the module code, including any choices and the min/max amount of credits.

	


	Would the student like their appeal to be escalated? (please mark with an ‘X’)

	Yes – complete Section E 
	☐
	No – Save to student file, no further action required
	☐


	Date Completed:
	


	Section E - To be completed by the Partner Institution


	Name of Partner Contact:
	

	Completion Deadline:
	5 working days


	Decision (please mark with an ‘X’)

	Does not meet appeals criteria 

- dismiss and send COP letter to student
	☐
	Meets appeals criteria 

- refer to Appeals Officer via appeals@essex.ac.uk
	☐


	Reason for decision to dismiss the appeal (this should be included in the outcome/Completion of Procedures letter):

	


	Signature:
	
	Date:
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