Academic appeals: A guide for students

The procedures governing ‘Appeals against Assessment’ are specified in Senate Regulation 6. A copy of SR6 and a downloadable proforma for submitting an appeal can be found at:

http://intranet.brunel.ac.uk/registry/appeals/home.shtml 
This guide is intended to supplement SR6 by providing an explanation of the important features of appeal to help you decide on the best way to proceed with your grievance relating to assessment.
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I am unhappy with my results. What should I do first?

First you need to be clear if the results you are unhappy about have been confirmed by the Board of Examiners. If you have received a provisional mark, you are unable to enter formal internal resolution or appeals process until the Board of Examiners has notified you of your results. 
Many concerns about results can be resolved simply by contacting your personal tutor, module leader or course director to ask for clarification. Students who have mitigating circumstances should also see the section on mitigating circumstances later on in the assessment. 
If you have a grievance relating to assessment the first step is to seek internal resolution; this means you should attempt to resolve the matter at a local level within your School. It may be the case that your School is able to settle the matter to your satisfaction without the involvement of the University’s Academic Appeals Committee. You should bring the matter to the attention of your Personal Tutor, Course Director or Head of School. The details of who you should contact will be set out in your Student Handbook. In any case you must submit a form to seek internal resolution within 14 days of the notification of your results. 

The Academic Appeals Committee will not consider appeals that have not been submitted for consideration under internal resolution by your School. The Committee will refer appeals back to your School if you have not sought to resolve your grievance at a local level. Only if this process of internal resolution has not resulted in an acceptable outcome should you consider submitting a formal appeal.

What sort of decisions might I appeal against?


Decisions about your academic progression are made by a Board of Examiners. These decisions may include:

· A decision on whether or not to award you credits for a module

· A decision on whether or not you may proceed to the next level of your course

· A decision to require you to withdraw from your course

· A decision to award you a particular degree, diploma or certificate

What are valid grounds for appeal?

SR 6.5 states the grounds for appeal that the University will consider. These are:

(i) that there exist circumstances materially affecting the student’s performance which were not known to the Board of Examiners when its decision was taken and which it was not reasonably practicable for the student to make known to the Board beforehand; 

(ii) that there were procedural irregularities in the conduct of the examinations and/or assessment procedures, including assessment of coursework, of such a nature as to create a reasonable possibility that the result might have been different had they not occurred;

(iii) that there is evidence of prejudice, bias or inadequate assessment on the part of one or more examiners.’

You cannot appeal solely because the result is worse than you would have wished or worse than you feel you deserve. You cannot challenge academic judgment. For example, if a project has been awarded a lower mark than you feel is justified; you do not have valid grounds for an appeal unless you can identify a procedural error in the assessment process.

If you think that mitigating circumstances have affected your performance you should bring this to the attention of the Board of Examiners; University rules state that mitigating circumstances must be submitted no more than seven days after the assessment. If you fail to submit mitigating circumstances within the required timescale, you cannot subsequently use them as grounds for an appeal unless you can show that it was not reasonably practicable for you to have submitted the mitigation in accordance with University rules.

When can I submit an internal resolution?

You have 14 days after the notification of your results in which to submit a case for internal resolution to your School. A student appealing more that 14 days after publication of their results must satisfy their School that they were unable, for good reason, to submit a case within 14 days of notification. 

When can I submit an appeal?

You can only submit an appeal after you have sought internal resolution (see above). 
You have 21days from the notification of your results at the internal resolution stage in which to submit an appeal to the University. Appeals may be rejected at the earliest stage if they are received late without good reason.

The Academic Appeals Committee will expect you to have sought internal resolution before submitting a formal appeal, and will ask you to provide the formal record of internal resolution provided by your School.
How do I submit an appeal?

· Cases for Internal resolution must be submitted to your School. Your School office and your student handbook will have further details. 

· Formal appeals against assessment must be submitted on the ‘Academic Appeals form’ (available from Registry, Students Union and on the web pages). 

Appeals should be submitted to the Secretary to the Academic Appeals Committee who is based in Registry.

Any tips on preparing an appeal?

Putting your case together 

Students are often tempted to include as much information as possible in their appeal in the belief that this may strengthen their case. This would only be true if the information directly supported the point that was being made. Inclusion of material that is not directly relevant to the grounds on which the appeal is being brought often leads to unnecessary delays. Appellants should carefully consider the case that they wish to bring and include only information that is directly relevant to the appeal. 

Mitigating circumstances submitted out of time.

The Academic Appeals Committee will wish to know why the mitigating circumstances were not submitted in line with University and course regulations. Appellants will have to demonstrate that it was not reasonably practicable to make mitigating circumstances available to the Board of Examiners. 

The nature of mitigating circumstances

Many students will have various distractions and responsibilities during their course, which will, at times, interfere with their studies. These may include financial and housing problems, relationship problems and minor illnesses. Mitigating circumstances are taken into account in cases where they have prevented a student from demonstrating their learning in formal assessments. They cannot be used as a justification for your failure to master the subjects you are studying, or to achieve the results you might have obtained had you been able to attend and/or study more effectively. Before submitting an appeal, you should consult your course regulations to find out how your School considers mitigating circumstances. You should note that University regulations do not permit Board of Examiners to increase marks where mitigation is accepted. It is more likely that a Board will offer you the opportunity to resit the assessment uncapped, or, if the mitigation is particularly serious, it may award you a ‘P’ grade, which means you are given credit for the module but no mark is given.

The effects of mitigating circumstances

Appellants must be able to demonstrate that that the mitigating circumstances have had an effect on their performance in formal assessments. It is especially important to show exactly how the mitigating circumstances have affected your performance; for example, a bout of flu in December is unlikely to be accepted as mitigation for poor performance in the January exams.

Appellants should also be aware of a distinction between medical opinion and evidence of medical problems. Submitting copies of letters confirming medical appointments, for example, is not the same as a medical report offering a professional opinion.
Ongoing and chronic problems 

Boards of Examiners will normally give consideration to long-term problems and this might result in you being allowed reassessment. There is however, no general obligation on examiners to offer subsequent reassessments.

What is the procedure after I have submitted my appeal?

The Secretary to the Academic Appeals Committee will write to you to acknowledge receipt of your appeal. A copy of your appeal will then be sent to your School for their formal response to the issues raised in your appeal. When your School’s response is received, the Secretary will arrange for your appeal to be considered at the next meeting of the Academic Appeals Committee.

The Committee meets approximately once a month and comprises twelve senior academic staff of the University who are appointed to the Committee by Senate. All Schools are represented on the Committee. To ensure that your case is heard by staff who are impartial, any members of the Committee who are involved with the delivery or management of your course or have been involved with the School’s response to the Committee are not allowed to contribute to the discussions, and must leave the room. The Committee will only consider written appeals. You will not be able to attend the meeting of the Committee.

The Committee is a procedural committee and is principally concerned with the correct interpretation and application of University rules by Boards of Examiners. In general the Committee is concerned that: 

· Boards of Examiners follow the published rules of the University and also their own specific guidelines, which must be consistent with those rules. 

· Boards of Examiners take into account all relevant factors in making decision on individual student’s cases, including properly notified mitigating circumstances. 

· Boards of Examiners ensure that assessment processes are fair and appropriate. 

· Boards of Examiners exercise consistency amongst students in the same cohort. The decisions are not influenced by bias or prejudice.

After it has considered your case the Committee will normally reach one of three decisions:

· REJECT: If the Committee believes that the decision of the Board of Examiners was fair and does not contravene University regulations the appeal will be rejected. An appeal may also be rejected because the grounds for appeal are not clearly stated or the appeal has been received late.

· UPHELD: If the Committee believes that the decision of the Board of Examiners was unfair or contravened University regulations it will decide to uphold the appeal. If this happens, the Committee will write to the School recommending a course of action to resolve the situation. You should note that when an appeal is upheld the Committee may not necessarily recommend to your School the corrective action that you have requested. The Committee cannot substitute any mark with one of its own, make a judgement on the quality or standard of a student’s work or unilaterally change a degree classification. 

· DEFER: If the Committee believes that further information is required before it can make a decision it will defer the case and ask the Secretary to write to the School and/or appellant requesting more details. Where a case is deferred, every effort will be made to obtain the additional information in time for the case to be reheard at the next meeting.

Shortly after the meeting the Secretary will write to inform you of the outcome or progress of your appeal.

What should I do whilst awaiting the result of my appeal?

Even though you have submitted an appeal you should follow the course of action decided by the Board of Examiners; for example, if you have been asked to withdraw from your course, you should not attend lectures or participate in any assessments. If your appeal is subsequently upheld, the University will tell you what action needs to be taken (for example, you may resit modules, or your degree classification will be changed).

If you have been recommended for an award, the award will be put ‘on hold’, and you will not be able to attend a graduation ceremony, until the appeal is resolved. If you chose to attend a degree ceremony or accept your award you will not be able to submit or proceed with an appeal.

If you submit an appeal in the months leading up to degree congregations the Committee will do its best to resolve the appeal by the time of your graduation, but this is dependent on the information being made available to the Committee and cannot be guaranteed.

Do I need to attend any meetings?

It is very unlikely that you will be required to attend any meetings. The Committee considers written submissions and does not invite appellants to attend meetings. In most instances, the Committee will be able to reach a decision on the basis of the written submissions; however the Committee may call a hearing where a material fact is in dispute, which may be resolved by questioning. An example of this would be in order establish an accurate account of events where there is dispute between the parties. This will only be a fact or event that the Committee considers to be relevant to its consideration of the case. It must also be an issue that cannot be resolved by the submission of written evidence. 

Any hearing will be limited to a specific point or aspect of the appeal, as determined by the Academic Appeals Committee. A hearing may not be used by an appellant to request a wholesale review of the case, nor may it be used to bring forward fresh evidence that might reasonably have been disclosed in writing before the hearing. Any hearing would not negate the need for formal corroboration of mitigating circumstances by, for example, a medical practitioner.

The decision as to whether to hold a hearing rests with the Academic Appeals Committee.

Can I see the documents used by the Committee to consider my appeal?

You will not automatically be sent a copy of the paperwork, but documents used by the Committee in reaching a decision will be made available to you on request. This will normally be after a decision has been reached. In order to receive these documents you should make a subject access request to the Information Access Officer at the University. 
What if my appeal is rejected?

SR 6.17 allows for resubmission of an appeal on one further occasion. Students must submit any reappeal no later than 21 days after notification of the Committee’s decision. Re-appeals must contain ‘material and significant new evidence’. This means that you should only re-appeal if you have significant new evidence that the Committee has not already seen. You will need to explain why this material was not submitted in the first instance. If you simply reiterate points made in your first appeal the reappeal will be rejected. All re-appeals should be submitted on the Academic Appeals re-appeal form.
What if my re-appeal is rejected?

Once the University’s internal processes have been exhausted, your file will be forwarded to the Office of the Secretary and Registrar which will review the case and send you a Completion of Procedures Letter. This letter advises you that the Office of the Independent Adjudicator now applies where you are dissatisfied with the outcome of internal review. The letter will advise you of the time limits and how to obtain a Scheme Application Form
Who should I contact if I have any questions?

The Secretary to the Academic Appeals Committee can advise you on the procedure for submitting an appeal.

The Union of Brunel Students’ Advice and Representation Centre can offer advice on appeals and may be able to help you prepare your case.
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