UNIVERSITY OF EAST LONDON

QUALITY ASSURANCE AND ENHANCEMENT

APPEALS PROCEDURE - GUIDANCE FOR ASSESSMENT BOARD CHAIRS 
Introduction

These notes are designed to assist Chairs of Assessment Boards at the conciliation stage of an appeal and to ensure that the process is conducted equitably across the university.   The information contained here should be read in conjunction with the regulations governing appeals against Assessment Board decisions (Manual of General Regulations, Part 7) which can be accessed from: http://www.uel.ac.uk/qa/manual/index.htm.  
Preparing for conciliation meetings
The appeals procedure states that students wishing to appeal against the decision of an assessment board should notify Quality Assurance and Enhancement and the Chair of Assessment Board of their intention to appeal within five working days of the publication of results and that the Chair of Assessment Board will then convene a conciliation meeting with the student within 10 working days.  You should therefore ensure that you are available to meet with students at certain points during the two or three weeks following an Assessment Board.  Where this is not possible, please ensure that a suitable nominee is identified who will be available to meet with students.
In many cases, the student will wish to meet with you in the presence of an officer of the Students’ Union. You are of course entitled to ask a member of staff from the school to accompany you, although you should have due regard to the confidentiality of the information that the student will present. 

It is often helpful to identify the area of the student’s concern prior to the meeting.  This may enable you to do some initial research and will lead to a more informed conciliation meeting.

Appeals documentation 

The student should bring with them to the conciliation meeting a completed notification of appeal form (this may be accessed from: http://www.uel.ac.uk/qa/qualityass_appeals.htm).  Following the meeting, section one of the form should be signed by both yourself and the student, indicating the conclusion of your meeting and an outline of the reasons for your decision. You should not agree to conciliate any matter without the appropriate, completed documentation. 

It is crucial that section one of the notification of appeal form is signed and the completed form is forwarded to Quality Assurance and Enhancement (QAE), regardless of the outcome.  It is also advisable to retain a copy of the conciliation form for your own records, particularly where you have agreed to conciliate the matter with the student. 

Conciliation decisions
· Appeals against the decision of an assessment board are only permitted on the following grounds:

(a)
The assessment was not conducted in accordance with the current regulations for 
the programme, or there has been a material administrative error or some other material irregularity relevant to the assessments has occurred.

(b)
For a student with a disability or additional need, the initial needs assessment was not correctly carried out, or the support identified was not provided, or the agreed assessment procedures for that student were not implemented. 
· Where there is evidence that (a) or (b) above has occurred you should agree to refer the matter back to the Assessment Board for further consideration.  You should not attempt to resolve the matter by informal means.

· Where there is no evidence that (a) or (b) above has occurred, you should dismiss the appeal.

· Appeals on the grounds of disagreement with academic judgement are not permitted and should therefore be dismissed.
· You should not agree to conciliate in relation to an appeal regarding the outcome of an extenuating circumstances claim.  Whilst extenuating circumstances decisions are technically assessment board decisions, you will not be in a position to determine whether a procedural error has occurred since claims for extenuating circumstances are considered by the Extenuating Circumstances Panel.  Students wishing to appeal against an extenuating circumstances decision should be advised to forward their appeal to QAE, who will investigate the alleged procedural error. 
· Students who do not accept the decision made at the conciliation meeting should be advised to submit their appeal to QAE within five working days of the conciliation decision.
Format of the conciliation meeting

The conciliation meeting should follow the following format:

1. The Chair will detail the status of the meeting and the procedure to be followed.

2. The appellant and/or his/her representative will have the opportunity to explain the grounds of his/her appeal and to present any documentary evidence he/she has to support the appeal.

3. The Chair may ask questions to seek clarification of the appellant’s case.

4. The appellant and/or his/her representative will have the opportunity to summarise his/her case.

5. Based on the evidence presented, the Chair will decide to (a) dismiss the appeal; or (b) refer the matter back to the Assessment Board.  The Chair may decide that it is necessary to investigate the matter further (e.g. consult relevant members of staff) to establish the facts of the case before reaching a decision.  
6. The Chair will explain his/her decision and the rationale for the decision. 

7. The Chair will indicate his/her decision and the rationale for the decision on section one of the notification of appeal form and will sign the form. 

8. Where the Chair is unable to reach a decision without further investigation he/she will notify the appellant of the decision within 5 working days and will complete and return section one of the notification of appeal form to the appellant.
9. The Chair will explain the procedure to be followed if the appellant does not accept his/her decision. 
If you require any further information, please contact the Student Appeals Liaison Officer, Quality Assurance and Enhancement, extension 2678. [image: image1.png]
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