

This form can be used by a student to appeal against the decision of an assessment board.  Before submitting a formal appeal you must:
1. Read the guidance notes on student appeals (these can be obtained from QAE or http://www.uel.ac.uk/qa/documents/appeals-guidance-students2009-10.doc).
2. Lodge your intention to appeal with Quality Assurance and Enhancement and the Chair of the relevant Assessment within five working days of the publication of the results (please consult your school helpdesk for details of the relevant Chair of Assessment Board)
3. Attend a conciliation meeting with the Chair of Assessment Board.  Sections 2 to 5 of this form should be completed in advance of the conciliation meeting and presented at the meeting.  Section 1 of this form MUST be completed by the Chair of Assessment Board and the complete returned to QAE regardless of the outcome of conciliation.  
Please return the completed form to: Student Appeals Liaison Officer, Quality Assurance and Enhancement, University of East London, Docklands Campus, 4-6 University Way, London, E16 2RD.  You should receive an acknowledgement of receipt within one week of submitting your completed form.

You are strongly advised to consult the Students' Union Advice and Information Service before completing this form.  Please call 020 8223 7025 or e-mail Studentadvice@uel.ac.uk for an appointment.  
If you would like to discuss your appeal in person, with a member of University staff, please contact Toby Grainger, Head of Student Compliance & Responsibilities, Room EB1.60, Docklands Campus (Tel: 020 8223 2050, E-mail: t.j.grainger@uel.ac.uk)

STUDENT DETAILS
	Title
	

	Surname
	

	Forename(s)
	

	Correspondence
address
	

	Contact tel. 
	

	E-Mail address
	

	Student Number 
	

	Programme of study 
	


SECTION ONE - EVIDENCE OF CONCILIATION
This section must be completed by the Chair of the Assessment Board and student following the conciliation meeting.  Please note that appeals will not be formally investigated by QAE until a conciliation meeting has taken place and this section has been fully completed.
	FOR COMPLETION BY THE CHAIR OF THE ASSESSMENT BOARD OR NOMINEE

	Following a conciliation meeting with the student named above, I have reached the following decision (please tick one box)

	
	I have agreed to refer this matter back to the Assessment Board for further consideration.


	
	I have NOT agreed to refer this matter back to the Assessment Board.  


	Please explain the rationale on which the outcome of conciliation was based.  Please complete this section in all cases and continue on a separate sheet if required.


	FULL NAME:
	ASSESSMENT BOARD:

	SIGNATURE:
	DATE:

	FOR COMPLETION BY THE STUDENT

	I have attended a conciliation meeting with the Chair of the Assessment Board or his/her nominee and (please tick one box)

	
	I accept the decision of the Chair of Assessment Board.


	
	I do not accept the decision of the Chair of the Assessment Board and request that my case should be considered by the Secretary and Registrar or his/her nominee. 

	SIGNATURE:
	DATE:


SECTION 2 - DETAILS OF ASSESSMENT GIVING RISE TO APPEAL
	MODULE CODE
	ASSESSMENT COMPONENT
	YEAR AND SEMESTER 
	DECISION

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	GROUNDS OF APPEAL
(Please tick relevant box(es) to indicate the grounds for your appeal)

	
	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 (Manual of General Regulations, Part 7, Para 1.1a).  Now please complete sections 3A, 4 & 5.  

	
	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(Manual of General Regulations, Part 7, Para 1.1b). Now please complete sections 3B, 4 & 5.  


	When were the results published on UEL Direct? Please attach a copy of your results

	


	If you are submitting a late appeal, please explain the reasons for this.

	Please continue on a separate sheet if required.


NOW COMPLETE SECTIONS 3A or 3B, 4 & 5
SECTION 3A - BREACH OF ASSESSMENT REGULATIONS / MATERIAL ADMINISTRATIVE ERROR / MATERIAL IRREGULARITY RELEVANT TO THE ASSESSMENT
	List any published regulations that you claim were breached in relation to your assessment.  Please provide title of document and relevant paragraph and page numbers
	Describe how your assessment failed to comply with the regulations or describe the material administrative error / material irregularity relevant to the assessment that occurred.
	What evidence can you present to support your claim?

	
	
	

	
	
	

	
	
	


Use extra sheets if necessary. Please attach copies of any documentary evidence.
NOW COMPLETE SECTIONS 4 & 5
SECTION 3B – INITIAL NEEDS ASSESSMENT NOT CORRECTLY CONDUCTED / 
AGREED SUPPORT OR ASSESSMENT PROCEDURES NOT IMPLEMENTED 
(FOR STUDENTS WITH A DISABILITY OR ADDITIONAL NEED)

	List the initial needs assessment that was not correctly conducted or the agreed support or assessment procedures that were not implemented.
	In what way was the initial needs assessment not correctly conducted or how did the support / assessment procedures fail to comply with the agreed support / assessment procedures?
	What evidence can you present to support your claim?

	
	
	

	
	
	

	
	
	


Use extra sheets if necessary.  Please attach copies of any documentary evidence.
NOW COMPLETE SECTIONS 4 & 5

SECTION 4 – SUPPLEMENTARY EVIDENCE

	Adviser:

Should your appeal proceed to a panel hearing you have the right to be accompanied by an adviser (officers of the Students' Union can act in this capacity if asked).  If you wish to have an adviser present, please provide their details below.

	Full name
	

	Correspondence address
	

	Tel No
	


	Witnesses:

If your case will be supported by the testimony of one or more witnesses, please give their full details below (use an extra sheet if necessary).

	Full name
	

	Correspondence address
	

	Tel No
	

	Full name
	

	Correspondence address
	

	Tel No
	


	Documentary evidence:

Detail below the nature of any documentary evidence that you have attached to this form.

	


NOW COMPLETE SECTION 5
SECTION 5 – DECLARATION

	Please tick all boxes below and sign the declaration at the bottom

	
	I have read the student guidance notes and where required sought advice from the Students Union Advice and Information Service.

	
	I have attempted to resolve my case via a conciliation meeting with the chair of assessment board and Section 1 has been completed and signed by the Chair of the Assessment Board.

	
	I have completed Sections 2 to 5 clearly explaining the grounds of my appeal.

	
	I have attached all additional sheets and documentary evidence.

	
	The details on this form are correct to the best of my knowledge.

	In accordance with the Data Protection Act 1998 we are required to obtain your consent for the following:

a) to hold some elements of the information that you have provided on an electronic 
database;

b) to disclose the information that you have provided to authorised members of University staff, their legal advisers or where the law requires, as necessary for the reasonable purposes connected with the investigation of your Appeal.

Please sign below to confirm that the information you have provided is accurate to the best of your knowledge, and to indicate your consent for the information provided to be used as detailed above.

	Signature
	
	Date
	


Please return the completed form to: 

Student Appeals Liaison Officer
Quality Assurance and Enhancement
University of East London, Docklands Campus
4-6 University Way
London

E16 2RD.  
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