UNIVERSITY OF EAST LONDON

QUALITY ASSURANCE AND ENHANCEMENT

NOTIFICATION OF APPEAL FORM - GUIDANCE FOR STUDENTS
Introduction

These notes are intended as a guide for students who wish to appeal against the decision of an Assessment Board.  They 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.  Please read both documents carefully before you complete the notification of appeal form.  
You are strongly advised to seek advice from the Students' Union Advice and Information Service before attempting conciliation and before completing the Notification of Appeal form.  You may contact them on 020 8223 7025 or email: studentadvice@uel.ac.uk
Grounds on which you may appeal 

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

· 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. 
· 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.
Appeals will not be accepted on the grounds of disagreement with the academic judgement of an assessment board (Part 7 Paragraph 1.2).
This procedure does not cover
The appeals procedure does not cover the following categories of appeal for which separate procedures exist:

· Grievances relating to personal harassment or discrimination on sexual, religious, racial or other grounds (see anti-harassment policy);

· Academic complaints e.g. course delivery (see Part 14, Manual of General Regulations);
· Appeals against decisions taken under disciplinary proceedings (see Part 12, section 4, Manual of General Regulations);
· Appeals on the grounds of extenuating circumstances (see Part 6, Manual of General Regulations);

· Appeals against decisions of Assessment Offences Investigating Panels (see Part 8, Manual of General Regulations);

If you decide to appeal
If you wish to appeal against the decision of an Assessment Board you must:

· Notify the Quality Assurance and Enhancement Office and the Chair of Assessment Board of your intention to appeal within five working days of the publication of results (you may obtain contact details for the Chair of Assessment Board from your School Helpdesk.  If you are unable to contact the Chair of the Assessment Board or his/her nominee, please contact QAE for advice on how to proceed).
· Complete all sections of the notification of appeal form (please contact Quality Assurance and Enhancement if you require the Appeals Form in a different format).
· Attend a conciliation meeting with the Chair of the Assessment Board to attempt to resolve your appeal (the meeting should be convened within 10 working days).
If you accept the outcome of conciliation you should forward the completed notification of appeal form with section one completed and signed by the Chair of Assessment Board to QAE (please see below for contact details).  The Chair of the Assessment Board will then refer the matter back to the Assessment Board.

If you do not accept the outcome of conciliation you should submit the completed notification of appeal with section one completed and signed by the Chair of Assessment Board form to the Quality Assurance and Enhancement Office within five working days of the conciliation decision.  Quality Assurance and Enhancement will then formally investigate your appeal.
Additional points to note:

· Please ensure that Section One (evidence of conciliation) is fully completed as evidence of your attempt to resolve your case without recourse to the appeals procedure.  QAE will not consider your appeal unless you have attempted conciliation with the Chair of the Assessment Board.

· Please complete all sections of the notification of appeal form.  Failure to do so may result in the form being returned to you which could delay the processing of your appeal.

· It is your personal responsibility to ensure that one copy of all documentary evidence relating to your case is attached to the notification of appeal form. 

· If you require the notification of appeal form in a different format to that available then please contact Quality Assurance & Enhancement. 

· If you wish to submit a collective appeal as part of a group of students, the group should nominate a spokesperson to act as the channel of communication for the group.
· It is your responsibility to ensure that you will be available to receive post at the address you give for correspondence.  Correspondence sent to that address will be assumed to have been received.
· All correspondence relating to your notification of appeal should be sent to the following address (forms should not normally be faxed): 
Student Appeals Liaison Officer, Quality Assurance and Enhancement Office
Docklands Campus, University of East London

University Way, London, E16 2RD
Tel: 020 8223 4936
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