ACADEMIC APPEALS

Guidance notes for students who wish to make an academic appeal  

Before completing an appeals request form you should read these guidance notes carefully. 

• A copy of the Regulations Governing Academic Appeals is available at:

http://www.calendar.soton.ac.uk/sectionIV/student-appeals.html
You are encouraged to contact both your Faculty and the Students’ Union Advice and Information Centre (SUAIC) for support and advice relating to making an appeal against an academic decision. You may seek help and free, independent and confidential advice from SUAIC located in the Students’ Union Building 40 at Highfield Campus, Southampton. You may also e-mail them at suaic@soton.ac.uk and may call SUAIC reception on 02380 592085.  SUAIC’s website is http://info.susu.org/.  It is strongly advised that you use this service at the preliminary stage of your enquiries.
The University of Southampton is committed to maintaining effective procedures to allow all students to make legitimate academic appeals.

PRELIMINARY DISCUSSIONS BEFORE MAKING AN APPEAL
Under no circumstances may students question the academic judgement of the examiners and any appeal based on such grounds will be dismissed. (Please note - disagreement with the decision of one of the Relevant Bodies does not constitute sufficient grounds for an appeal unless you have clear evidence to support the grounds you are appealing against.)

Time Limit

You should raise your appeal with the Faculty directly (usually the Faculty Education Manager) and within 20 working days of the decision by a Relevant Body (see Section 2a) and in order to discuss the matter at the preliminary stage. If you wish to appeal against the results of supplementary examinations (normally occur in July / August / September) you must do so within 5 working days of the publication of results. At this stage it is useful to complete an Appeals Request form so that the Faculty is clear about the grounds and evidence you are submitting.

Before submitting an appeal, the following should be considered:

· Be clear that you are making an appeal and that certain procedures will start
· Recognize your personal accountability and refer to the Student Guidance Document which can be found on Student Resources Network in SUSSED.  
· Discuss your case with an appropriate person in your Faculty – this may be a personal /pastoral tutor, course / programme leader, Faculty Education Manager supervisor, member of supervisory team
· Try and sort out the issue at the preliminary level directly with the people involved
· Be clear about the grounds (listed below) for which you wish to submit your appeal
· Be clear about the outcome (s) you are seeking
· Please seek free, independent and specialist guidance from advisers in SUAIC if you need support
· You are encouraged to take a member of the SUAIC team with you to any meeting you are asked to attend in the Faculty
 It is in everyone’s interests to seek a prompt, effective, resolution first, if this is possible.

After the preliminary discussion a note of the outcomes of the meeting should be given to the Faculty Education Manager. Where both you and the Faculty member at the meeting can agree what the outcomes were, both should sign the note. If you and the Faculty member cannot agree what the outcomes of the meeting were, each of you may submit a separate note. The note(s) of the preliminary meeting will be placed on your record as evidence that this stage of the process has been completed.

Possible outcomes following the Preliminary discussions

· The Relevant Body accepts your case and amends its original decision in your favour

· You decide not to make a formal appeal

· You decide to make a formal appeal and submit an Appeal Request Form to the relevant Faculty Education Manager normally within 20 working days of notification of the decision giving rise to the appeal.
The Academic Appeals Process  

If you decide to make a formal appeal you will need to complete and submit an Appeals Request Form (you can find this form on line listed at the start of the Regulations Governing Academic Appeals). http://www.calendar.soton.ac.uk/sectionIV/student-appeals.html
Any student lodging a formal appeal MUST have already sought advice from the Faculty at the preliminary level.
Please note the following when completing your Academic Appeals Request Form:

· Ensure that you lodge your appeal on the required form within the required time period
· Please keep your own copy of the form
· An appeal may only be made by you, it may not be made by a representative or relative
· You may complete the form on line, however you need to print it off to be able to write your signature on the form
· Please see Guidance for completion of Appeals Request Form below Page 3
· You should ensure that you send your form to the correct person
· You are likely to need specific support / advice in making your appeal so please contact SUAIC
After receiving your Appeals Request Form the relevant Faculty Education Manager will acknowledge receipt of your appeal as soon as possible. Provided preliminary discussions have taken place (as evidenced by the signed note(s) of the meeting) and you have submitted evidence to support your appeal the relevant Faculty Education Manager will set up a meeting of the Academic Appeals Panel normally within 20 working days of receipt of the Appeals Request Form. The Academic Appeals Panel will normally be made up of; Chair of the Panel -  an Associate Dean from another Faculty ; Dean’s nominee (usually an Associate Dean) from  your Faculty (who has not been your tutor and who does not know you personally through small group teaching, project/dissertation supervision etc) ) and another member of senior Faculty staff (who has not been your tutor and who does not know you personally). There may be an additional member of the University and /or an external representative from a relevant profession as deemed necessary, who have not been involved in your case.
The Faculty will adhere to the stated timescales whenever possible. Should, in exceptional circumstances, it not prove possible to adhere to these timescales, you will be advised accordingly. The Faculty should keep you informed of the progress of your appeal.

It is advisable for someone from within the University community (not acting in a legal capacity), such as a member of SUAIC’s advisory staff, to accompany you to the Academic Appeals Panel meeting. You are strongly advised to attend the meeting. If you decide not to attend you may nominate a representative to take your place. The Academic Appeals Panel will try and accommodate you so that you can attend however the Panel reserves the right to proceed with the appeal meeting whether you decide to attend or not. If you have any questions about attendance please direct them to the relevant Faculty Education Manager who is the secretary of the Academic Appeals Panel.
Possible outcomes of the Academic Appeals Panel Meeting

· Uphold your appeal and agree to implement the outcome you are seeking

· Uphold your appeal and offer an alternative outcome

· Dismiss your appeal 
You will receive a written report and decision from the Dean (or nominee) of your Faculty confirming the decision of the Academic Appeals Panel.

If the Academic Appeals Panel did not uphold your appeal, you may decide to make an appeal to the Senate Appeals Committee providing you can satisfy, with evidence, one or both of the following grounds;

· That you possess new evidence not available at the time of the Academic Appeals Panel meeting

· That there has been a significant failure of due process in the conduct of the Academic Appeals Panel.

Completing the Appeals Request Form

Section 1 About you

· Student ID – enter your University ID number which can be found on your ID card

· Name – enter your full name

· Faculty– enter the name of the Faculty you are enrolled to study in

· Year of study – enter the year you are currently in e.g. 1st, 2nd 

· Programme of study – enter the title of the course you are studying

· Date you were first enrolled on the course – enter the month and year e.g. October 2007

· Address for correspondence – enter the address for correspondence throughout the appeal period (e.g. summer break)

· Telephone number – enter all telephone numbers we may use to contact you e.g. Home, mobile/cell

· Email address – enter you current email address through which we may contact you

Section 2: Your request for appeal – Grounds for Appeal

2a) Please indicate in the table provided on the form exactly which Relevant Body made the decision against which you wish to appeal. You should have received written confirmation of this decision and you will need to indicate the date on which you received this.
	RELEVANT BODIES


	Tick (

	Date decision received 



	Academic Integrity Panel
	
	

	Board of Examiners
	
	

	Fitness to Practise Panel
	
	

	Faculty Programme Committee
	
	

	Upgrade Panel / Committee
	
	

	Senate
	
	


2b) Students may only appeal against a decision made by one of the Relevant Bodies if they can produce evidence of one or more of the following grounds:

Please indicate in the table provided on the appeals request form exactly which grounds you are using to make your appeal
	That they possess new evidence not available at the time the Relevant Body made its decision;

That their performance had been adversely affected by illness or by other factors (e.g. family crisis) which, in exceptional circumstances, they were unable or for valid reason unwilling to disclose to the Relevant Body before it made its decision;

That there had been a significant failure in the application of procedures which had affected the decision of the Relevant Body;


	------------

-----------

-----------




	An Appeal on the grounds – “That they possess new evidence not available at the time the Relevant Body made its decision”;



i. State the decision you are appealing against and briefly explain your reasons for making an appeal – enter details of the decision which was made (e.g. termination of registration) and give reasons why you are making this appeal now.

ii. Title and /or code of module (s) and /or examination (s) concerned – enter the type (e.g. Upgrade from MPhil to PhD) title (e.g. Research Methods) and / or module code (e.g. BIOL 2016) associated with the assessment which has been affected

iii. Describe the new evidence you are submitting and how it supports your appeal – enter details of your appeal and how the new evidence directly affected the assessment of the academic work you had to complete in i. New information cannot be submitted at a later date, unless it was not known to you at the time of submitting this appeal. (Examples of evidence may include – relevant emails, written feedback from lecturers / supervisors, dyslexia or disability assessments, documentation received from the Faculty etc.)
iv. Date (s) on which the new evidence occurred – enter the date (s) or timeframe within which the new evidence occurred.

v. List documents you are submitting as evidence for your appeal – list evidence in table and sign next to each document which you are submitting, so that the Academic Appeals Panel may view this information. All documentation must be in English or accompanied by attested translations. It is your responsibility to commission and supply all documentary evidence. The Academic Appeals Panel cannot give full weight to any circumstances cited in this appeal that are not accompanied by independent written verification.

vi. Please state your preferred outcome (s) – please state clearly your preferred outcome (s) in relation to your appeal – if there is more than one please list them clearly. 

	An Appeal on the grounds – ‘” That their performance had been adversely affected by illness or by other factors (e.g. family crisis) which, in exceptional circumstances, they were unable or for valid reason unwilling to disclose to the Relevant Body before it made its decision.”




i. State the decision you are appealing against and briefly explain your reasons for making an appeal – enter details of the decision which was made (e.g. termination of registration) and give reasons why you are making this appeal now.
ii. Title and /or code of module (s) and /or examination (s) concerned – enter the type (e.g. Upgrade from MPhil to PhD) title (e.g. Research Methods) and / or module code (e.g. BIOL 2016) associated with the assessment which has been affected
iii. Describe the illness or other factors which have adversely affected your performance which you in exceptional circumstances were unable / unwilling to disclose to the Relevant Body before it made its decision – enter full details of your appeal and how this illness / these factors have adversely affected your performance in the academic work referred to in ii.  Give valid reasons why you were unable or unwilling to make your Faculty aware of these factors through the Special Considerations process. (Examples of evidence may include – doctor’s certificate / medical evidence, support from disability / mentor / counselling service, relevant emails, dyslexia or disability assessments, documentation of family crisis etc.) New information cannot be submitted at a later date, unless it was not known to you at the time of submitting this appeal.

iv. Date (s) on which the illness or other factors occurred – enter the exact date (s) or timeframe within which the illness or other factors occurred, these should correspond with the assessment you have cited in ii.

v. List documents you are submitting as evidence for your appeal – list evidence in table and sign next to each document which you are submitting, so that the Academic Appeals Panel may view this information. All documentation must be in English or accompanied by attested translations. It is your responsibility to commission and supply all documentary evidence. The Academic Appeals Panel cannot give full weight to any circumstances cited in this appeal that are not accompanied by independent written verification.

vi. Please state your preferred outcome (s) – please state clearly your preferred outcome (s) in relation to your appeal - if there is more than one please list them clearly.
	An Appeal on the grounds – “That there had been a significant failure in the application of procedures which had affected the decision of the Relevant Body.”




i. State the decision you are appealing against and briefly explain your reasons for making an appeal – enter details of the decision which was made (e.g. termination of registration) and give reasons why you are making this appeal now.
ii. Title and /or code of module (s) and /or examination (s) concerned – enter the type (e.g. Upgrade from MPhil to PhD) title (e.g. Research Methods) and / or module code (e.g. BIOL 2016) associated with the assessment which has been affected
iii. Describe the significant failure in the application of procedures and how this affected you – enter details of your appeal and how the significant failure in the application of procedures directly affected the assessment of the academic work you had to complete in ii. New information cannot be submitted at a later date, unless it was not known to you at the time of submitting this appeal.

iv. Date (s) on which the significant failure occurred – enter the date (s) or timeframe within which the significant failure in the application of procedures occurred
v. List documents you are submitting as evidence for your appeal – list evidence in table and sign next to each document which you are submitting, so that the Academic Appeals Panel may view this information. All documentation must be in English or accompanied by attested translations. It is your responsibility to commission and supply all documentary evidence. The Academic Appeals Panel cannot give full weight to any circumstances cited in this appeal that are not accompanied by independent written verification.

vi. Please state your preferred outcome (s) – please state clearly your preferred outcome (s) in relation to your appeal - if there is more than one please list them clearly.
Please note that issues relating to unsatisfactory teaching and supervision should be raised at the time at which they occur and at the earliest opportunity so that the matters may be addressed as soon as possible. It is likely that you may be aware of such issues before the Relevant Body (e.g. Examination Board, Upgrade Panel) has made an academic decision, therefore these issues will be dealt with under the Regulations Governing Student Complaints http://www.calendar.soton.ac.uk/sectionIV/student-complaints.html.  Students who would like clarification and specialist advice about complaints or appeals should contact the Students’ Union Advice and Information Centre - SUAIC (email suaic@soton.ac.uk and telephone SUAIC reception on 023 8059 2085).

Section 3: Preliminary Discussions 

Details of preliminary discussions with your Faculty – enter details of who you have contacted in the Faculty with respect to your appeal; the dates on which this occurred; and the result of these discussions. You should keep a written record of these discussions, as evidence of the preliminary meeting will be required prior to any subsequent formal appeal process. The Faculty should provide you with a brief written summary of what was discussed at the meeting. 
Please sign the form to declare that the information you have given on the form is true to the best of your knowledge.

Understanding the Appeals Regulations

Expected Time Limits 

These time limits are written into the University’s current regulations. Where possible these deadlines should be adhered to by the staff and students and appropriate reasons should be given by both parties, in good time, if the time deadlines are unable to be met. 

The Appeals Request Form should be completed and handed to the Relevant Faculty Education Manager within 20 working days of notification of the decision of the Relevant Body. If you wish to appeal against the results of supplementary examinations (these generally occur in either July, August or September.) the Appeal Request Form should normally be returned within 5 working days of the publication of the results.
Please note working days include Monday to Friday. They do not include statutory University closure days, bank holidays or Saturday and Sunday.

	
	Preliminary Discussion with Faculty before making a formal appeal


	Academic Appeals Panel
	Senate Appeals Committee

	Acknowledgement by Faculty of academic appeal from the student
	Staff to respond to student as soon as possible, due to the time limits for appeals. 
	Staff to acknowledge receipt of Appeal Request Form as soon as possible, due to the time limits for setting up the academic appeals panel. Student should be kept informed at all times.
	Staff to acknowledge receipt of Senate Appeals Request Form as soon as possible, due to the time limits for setting up the Senate Appeals Committee.  Student should be kept informed at all times.

	Meeting with the Student.

Student attendance at academic appeals panels.

Notification of the decision to the student
	Normally arranged and student informed as soon as possible 
	Academic Appeals Panel normally arranged within 20 working days and student normally informed of decision within 5 working days of the meeting,

unless otherwise advised.
	Senate Appeals Committee considers new information and Faculty should respond within 5 working days. If there are grounds for a hearing this is normally arranged within 25 working days and student normally informed of decision within 5 working days of the committee, unless otherwise advised.

	Referral to the next stage – student to apply within stated time limits
	As soon as possible.
	Normally within 20 working days of receipt of the decision from the Academic Appeals Panel.
	If the student wishes to take their case to the OIA they must do so within 3 months of the date of the Completion of Procedures letter from the University.


If you fail to proceed within the given deadlines of the appeals procedure (above) you may not be able to progress through the internal complaints mechanisms of the University. You may wish to submit a valid reason for missing the deadlines and this may be reviewed/accepted by the University. 

Senate Appeals Committee

It is important to seek advice from SUAIC in relation to submitting an appeal to the Senate Appeals Committee. 

Completing the Senate Appeals Request Form

Section 1 About you – please see guidance above on page 3
Section 2: Your request for appeal – Grounds for Appeal

You may only appeal against the decision of the Academic Appeals Panel on one or both of the following grounds:

	An Appeal on the grounds – “That they possess new evidence not available at the time of the Academic Appeals Panel meeting.” 




i. Title and /or code of module (s) and /or examination (s) concerned – enter the type (e.g. Upgrade from MPhil to PhD) title (e.g. Research Methods) and / or module code (e.g. BIOL 2016) associated with the assessment which has been affected
ii. Describe the new evidence you are submitting and how it supports your appeal – enter full details of your case and how the new evidence directly affected the assessment of the academic work you had to complete in i. 

iii. Date (s) on which the new evidence occurred – enter the date (s) or timeframe within which the new evidence occurred. The new evidence you wish to submit would not have been available at the time of the Academic Appeals Panel organized by your Faculty, it must have occurred after the date of the Academic Appeals Panel meeting.
iv. List documents you are submitting as evidence for your appeal – list evidence in table and sign next to each document which you are submitting, so that the Senate Appeals Committee may view this information. All documentation must be in English or accompanied by attested translations. It is your responsibility to commission and supply all documentary evidence. The Senate Appeals Committee cannot give full weight to any circumstances cited in this appeal that are not accompanied by independent written verification.

v. Please state your preferred outcome (s) – please state clearly your preferred outcome (s) in relation to your appeal - if there is more than one please list them clearly.
	An Appeal on the grounds – “That there had been a significant failure of due process in the conduct of the Academic Appeals Panel.”



(Please note - disagreement with the decision of the Academic Appeals Panel is not considered a ‘failure of due process’ and therefore cannot be submitted as a grounds for appeal)

i. Title and /or code of module (s) and /or examination (s) concerned – enter the type (e.g. Upgrade from MPhil to PhD) title (e.g. Research Methods) and / or module code (e.g. BIOL 2016) associated with the assessment which has been affected
ii. Describe the significant failure of due process in the conduct of the Academic Appeals Panel and how this may have affected – enter full details of the significant failure of due process in the conduct of the Academic Appeals Panel. (An example of what could constitute a significant failure in due process in the conduct of the panel could be that a member of the Academic Appeals Panel had been involved in previous discussions with the student about their appeal.)

iii. Date (s) on which the significant failure of due process occurred – enter the date (s) or timeframe within which the significant failure occurred. This may be the date of the panel and /or the date of the preliminary discussions. 

iv List documents you are submitting as evidence for your appeal – list evidence in table and sign next to each document which you are submitting, so that the Senate Appeals Committee may view this information. All documentation must be in English or accompanied by attested translations. It is your responsibility to commission and supply all documentary evidence. The Senate Appeals Committee cannot give full weight to any circumstances cited in this appeal that are not accompanied by independent written verification.

v. Please state your preferred outcome (s) – please state clearly your preferred outcome (s) in relation to your appeal - if there is more than one please list them clearly.

Please note the following when completing your Senate Appeals Request Form:

· Ensure that you lodge your appeal on the required form within the required time period
· Please keep your own copy of the form
· An appeal may only be made by you, it may not be made by a representative or relative
· You may complete the form on line, however you need to print it off to be able to write your signature on the form
· Please see Guidance for completion of Senate Appeals Request Form above on Page 7
· You should ensure that you send your form to the correct person, the Secretary of the Senate Appeals Committee, Janet Pugh who is located in the Vice Chancellor’s Office
· Please contact SUAIC for specialist support and advice about this process
Following receipt of your Senate Appeals Request form and the evidence to support your appeal, the Faculty / Board of Examiners will be asked if it wishes to amend its original decision. The Faculty should respond within 5 working days. If the Faculty amends its decision, the appeal succeeds without a hearing. If the Faculty wishes to stand by its original decision a Senate Appeals Committee will be convened normally within 25 working days.
The Senate Appeals Committee will normally consist of the Chair - the Vice-Chancellor or nominee; a Dean (or nominee) other than that concerned in the original appeal; a member of academic staff who is also a member of Senate agreed by the President of the Students’ Union and the President of the Students’ Union or nominee. There may be an additional member of the University and /or an external representative from a relevant profession as deemed necessary, who have not been involved in your case.

It is advisable for someone within the University community, such as a member of SUAIC’s advisory staff, to accompany you to the Senate Appeals Committee meeting. You are strongly advised to attend the committee meeting. If you decide not to attend you may nominate a representative to take your place
The Senate Appeals Committee will try and accommodate you so that you can attend however the Committee reserves the right to proceed with the appeal meeting whether you decide to attend or not. If you have any questions about attendance please direct them to the Secretary of the Senate Appeals Committee.
Possible outcomes Senate Appeals Committee:

· Uphold your appeal and agree to implement the outcome you are seeking

· Uphold your appeal and offer an alternative outcome

· Dismiss your appeal

You will receive a written report of the Committee’s decision normally within 5 working days of the meeting of the Senate Appeals Committee. The decision of the Senate Appeals Committee is final. At this point the internal appeal mechanisms of the University of Southampton have been completed and you will be issued with a Completion of Procedures Letter from the Vice Chancellor which confirms the final outcome of your appeal.
External Review Process – Referral to the Office of the Independent Adjudicator for Higher Education (OIA)

If you remain dissatisfied with the outcome of this appeal at the end of all the internal processes in the University of Southampton you may refer your case to the Office of the Independent Adjudicator for Higher Education (OIA) for a review within 3 months of the date of the Completion of Procedures letter. If the OIA accept the case, such a review will initiate a wholly external, independent consideration of your appeal. The OIA will review the way in which the University of Southampton handled the appeal in the context of the procedures outlined above. Please refer to the University’s Appeals Regulations and the OIA website for further information www.oiahe.org.uk .
Useful Information

SUAIC

SUAIC staff are based in the Students’ Union, Building 40, Highfield Campus, Southampton 

E-mail: suaic@soton.ac.uk.  Tel: 023 8059 2085
Web: http://info.susu.org/
Faculties
The University of Southampton Faculties can be accessed at the following web sites.
http://www.soton.ac.uk/about/faculties/index.html 
Professional Services

A full list of Professional Services, and links to their web sites can be found at:

http://www.soton.ac.uk/about/professionalservices/index.html
All other Regulations may be found on the Calendar through the Student Resource Network in SUSSED.
Office of the Independent Adjudicator

Information about referring a complaint for independent review by the Office of the Independent Adjudicator for Higher Education is available at: www.oiahe.org.uk
Acknowledgement should go to the University of Edinburgh and the University of Birmingham who have developed a useful site in the area of appeals and complaints; some of those ideas have been further developed in this document.
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