 



INFORMATION NOTES ON COMPLETING AN ACADEMIC APPEAL FORM

1. You should read this guidance in conjunction with the Academic Appeals Procedure, available from the Essential Info section of myLTU.
2. For advice and support in the preparation of an appeal you may contact Student Support or Leeds Trinity Students’ Union.  
3. You must submit your completed Academic Appeal Form within 10 working days* from the date of notification of your results via e:vision. Appeals must be submitted by email as an email attachment only to: appeals@leedstrinity.ac.uk. Please note, your form and evidence must be sent in either a Word Document, PDF or JPEG Format. We are unable to open appeals sent via SharePoint, Google Drive or any other online electronic sharing platform.
4. The Academic Appeal Form should be completed in full.  No letter of appeal is required although you may provide a separate appeal statement if you so wish. 
5. An Academic Appeal must be initiated and conducted by you personally. There are two exceptions to this rule, both of which require a separate appeal statement: a) if you are unable to submit an appeal personally on health grounds, b) the appeal is on behalf of a group of students (see paragraphs 12 and 16 of the Procedure, respectively). 
6. You can only appeal against your assessment results under one of the listed grounds of appeal.  If you are dissatisfied with your results because of academic judgement on your work you should seek feedback on your assessment(s) from the examiner about the grades awarded. 
7. Your appeal must set out all the reason(s) why you believe the decision on your assessment results should be reconsidered.  It should show a clear sequence of events and their impact and include clearly stated facts which are confined to matters directly related to the grounds for appeal.  Your appeal and supporting evidence can be as long or as short as you choose but please be aware that a clearly focused and succinct appeal may provide a stronger case than a lengthy submission.
8. If mitigating circumstances have impacted upon one or more of your assessments, you should submit a Mitigating Circumstances Claim by the published deadline for these so that they can be taken into account by the Progression and Award Board when it meets to consider your assessment results.  The Academic Appeals Procedure should only be used if circumstances beyond your control prevented you from submitting a Mitigating Circumstances Claim at the appropriate time. Personal embarrassment or unwillingness to disclose personal circumstances are not considered good reasons for not disclosing information to the University at the appropriate time for the purposes of an appeal.
9. You must include in your appeal evidence all the information and supporting documentation upon which you rely to support your claim.  If you are unable to secure the necessary evidence by the published deadline you should submit an Academic Appeal Form by the due date and include information in Section F stating what additional evidence you intend to submit, why it will be late and the date on which it will be submitted (see paragraph 15 of the Procedure).  Those deciding your appeal will draw their conclusions from this material. 
10. All information relating to you appeal is treated as confidential (see paragraphs 17-20 of the Procedure).  You may, if you so wish, submit your Academic Appeal Form and associated evidence in a sealed envelope for the attention of the Director of Academic Quality and Standards.  However, please be aware that information provided for an appeal will be made available to those involved in progressing your appeal (see the Academic Appeals Procedure for details of the persons involved).
11. Where evidence is submitted electronically the University reserves the right to request sight of original paper copies of documentation.
12. You should keep a copy of the completed form and the documents you have submitted in support of your appeal.
13. Electronic submission must be made from your own email account for verification purposes unless the appeal is submitted by a third party on health grounds. 
14. Copies of supporting evidence submitted by you will be securely stored for the duration of your studies (+ 1 year) with us.  After that time the supporting evidence will be destroyed.  If you do not want your supporting evidence to be held securely on file following your appeal outcome, you may ask for it to be destroyed or returned to you.

*By working days, we mean Monday to Friday, excluding bank holidays and any days that the University is closed.  Other than for specified dates the University is open during the vacation period and these are classed as normal working days





 	ACADEMIC APPEAL FORM

· You should read the Academic Appeals Procedure and the Information Notes before completing this form.  The procedure is also available on the Essential Info section of MyLTU.
· This form may be used by students who are registered on taught undergraduate or postgraduate programmes and modules.  Research degree students should refer to their Research Student Handbook. 
· All sections of the form must be fully completed. 
· You must submit your completed Academic Appeal Form within 10 working days from the date of notification of your results via E:Vision.  


	Section A: Your details

	Name:



	ID:

	Programme:
	Level:

	Note: Correspondence regarding your appeal will be sent to your University email address. 




	Section B: Decision you are appealing against

	I wish to appeal against the following assessment results: Please mark ‘x’ in the relevant boxes(es)

	Award Classification (finalists only):
	

	Module results (please list modules below):
	



	Module Code
 (e.g. BMM4462)
	Module Title

	
	

	
	

	
	

	
	

	
	

	
	

	
	



	Section C: Grounds for appeal

	I wish to appeal against my assessment results on the following grounds: (see Information note 6)
Please mark ‘x’ in the relevant box(es)

	(i) New evidence regarding mitigating circumstances which I could not have reasonably supplied to the Mitigating Circumstances Panel prior to the meeting of the Progression and Award Board
	

	(ii) Breach of regulation/procedure 
	

	(iii) Discrimination/bias 
	

	(iv) Administrative error 
	
























	Section D:  Stage 1 Early resolution 

	If you have already discussed your appeal with a member of staff or the Students’ Union please provide details of who you have spoken to and what advice or outcomes resulted from the discussion.  Please append any relevant email or written correspondence and include details in the list in section F.





























	Section E: Reasons for appeal 

	Complete either section 1 or section 2 (see information note 7).

1. Mitigating circumstances
Complete this section if you are submitting an appeal on the grounds of new evidence regarding mitigating circumstances which you could not have reasonably supplied prior to receiving your assessment results.  You should include full details of the circumstances, including exact dates (timescale covered), the impact of the circumstances on your assessment(s), and why you were unable to submit a claim under the Mitigating Circumstances Procedure (see Information note 8).



























	
2. Irregularities in procedures, assessment bias or administrative error

Complete this section if you are submitting an appeal on the grounds of breach of regulation/ procedure or discrimination/bias in the assessment or administrative error.  You should include full and explicit details of relevant procedures and/or why you believe there has been improper conduct in the assessment process.  You should include information on how this has had an impact on your studies.




	Section F: Supporting evidence

	Please provide a list of any additional documents you have submitted with this Academic Appeals Form. Supplementary documents should be clearly labelled and indexed / numbered (see Information notes 9-12). 





























































	Section G: Desired outcome 

	Should your appeal be successful, what outcome are you hoping for in relation to your assessment results? Please note that additional marks cannot be allocated as a direct result of the appeals process. 

















	Section H: Declaration

	I confirm that I have read the Academic Appeals Procedure and Information Notes on Submitting an Academic Appeal and confirm that this appeal is submitted in accordance with the timescales and procedures set out.  I declare that the information I have provided represents a true reflection of my circumstances and that any attached third-party evidence is authentic.  I agree to the University using the information provided in this form and any attached documentation for the purposes of processing and investigating my appeal in accordance with the appeals procedure. 




	Student Signature:

	Date: 

	(For electronic submission please type your name and submission date in the fields above and see Information note 13)


	Return your completed form and supporting evidence by email to:
appeals@leedstrinity.ac.uk
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