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ACADEMIC APPEALS POLICY AND PROCEDURES
ACADEMIC APPEALS AGAINST THE DECISION OF SUBJECT PANEL OR PROGRESSION & AWARD BOARD
1.
Purpose
1.1
The purpose of the academic appeal is to seek to review the decision of a Subject Panel (SP) or Progression & Award Board (PAB) and either to confirm the decision, or to agree some other course of action.

1.2
It is not the purpose of an academic appeal to question academic judgement.  The student will not be permitted to argue the academic merits of his/her work.
2.
Principles
2.1
The appeals process is available to all students currently enrolled with the University of the West of Scotland.  The only exception to this will be research students whose programmes are governed by Regulation 8 of the University’s Regulatory Framework and, in particular, Regulation 8.9 Review of the Examiners’ Decision.  
2.2
The appeals process is governed by the University’s Appeals Regulations (Regulation 13).  Regulations are available from the campus libraries, Student Administration Services offices on each campus and on-line at http://www.uws.ac.uk/students/student%5Fadmin/reggdpl.asp.
2.3
An academic appeal is defined as a request to review a decision of an academic body charged with decisions on student assessment, progression and awards.  Appeals may be made only by the individual directly affected; they may not be lodged by a third party such as a parent or other representative.  The only exception to this would be students with enabling support requirements which preclude them from submitting the appeal independently.
2.4
Where an academic appeal also contains within it a complaint and vice versa, it is possible for the appeal or complaint to be reclassified either by the student or the University (at whatever stage they may have reached) and processed under the most relevant regulation or procedure if this is likely to lead to a more appropriate outcome for the person(s) appealing or complaining.  The University’s Complaints Procedure is available at: http://www.uws.ac.uk/students/.
3.
Grounds for Appeal
A student may appeal on the following grounds:

3.1
that there is evidence of a computational or administrative error, or that the examination or assessment was not conducted in accordance with the University's regulations, or that some other procedural irregularity relevant to the assessment has occurred;
3.2
that, exceptionally, there are new or additional mitigating circumstances which were not originally available to the Mitigation Panel.  Where a student could have reported the exceptional circumstances to the Mitigation Panel prior to its meeting, those circumstances cannot then be cited as grounds for appeal unless there is a compelling reason why these were not disclosed in the first instance.


Where there is evidence that the teaching and academic support provided was inadequate and there were exceptional reasons why this had not been reported by the student prior to the decision of the relevant SP or PAB.  Only in exceptional circumstances will cases citing evidence of inadequate supervision be considered.  Normally such cases shall be considered under the complaints procedure (http://www.uws.ac.uk/students/).
3.3
A student may not appeal on any grounds which:

(a)
have already been considered by the SP concerned;

(b)
could have been considered had notice of the grounds been given prior to the meeting of the Mitigation Panel and there is no compelling reason for failing to give such notice; or

(c)
dispute the academic judgement of the Subject Panel.  Any disagreement with the academic judgement of a Subject Panel in assessing the merits of an individual piece of work or in reaching any assessment decision based on the marks, grades and other information relating to a candidate's performance shall not of itself constitute grounds for a request, by a candidate, for reconsideration of a decision of a SP or PAB.
4
Confidentiality

The University aims to process appeals quickly and efficiently so as to cause the minimum disruption to programmes of study.  The privacy and confidentiality of students will be respected at all stages of the appeals process.  Further details on how information will be used can be found in section 11.

The University will hold appeal files in the Academic Office for five years after the last action on the case.

5
Mitigation
There is a separate mitigation process for students who feel that their performance in an assessment has been adversely affected by either medical or other factors.  Students are expected to submit their mitigating circumstances claim to the appropriate Mitigation Panel by the published cut off date.  The Mitigation Panels meet at the end of each trimester but the University expects students to submit their claim for consideration of mitigating circumstances when these happen and not wait until the Mitigation Panel cut off dates or when the results are published.  Full guidance on submitting a Mitigation Claim can be found at http://www.uws.ac.uk/students/.
6
Disciplinary

There is a separate process for students who wish to appeal against the decision of the Disciplinary Committee and this can be found in Regulation 12.8.  There is a separate disciplinary process for students and the University expects students to maintain at all times a high standard of personal conduct in their relations with staff, other students and visitors to the University.  Regulation 12 of the University’s Regulatory Framework covers the Code of Disciplinary for Students and can be found at http://www.uws.ac.uk/students/student%5Fadmin/reggdpl.asp
7
Training Guidance


The University undertakes to provide appropriate training guidance to ensure that key staff actively involved in the process gain a clear understanding of the procedures.  Training guidance will be delivered on three levels:

· to staff administering the process such as those sitting on the Appeals Sub-group of the Learning, Teaching & Assessment Board;

· to staff involved in advising and supporting students;

· to raise general awareness of the policy and how it relates to other University policies;

8
Monitoring and Review

The University will undertake regular monitoring and review of the appeals regulations and procedures.  An impact assessment will be undertaken at the end of the first year of operation to determine if the policy is operating as intended.

A regular review of the appeals policy and its implementation will then take place every three years.  The Learning, Teaching & Assessment Board will receive an annual report at its December meeting.

ACADEMIC APPEALS PROCEDURES
1
What is an Appeal

An academic appeal is a request to review the decision of a Subject Panel (SP) or a Progression & Award Board (PAB).  A SP decides upon the confirmed marks and grades for each student on each module.  The PAB makes its decisions on the basis of these confirmed marks from the SP(s) and on the University regulations.  If you want to request a review of either type of decision, you should follow the appeals procedures.

2
Procedure for Students
The following information applies to all students who wish to submit an academic appeal:
· If you are not sure whether your concern should be considered as an academic appeal or as a complaint, please read Appendix 1 for guidance.
· Further assistance can be obtained from staff in the Funding and Advice Service of Student Services or the Campus Presidents and the Student Representation Co‑ordinator at the Students’ Association.
· To enable us to progress your appeal efficiently, you must submit it on the relevant form, either electronically or in hard copy.  You should read the guidance notes carefully before completing the form.
· If you choose to appeal, a number of options may become available to you which you may wish to consider carefully before submitting your Appeals Form.  The University will work to support you in your choices.  However, the appeals process will not overturn an academic judgement – in other words, cannot change a Fail to a Pass.  The most likely outcome, should your appeal be successful, is that you will be allowed a further attempt at an assessment.
3
How does the Subject Panel reach its decision?
A SP considers the performance of students registered for modules assigned to it by the Faculty and decides upon the confirmed marks and grades of each student on each module.

The decisions of the Mitigation Panel will be implemented at the SP and the published results from an SP will therefore take into account any successful mitigation claims.
4
How does the Progression & Award Board reach its decision?

A PAB considers the marks and grades for each student as confirmed by the Subject Panel.  It also confirms recommendations regarding re-assessment and decides the eligibility of each candidate for progression between levels of study and for awards of the University.  If you fail an assessment, the PAB has a number of options available and its decision is contained in the results letter you receive from the University.

If the decision is not listed or if you believe it to be inaccurate, or you need clarification, seek further help from your Faculty Office or Student Administration Services office on Ayr, Hamilton, Dumfries and Paisley Campuses, either in person or by e-mail examinations@uws.ac.uk.

5
What are the grounds for appeal?

You can appeal against a decision of the SP or PAB on the following grounds:

(i)
There is evidence that there has been a computational or administrative error, or that the examination or assessment was not conducted in accordance with the University's regulations, or that some other procedural irregularity relevant to the assessment has occurred;

(ii)
Exceptionally, the presentation of new or additional mitigating circumstances which were not originally available to the Mitigation Panel.  Where a student could have reported the exceptional circumstances to the Mitigation Panel prior to its meeting, those circumstances cannot then be cited as grounds for appeal unless there is a compelling reason why these were not disclosed in the first instance.

6
What would not be regarded as grounds for appeal?

The following would not be regarded as valid grounds for appeal:

· You are questioning the academic or professional judgement of the examiners; 

· You are disappointed with a result where marks have been accurately recorded, assessment regulations correctly followed and where no evidence of material irregularity exists; 

· Your mitigating circumstances were made known to the Mitigation Panel, were fully considered and the outcome passed to the SP for implementation;

· You have not provided the appropriate supporting evidence;
· You have not provided any compelling reason to account for evidence of mitigating circumstances not being made known to the Mitigation Panel prior to the relevant meeting.

7
How do I submit an appeal?
You must submit your academic appeal in writing on the relevant form within 10 working days from the publication date which informed you of the decision against which you are appealing.  You can get the form on-line at http://www.uws.ac.uk/students/, from Student Administration Services offices, Faculty Offices and Library on any campus
You must submit your form to the Academic Registrar, including any supporting documentation.  The University advises that you submit your appeal electronically to appeals@uws.ac.uk, scanning any supporting documentation.  If you are posting your appeal, it is advisable to get a Certificate of Posting at the Post Office.  Your appeal should be addressed to the Academic Registrar, Academic Office, University of the West of Scotland, Paisley Campus, Paisley, PA1 2BE.
8
What if I fail to submit my appeal within 10 working days?
Your appeal will still be considered at the initial stages but you will have to provide some compelling reasons as to why it could not be submitted within the published timescales.  The Academic Registrar will look at all cases at the initial stages and has the authority to decide on the acceptability or otherwise of reasons for lateness.
9
What if I have a medical condition or personal circumstances that I haven’t told anyone about?
It is wise to seek help if your appeal is anything other than very straightforward.  You should note that students are expected to submit their mitigating circumstances claims to the appropriate Mitigation Panel meeting for consideration.  Any appeal based on new mitigating circumstances will not normally be considered unless the candidate can offer a compelling reason as to why the circumstances were not disclosed in the first instance.  Such appeals must be supported by medical certificates or other acceptable documentary evidence.
10
What if I fail to submit supporting documentary evidence when submitting my appeal?
Your appeal cannot be considered unless you have submitted the appropriate evidence so it is important that you make sure you have this when completing the appeals form.  The guidance notes with the form give you some advice on appropriate sources for corroborating evidence.

11
What are my rights and responsibilities if I submit an appeal?
You have the right to expect that you will not suffer any disadvantage as a result of submitting an appeal, irrespective of the outcome.

You have the right to expect that everyone who responds to, investigates and adjudicates on appeals will do so impartially and will not be permitted to act in any matter in which they have a material interest or in which any actual or potential conflict of interest may arise.

You have the right to expect that your privacy and confidentiality will be respected at all stages of the appeals process.  The circulation of any papers connected to your appeal will be restricted to staff directly involved in the appeal decision process through the Appeals Sub-group of the Learning, Teaching & Assessment Board.  A summary of your case may be sent to staff relevant to the investigation for comment but original documents will not be circulated as part of the appeals process.
You have the right to expect that all your original documents will be held in a single file in the Academic Office.  Any document circulated to the Appeals Sub‑group of the Learning, Teaching & Assessment Board will be shredded after the meeting.  The file with the original documents will be kept for five years after the date of the last action in the case and the Data Protection Act compliance.
You have the right to expect that your appeal will be considered on its own merits and on the particular facts and circumstances of your individual case.
You have the responsibility to adhere to the timescales set out in the regulations and procedures and to respond to any requests for further information within the timescales set out in any correspondence.

12
What happens once I submit my academic appeals form?
Your appeal will be considered in the first instance by the Academic Registrar who is authorised either to forward appeals to the Appeals Sub-group of the Learning, Teaching & Assessment Board or to reject any appeals which are not based on the appropriate grounds or where there is no evidence to support the appeal.  These initial decisions will be verified by a senior member of the University’s Corporate Management Team.
The following are the main reasons for rejecting an appeal at this initial stage:

· You are questioning the academic or professional judgement of the examiners; 

· You are disappointed with a result where marks have been accurately recorded, assessment regulations correctly followed and where no evidence of material irregularity exists; 

· Your mitigating circumstances were made known to the Mitigation Panel, were fully considered and the outcome passed to the SP for implementation;
· You have not provided the appropriate supporting evidence;
· You have not provided any compelling reason to account for evidence of mitigating circumstances not being made known to the Mitigation Panel prior to the relevant meeting;
13
What happens if my appeal is rejected at this initial stage?

If your appeal is rejected following the initial filtering process you will be informed by the Academic Registrar within five working days of the date of the receipt of the appeal or receipt of any evidence in support of the appeal that may have been requested.  You will be given reasons for the decision and you have the right of appeal on procedural grounds only.
14
What happens if my appeal is accepted at this initial stage?

If the Academic Registrar decides that you have presented a prima facie
 case, your appeal will be sent to the Appeals Sub-group of the Learning, Teaching & Assessment Board for consideration.  You will be notified of this decision by the Academic Registrar within five working days of the date of the receipt of the appeal or receipt of any evidence in support of the appeal that may have been requested.
15
What is the Appeals Sub Group of the Learning, Teaching & Assessment Board?
The Appeals Sub-group of the Learning, Teaching & Assessment Board comprises the Vice‑Principal (Learning & Teaching) in the Chair and any two staff members of the Learning, Teaching & Assessment Board who have had no involvement with you or with the decision which is the subject of the appeal.  Only those members of the Learning, Teaching & Assessment Board who have been trained in the appeals procedures are permitted to sit on the sub-group.
The Appeals Sub-group may be convened to consider more than one case, even if such cases are from more than one School SP or PAB.

16
What are the procedures for considering a case at the Appeals Sub‑group?

All documentation relevant to the case, including your appeals form, supporting documentation and comments from the School(s) and/or Chair of the relevant SP(s) or PAB and a copy of your transcript will be copied to members of the Appeals Sub‑group.
A copy of all relevant documentation will be sent to you prior to the meeting of the Appeals Sub-group.

You have the option to attend the sub-group meeting to make a statement to the members.  You can be accompanied to the meeting by a member of University staff, a fellow student or student officer from the Students’ Association.  If you take up this option, the School can also send a representative to make a statement.

There will be a schedule of Appeals Sub-group meetings and, if you cannot attend the first available meeting, you may ask for your case to be deferred to the next scheduled date.  However, if you cannot attend on the second date, the sub-group meeting will go ahead and consider your case in your absence.

If you choose not to exercise your option to attend, your written statement will be considered by the sub-group through the information supplied on the appeals form and any supporting documentation.

17
How will I find out the outcome of the Appeals Sub-group meeting?
The deliberations of the sub-group after considering each case will be private.  Whether you attend or not, you will be notified of the outcome in writing within five working days.

If your appeal is upheld, the Chair of the Sub-group shall notify the Chair of the appropriate SP or PAB that the case has been upheld and request that the decision for the assessments in question be re-considered accordingly.  Where an appeal against the decision of a SP is upheld and the decision of the SP is subsequently modified, the PAB will be required to reconsider any decision previously made on the basis of the original decision of the SP.  Consultation with the External Examiner may be required at this stage.

If your appeal is not upheld, the Chair of the Sub-group shall notify the Chair of the appropriate SP or PAB that the case has been rejected and the original decision of the SP or PAB is upheld.

In either case, your letter will include a form for you to send back indicating whether or not you accept the outcome.  This form must be returned to the University within five working days.  Thereafter we will assume that the outcome is acceptable to you and the file will be closed.
18
What do I do if I do not accept the outcome?
You have the right to request a review of the handling of your case on procedural grounds only.  This request must be made in writing to the Chair of Senate within 10 working days of the date your outcome letter from the Appeals Sub-group.

The Chair of Senate will appoint an academic member of Senate to review the procedures and report back to the Chair of Senate within four weeks.  This person will have had no previous involvement with the appellant or with the decision which is the subject of the appeal.  The Chair of Senate shall then determine whether or not the decision of the Appeals Sub-group was procedurally correct.

The Chair of Senate will notify you of the outcome in writing within five working days of receiving the review report from the senior member of staff.
The Chair of Senate’s view on this shall be final.

The review process marks the end of the University’s appeals procedures and, when the outcome is notified to you, it will include information on your right to refer your case to the Scottish Public Service Ombudsman.  Further information can be found at www.spso.org.uk. 
19
What is my status pending the outcome of my appeal?
If you submit an appeal part way through the level or year, you may continue provisionally until such time as a decision has been reached.  This is to ensure that you are not academically disadvantaged if your appeal is subsequently upheld.  Attendance on placements will be at the discretion of the School.

If you submit an appeal at the end of a level or year of study you will be permitted to enrol on the next level.  If the appeal is subsequently upheld, your enrolment would be confirmed.  If the appeal is not upheld your enrolment would be terminated.  These conditions will be clearly stated in the correspondence acknowledging the appeal.
The only exception to this would be progression from Level 9 to Level 10 (Honours) where restrictions on carrying subjects make it impossible to allow temporary registration.

If you continue with your studies, you will be informed that, pending the outcome of any appeal, you may be required to withdraw from the programme or the University.  If you are deemed to be eligible for an award and you subsequently submit an appeal, you will be permitted to graduate and to receive the award agreed by the appropriate PAB.  If your appeal is successful and results in you achieving an Honours degree, you will be required to return any degree parchment before the new award is sent to you.
Once an award is conferred, either in person or in absentia, you may not appeal against the award.
APPENDIX 1
This document is available electronically or in alternative formats on request
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GUIDANCE NOTES FOR COMPLETION OF THE ACADEMIC APPEALS FORM
(Academic Appeals against the decision of Subject Panel or Progression & Award Board)
Introduction

It is very important that you read these guidance notes in conjunction with the Academic Appeals Policy & Procedures available from the Student Administration Services offices on each campus and on-line at www.uws.ac.uk/students/ before completing the appeals form.  If you would like more advice once you have read the information then you can speak to staff in Student Services, Student Administration Services or the Campus President and Student Representation Co-ordinator at the Students’ Association.

Completing the form

1
Make sure your personal details are correctly entered and that you give us a telephone number or e-mail address that you regularly use or check.

2
Take time to double check the programme details, including the module codes and titles.  It is also important to make sure that you enter the date of the assessment concerned accurately.

3

Indicate clearly on which grounds you are appealing.  Remember that challenging academic judgement is not grounds for appeal.  Appeals should only be made against decisions of either the Subject Panels or the Progression & Award Boards.  In most cases, an appeal against an individual assessment result will be classified as an SP appeal whereas an appeal against a progression or award decision will be classified as a PAB appeal.  You are asked to indicate which type of appeal you are submitting on section 2 on the Academic Appeals form but this does not preclude the University from re-classifying your appeal on consideration at the initial filtering stage.  If you are appealing on the grounds set out in section 3.1 of the form then the University would expect you to try and clarify the potential error with the appropriate Faculty Office in the first instance before submitting your appeal.

4
If you are appealing on the grounds outlined in section 3.1 of the form, then you should give details on where you think the mistakes have happened.  Take as long as you need to explain why you think you have grounds for appeal, including details of any discussions you have had with the Faculty Manager in order to try and clarify where the potential error may have occurred.

5
If you are appealing on the grounds outlined in section 3.2 of the form, then you should give details of the circumstances which you believe affected your performance.  The University is very clear that you should tell us about factors affecting your performance when they actually happen rather than waiting until the Mitigation Panel cut off dates or, indeed, until the results are published.


Appeals on the basis of new or additional mitigation circumstances which were not originally available to the Mitigation Panel are the exception.  They will only be considered if there is a compelling reason why the circumstances were not disclosed to the Mitigation Panel in the first instance.  You should bear this in mind when completing section 5 and take as long as you need to explain the background to your appeal but be clear and honest.  Section 5 also asks for supporting evidence and this could be in the form of letters from people such as doctors or counsellors who can provide further information or corroboration of your situation.  Remember that it is important that your circumstances and any corroborating evidence relates directly to the time of the assessment affected.

6
You will see that all students are expected to complete these sections, including a list of all evidence being submitted to support your appeal, together with information on the outcome you are seeking.

Submitting the Form

Once completed, this form should be submitted electronically to appeals@uws.ac.uk scanning any supporting documents or posted to the Academic Registrar, Academic Offices, University of the West of Scotland, Paisley Campus, Paisley PA1 2BE.

ACADEMIC APPEALS FORM
(Academic Appeals against the decision of Subject Panel or Progression & Award Board)
Remember to read the guidance notes before you start.  All sections of the form must be completed.

1
Personal and Programme Details

	Name
	

	Banner ID
	

	Contact Address
	

	Telephone No:
	Daytime:
	Mobile:

	E-mail Address
	

	Programme Title

(see your ID card)
	

	Year of Study
	


2
Details of Assessment Affected
Are you appealing against an individual assessment result

or a progression/programme failure/withdrawal or award decision?
[Please tick one]
	Module Code
	Module Title
	Type of assessment

[exam/coursework/other

assessment]
	Date of Exam

or submission date

dd/mm/yy

	
	
	
	


3
Grounds of Appeal (please mark X in one or more of the following boxes)

	
	Ground of Appeal
	(X)

	3.1
	There is evidence that there has been a computational or administrative error, or that the examination or assessment was not conducted in accordance with the University's requirements and the programme regulations, or that some other procedural irregularity relevant to the assessment has occurred.

If you are appealing on these grounds, please give details:


	

	3.2
	Exceptionally, the presentation of new or additional mitigating circumstances which were not originally available to the Mitigation Panel.  Where a student could have reported the exceptional circumstances to the Mitigation Panel prior to its meeting, those circumstances cannot then be cited as grounds for appeal unless there is a compelling reason why these were not disclosed in the first instance.

If you are appealing on these grounds, please give details:


	


4
If you are appealing on the grounds outlined in section 3.2 please give details:

	Did you submit a Mitigating Circumstances Form to the Mitigation Panel at the time of the module/assessment?
	YES (X)
	NO (X)

	What was the outcome?


	UPHELD (X)
	NOT UPHELD (X)

	If you did not submit Mitigating Circumstances to your School, please state why this could not be submitted?



	Please indicate the nature of the mitigating circumstances you wish to be considered and attach supporting evidence.




5
All appellants must complete the following sections:

	Please list the evidence being submitted to support your appeal:




	Please indicate the outcome you are seeking:



	If there is an Appeals Sub-group meeting, do you wish to bring someone with you?  [Please mark X in appropriate box]
	YES
	NO

	If YES, please supply name and the capacity in which they will attend.  You should note that it is your responsibility to ensure that they are kept informed about proceedings.



	PLEASE SIGN AND DATE THIS FORM IF YOU ARE SUBMITTING AS HARD COPY
Signed: ________________________________________

Date:

________________________________________




Please return form to:  Academic Registrar, Academic Office, University of the West of Scotland, Paisley Campus, Paisley PA1 2BE.
ACADEMIC APPEALS AGAINST THE DECISION OF A SCHOOL TO WITHDRAW A STUDENT ON THE GROUNDS OF NON-ATTENDANCE
1.
Purpose

The purpose of the academic appeal is to seek to review the decision of a School Panel and either to confirm the decision, or to agree some other course of action.  

2.
Principles
2.1
The appeals process is available to all students currently enrolled with the University of the West of Scotland.  

2.2
The appeals process is governed by the University’s Appeals Regulations (Regulation 13).  Regulations are available from the campus libraries, Student Administration Services offices on each campus and on-line at http://www.uws.ac.uk/students/student%5Fadmin/reggdpl.asp.  
2.3
An academic appeal is defined as a request to review a decision of a School Panel charged with decisions on student attendance.  Appeals may be made only by the individual directly affected; they may not be lodged by a third party such as a parent or other representative.  The only exception to this would be students with enabling support requirements which preclude them from submitting the appeal independently.

2.4
Where an academic appeal also contains within it a complaint and vice versa, it is possible for the appeal or complaint to be reclassified either by the student or the University (at whatever stage they may have reached) and processed under the most relevant regulation or procedure if this is likely to lead to a more appropriate outcome for the person(s) appealing or complaining.  The University’s Complaints Procedure is available at: www.uws.ac.uk/students/.
3.
Grounds for Appeal
A student may appeal on the following grounds:

3.1
There is evidence of a procedural irregularity in relation to the implementation of the University’s Student Attendance & Engagement Policy;
3.2
Exceptionally, there are new or additional mitigating circumstances which were not originally available to the School Panel.  Where a student could have reported the exceptional circumstances to the School Panel prior to its meeting, those circumstances cannot then be cited as grounds for appeal unless there is a compelling reason why these were not disclosed in the first instance.

3.3
A student may not appeal on any grounds if:

(a)
the student has not achieved the minimum level of attendance and engagement set out in the University’s Student Attendance & Engagement Policy.  
(b)
the student has not responded to any of the University’s attempts to contact them regarding poor attendance, as set out in the University’s Student Attendance & Engagement Policy.  
4
Confidentiality

The University aims to process appeals quickly and efficiently so as to cause the minimum disruption to programmes of study.  The privacy and confidentiality of students will be respected at all stages of the appeals process. 

The University will hold appeal files in the Academic Office for five years after the last action on the case.

5
Training Guidance


The University undertakes to provide appropriate training guidance to ensure that key staff actively involved in the process gain a clear understanding of the procedures.  Training guidance will be delivered on three levels:

· to staff administering the process such as those sitting on the Appeals Sub-group of the Learning, Teaching & Assessment Board;

· to staff involved in advising and supporting students;

· to raise general awareness of the policy and how it relates to other University policies;

ACADEMIC APPEALS PROCEDURES

1
What is an Appeal?
An academic appeal is a request to review the decision of a School Panel and either to confirm the decision, or to agree some other course of action.  

2
Procedure for Students
The following information applies to all students who wish to submit an academic appeal:

· To enable us to progress your appeal efficiently, you must submit it on the relevant form.  You should read the guidance notes carefully before completing the form.
· An appeal should be lodged in writing to the Faculty Manager within 5 working days following receipt of a formal withdrawal letter.
3
How does the School Panel/Head of School reach a decision?
The Head of School will ensure that the University’s Student Attendance & Engagement Policy procedures have been followed.  At the final stage of the process, a School Panel will consider the student’s appeal, academic transcript and attendance record.  If a decision to withdraw a student is reached, the Head of School would ensure that a withdrawal form was completed and sent to Student Administration Services who would immediately process the withdrawal, informing all University departments and external bodies, including the UKBA if relevant.   If a decision to uphold the student’s appeal is reached, a plan of action will put in place by the Head of School.  
4
What are the grounds for appeal?

You can appeal against a decision of the School Panel on the following grounds:
(i)
There is evidence of a procedural irregularity in relation to the implementation of the University’s Student Attendance & Engagement Policy;
(ii)
Exceptionally, there are new or additional mitigating circumstances which were not originally available to the School Panel.  Where a student could have reported the exceptional circumstances to the School Panel prior to its meeting, those circumstances cannot then be cited as grounds for appeal unless there is a compelling reason why these were not disclosed in the first instance.

5
What would not be regarded as grounds for appeal?

The following would not be regarded as valid grounds for appeal:

(I)
the student has not achieved the minimum level of attendance and engagement set out in the University’s Student Attendance & Engagement Policy.  
II)
the student has not responded to any of the University’s attempts to contact them regarding poor attendance, as set out in the University’s Student Attendance & Engagement Policy.  
6
How do I submit an appeal?
You must submit your academic appeal in writing on the relevant form within 5 working days following receipt of a formal withdrawal letter.    You can get the form on-line at http://www.uws.ac.uk/students/, from Student Administration Services offices, Faculty Offices and Library on any campus

You must submit your form to the Faculty Manager, including any supporting documentation.  The University advises that you submit your appeal electronically to attendanceappeals@uws.ac.uk, scanning any supporting documentation.  If you are posting your appeal, it is advisable to get a Certificate of Posting at the Post Office.  Your appeal should be addressed to the Faculty Manager of the relevant Faculty, University of the West of Scotland, Paisley Campus, Paisley, PA1 2BE.
7
What if I fail to submit my appeal within 5 working days?
Your appeal will still be considered at the initial stages but you will have to provide some compelling reasons as to why it could not be submitted within the published timescales.  The Faculty Manager will look at all cases at the initial stages and has the authority to decide on the acceptability or otherwise of reasons for lateness.
8
What if I have a medical condition or personal circumstances that I haven’t told anyone about?
It is wise to seek help if your appeal is anything other than very straightforward.  You should note that students are expected to submit their mitigating circumstances claims to the appropriate Mitigation Panel meeting for consideration.  Any appeal based on new mitigating circumstances will not normally be considered unless the candidate can offer a compelling reason as to why the circumstances were not disclosed in the first instance.  Such appeals must be supported by medical certificates or other acceptable documentary evidence.

9
What if I fail to submit supporting documentary evidence when submitting my appeal?
Your appeal cannot be considered unless you have submitted the appropriate evidence so it is important that you make sure you have this when completing the appeals form.  The guidance notes with the form give you some advice on appropriate sources for corroborating evidence.

10
What are my rights and responsibilities if I submit an appeal?
You have the right to expect that you will not suffer any disadvantage as a result of submitting an appeal, irrespective of the outcome.

You have the right to expect that everyone who responds to, investigates and adjudicates on appeals will do so impartially and will not be permitted to act in any matter in which they have a material interest or in which any actual or potential conflict of interest may arise.

You have the right to expect that your privacy and confidentiality will be respected at all stages of the appeals process.  The circulation of any papers connected to your appeal will be restricted to staff directly involved in the appeal decision process through the Appeals Sub-group of the Learning, Teaching & Assessment Board.  A summary of your case may be sent to staff relevant to the investigation for comment but original documents will not be circulated as part of the appeals process.

You have the right to expect that all your original documents will be held in a single file in the Academic Office.  Any document circulated to the Appeals Sub‑group of the Learning, Teaching & Assessment Board will be shredded after the meeting.  The file with the original documents will be kept for five years after the date of the last action in the case and the Data Protection Act compliance.
You have the right to expect that your appeal will be considered on its own merits and on the particular facts and circumstances of your individual case.

You have the responsibility to adhere to the timescales set out in the regulations and procedures and to respond to any requests for further information within the timescales set out in any correspondence.

11
What happens once I submit my academic appeals form?

Your appeal will be considered in the first instance by the Faculty Manger who is authorised either to forward appeals to the Appeals Sub-group of the Learning, Teaching & Assessment Board or to reject any appeals which are not based on the appropriate grounds or where there is no evidence to support the appeal.  These initial decisions will be verified by a senior member of the Academic Office.

The following are the main reasons for rejecting an appeal at this initial stage:

· You have not provided the appropriate supporting evidence;

· You have not provided any compelling reason to account for evidence of mitigating circumstances not being made known to the School Panel prior to the relevant meeting;

12
What happens if my appeal is rejected at this initial stage?

If your appeal is rejected following the initial filtering process you will be informed by the Faculty Manager within five working days of the date of the receipt of the appeal or receipt of any evidence in support of the appeal that may have been requested.  You will be given reasons for the decision and you have the right of appeal on procedural grounds only.

13
What happens if my appeal is accepted at this initial stage?

If the Faculty Manager decides that you have presented a prima facie
 case, your appeal will be sent to the Appeals Sub-group of the Learning, Teaching & Assessment Board for consideration.  You will be notified of this decision by the Academic Registrar within five working days of the date of the receipt of the appeal or receipt of any evidence in support of the appeal that may have been requested.

14
What is the Appeals Sub-group of the Learning, Teaching & Assessment Board?
The Appeals Sub-group of the Learning, Teaching & Assessment Board comprises the Vice‑Principal (Learning & Teaching) in the Chair and any two staff members of the Learning, Teaching & Assessment Board who have had no involvement with you or with the decision which is the subject of the appeal.  Only those members of the Learning, Teaching & Assessment Board who have been trained in the appeals procedures are permitted to sit on the sub-group.

The Appeals Sub-group may be convened to consider more than one case.  
15
What are the procedures for considering a case at the Appeals Sub-group?
All documentation relevant to the case, including your appeal form, supporting documentation and comments from the School and a copy of your transcript will be copied to members of the Appeals Sub‑group.

A copy of all relevant documentation will be sent to you prior to the meeting of the Appeals Sub-group.

You have the option to attend the sub-group meeting to make a statement to the members.  You can be accompanied to the meeting by a member of University staff, a fellow student or student officer from the Students’ Association.  If you take up this option, the School can also send a representative to make a statement.

There will be a schedule of Appeals Sub-group meetings and, if you cannot attend the first available meeting, you may ask for your case to be deferred to the next scheduled date.  However, if you cannot attend on the second date, the sub-group meeting will go ahead and consider your case in your absence.

If you choose not to exercise your option to attend, your written statement will be considered by the sub-group through the information supplied on the appeals form and any supporting documentation.

16
How will I find out the outcome of the Appeals Sub-group meeting?
The deliberations of the sub-group after considering each case will be private.  Whether you attend or not, you will be notified of the outcome in writing within five working days.

If your appeal is upheld, the Chair of the Sub-group shall notify the Chair of the appropriate School Panel that the case has been upheld and request that the withdrawal decision in question be re-considered accordingly.  
If your appeal is not upheld, the Chair of the Sub-group shall notify the Chair of the School Panel that the case has been rejected and the original decision of the School Panel is upheld.

In either case, your letter will include a form for you to send back indicating whether or not you accept the outcome.  This form must be returned to the University within five working days.  Thereafter we will assume that the outcome is acceptable to you and the file will be closed.

17
What do I do if I do not accept the outcome?
You have the right to request a review of the handling of your case on procedural grounds only.  This request must be made in writing to the Chair of Senate within 10 working days of the date your outcome letter from the Appeals Sub-group.

The Chair of Senate will appoint an academic member of Senate to review the procedures and report back to the Chair of Senate within four weeks.  This person will have had no previous involvement with the appellant or with the decision which is the subject of the appeal.  The Chair of Senate shall then determine whether or not the decision of the Appeals Sub-group was procedurally correct.

The Chair of Senate will notify you of the outcome in writing within five working days of receiving the review report from the senior member of staff.

The Chair of Senate’s view on this shall be final.

The review process marks the end of the University’s appeals procedures and, when the outcome is notified to you, it will include information on your right to refer your case to the Scottish Public Service Ombudsman.  Further information can be found at www.spso.org.uk. 

18
What is my status pending the outcome of my appeal?
Where the Faculty Manager decides that you have presented a prima facie case, you will continue to be registered as a student at the University until the outcome of the appeal is known.  
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GUIDANCE NOTES FOR COMPLETION OF THE ACADEMIC APPEALS FORM

(Academic Appeal against the decision of a School to withdraw a student from a programme on the grounds of non-attendance)
Introduction

It is very important that you read these guidance notes in conjunction with the Academic Appeals Policy & Procedures available from the Student Administration Services offices on each campus and on-line at www.uws.ac.uk/students/documents before completing the appeals form.  If you would like more advice once you have read the information then you can speak to staff in the funding and advice section of Student Services, or the Campus President and Student Representation Co-ordinator at the Students’ Association.

Completing the form

1
Make sure your personal details are correctly entered and that you give us a telephone number or e-mail address that you regularly use or check.

2
Take time to double-check the programme details.  It is important to make sure that you enter the programme details accurately.

3

Indicate clearly on which grounds you are appealing.  Appeals should only be made against the decision of a School to withdraw you from a programme on the grounds of non-attendance.  
4
If you are appealing on the grounds outlined in section 2.1 of the form then you should give details on where you think the mistakes have happened.  Take as long as you need to explain why you think you have grounds for appeal including details of any discussions you have had with the Faculty Manager in order to try and clarify where the potential error may have occurred.

5
If you are appealing on the grounds outlined in section 2.2 of the form then you should give details of the circumstances which you believe affected your performance.  The University is very clear that you should tell us about factors affecting your performance when they actually happen rather than waiting until the Mitigation Panel cut off dates or, indeed, until the results are published.


Appeals on the basis of new or additional mitigation circumstances which were not originally available to the School Panel are the exception.  They will only be considered if there is a compelling reason why the circumstances were not disclosed to the School Panel in the first instance.  You should bear this in mind when completing section 5 and take as long as you need to explain the background to your appeal but be clear and honest.  Section 5 also asks for supporting evidence and this could be in the form of letters from people such as doctors or counsellors who can provide further information or corroboration of your situation.  Remember that it is important that your circumstances and any corroborating evidence relates directly to the period of time you were not attending University.

6
You will see that all students are expected to complete these sections, including a list of all evidence being submitted to support your appeal, together with information on the outcome you are seeking.

Submitting the Form

Once completed, this form should be submitted electronically to attendanceappeals@uws.ac.uk scanning any supporting documents or posted to the Academic Registrar, Academic Office, University of the West of Scotland, Paisley Campus, Paisley, PA1 2BE.

ACADEMIC APPEALS FORM
(Academic Appeal against the decision of a School to withdraw a student from a programme on the grounds of non-attendance)
Remember to read the guidance notes before you start.  All sections of the form must be completed.

1
Personal and Programme Details

	Name
	

	Banner ID
	

	Contact Address
	

	Telephone No:
	Daytime:
	Mobile:

	E-mail Address
	

	Programme Title

(see your ID card)
	

	Year of Study
	


2
Grounds of Appeal (please mark X in one or more of the following boxes)

	
	Ground of Appeal
	(X)

	2.1
	There is evidence of a procedural irregularity in relation to the implementation of the University’s Student Attendance & Engagement Policy.
If you are appealing on these grounds, please give details:

	

	2.2
	Exceptionally, there are new or additional mitigating circumstances which were not originally available to the School Panel.  Where a student could have reported the exceptional circumstances to the School Panel prior to its meeting, those circumstances cannot then be cited as grounds for appeal unless there is a compelling reason why these were not disclosed in the first instance.
If you are appealing on these grounds, please give details:

	


3
If you are appealing on the grounds outlined in section 2.2 please give details:

	Did you submit a Mitigating Circumstances Form to the Mitigation Panel at the time of the module/assessment?
	YES (X)
	NO (X)

	What was the outcome?


	UPHELD (X)
	NOT UPHELD (X)

	If you did not submit Mitigating Circumstances to your School, please state why this could not be submitted?



	Please indicate the nature of the mitigating circumstances you wish to be considered and attach supporting evidence.




4
All appellants must complete the following sections:

	Please list the evidence being submitted to support your appeal:




	Please indicate the outcome you are seeking:



	If there is an Appeals Sub-group meeting do you wish to bring someone with you [Please mark X in appropriate box]
	YES
	NO

	If YES, please supply name and the capacity in which they will attend.  You should note that it is your responsibility to ensure that they are kept informed about proceedings.



	PLEASE SIGN AND DATE THIS FORM IF YOU ARE SUBMITTING AS HARD COPY
Signed: ________________________________________

Date:

________________________________________




Please return form to:  Academic Registrar, Academic Office, University of the West of Scotland, Paisley Campus, Paisley PA1 2BE.
N.B.  You must submit the academic appeal form within 5 working days following receipt of a formal withdrawal letter.  






� meaning that at first sight your case merits further consideration


� meaning that at first sight your case merits further consideration





