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HE - ACADEMIC APPEALS PROCEDURE 

 
1 Compliance with Regulations 
 

All appeals and queries shall be conducted in accordance with these regulations and the precepts set 
out in the Quality Assurance Agency Code of Practice for the Assurance of Academic Quality and 
Standards in Higher Education – Section 5: Academic Appeals and Student Complaints on Academic 
Matters (March 2000) and the Office of the Independent Adjudicator’s The Good Practice Framework 
for handling complaints and academic appeals (December 2014). 

 
2 Scope 

 
This policy applies to all higher education programmes and it applies where the awarding body or 
validating HEI devolves policy on these matters to the College, or is otherwise silent. 

 
3 Definitions 
 

3.1 For the purposes of this framework, and in line with the UK Quality Code, an academic appeal 
is defined as: 

 
 A request for a review of a decision of an academic body charged with making decisions on 

student progress, assessment and awards. 
 
 This is different in nature from a complaint which is of a wider nature, and is dealt with 

elsewhere under the College’s complaints procedure. 
 
3.2 An academic appeal relates to the outcome of an assessment or examination, or a student’s 

progression, and may be based on: 
 

i. a procedural irregularity in the assessment process 
ii. bias or perception of bias 

iii. extenuating or mitigating circumstances where, for good reason, the academic body was 
not made aware of a significant factor relating to the assessment of a student when it 
made its original decision. 

 
3.3 The following are not normally considered to be legitimate grounds for an academic appeal: 
 

i. where a student questions the exercise of academic judgment, that is, the decision 
made by academic staff on the quality of the work itself or the criteria being applied to 
mark the work (rather than the administrative marking process) 

ii. where there is disagreement about the way extenuating or mitigating circumstances 
were considered, unless there is clear evidence that the defined procedures were not 
followed by the mitigating or extenuating circumstances panel and/or the mitigating or 
extenuating circumstances panel’s recommendation was not properly considered by an 
academic body. 



 

HE - Academic Appeals Procedure 
Page 2 of 5 

 
4 Privacy and Confidentiality 
 

4.1 Privacy and confidentiality will be assured unless disclosure is necessary to progress the 
appeal, in which case the student will be notified in advance.  No reference to the work of 
other students is allowable as part of the appeal.  However, a student may appoint a 
representative to submit an appeal on their behalf. 

 
4.2 Students will not be disadvantaged because they lodge an appeal in good faith. 

 
5 Outline 
 

5.1 The Appeals procedure includes: 
 

i. a formal stage for the investigation and determination of academic appeals 
ii. a review stage. 

 
5.2 Informal resolution of a dispute, at whatever stage of the process, is always the College’s 

preferred option and it remains an option available even after the query has reached the 
formal appeal stage. 

 
6 The Procedure 
 

6.1 A student who wishes to submit an appeal should do so within 15 working days of the formal 
publication of the result. A statement of appeal must be accompanied by all evidence 
confirming the factors adduced in support of the appeal.  

 
6.2 The student should submit the statement of appeal and supporting evidence, in the first 

instance, to the relevant Subject Area Manager, who will forward it to the Appeals Officer for 
consideration.  The Appeals Officer will normally be the Assistant Director of Higher Education.   

 
6.3 The Appeals Officer will review the statement of appeal and supporting evidence, and evaluate 

if it is submitted under the correct procedure and within deadline.  If the appeal is accepted for 
consideration, the Appeals Officer will contact the student to confirm that they are dealing 
with the appeal within 5 working days.     At this stage, they may request further information 
or clarification.  If the appeal is rejected at this initial stage, then the Appeals Officer will write 
to the student confirming this within 5 working days, and issuing a Completion of Procedures 
letter.  It would be open to the student to submit a fresh application. 

 
6.4 If the student’s expectations appear to go beyond what the College can reasonably provide or 

what is in its power to provide, the Appeals Officer will advise the student of this as soon as 
possible in writing in order to manage expectations about possible outcomes. 

 
6.5 If the Appeals Officer determines that there are grounds for an appeal, the academic appeal 

will be referred to an Appeal Panel.  The Appeals Panel will comprise: the Appeals Officer 
(Chair) and two members of Academic Departments other than those to which the student 
belongs. 

 
6.6 The student will be notified by the Appeals Officer that the matter is being referred within 15 

working days of the original request, and they will be invited to attend the Panel Meeting.  The 
Panel Meeting will normally take place within one month of the original appeal being lodged.  
The student’s department will be asked to comment on the academic appeal.  A copy of the 
information relating to the appeal will be sent to the student in advance of the meeting.  

 



 

HE - Academic Appeals Procedure 
Page 3 of 5 

6.7 The student must confirm that they will be attending the hearing. If they cannot attend then 
they should either confirm that they are happy for the appeal hearing to take place in absentia 
or supply dates when they would be available.  

 
6.8 Failure by the candidate to confirm that they are attending or to request an alternative date 

without good cause shall be taken as evidence of the candidate's intention to withdraw the 
appeal. Good cause shall be determined by the Chair of the Appeal Panel. An appeal may be 
heard in absentia only with the agreement of the candidate.  

 
6.9 The student will be able to access support from the HE Student Support and Engagement 

Officer, and is entitled to be accompanied to the meeting, for example, by a friend or Students’ 
Union representative.  This representative will attend the meeting in a supportive, rather than 
contributory, capacity. 

 
6.10 The Appeal Panel shall determine how the appeal hearing is conducted subject to the following 

principles: 
 

The Appeals Officer must: 
 

i. introduce the issues raised in the appeal 
ii. provide information and advice to the Panel independent of the appellant and the 

Department(s) 
iii. assist the appellant to ensure that they have a fair opportunity to present their case 
iv. ensure that the proceedings are conducted in a fair manner 
v. ensure that all relevant evidence is made available to the Panel. 

 
6.11 The meeting will be minuted with the agreed outcomes. 
 
6.12 The outcome of the formal stage will be communicated to the student in writing within 15 

working days of the Appeal Panel meeting, giving a clear explanation and outlining the reasons 
for the decision. The student will be notified of their right to take the academic appeal to the 
review stage, the grounds upon which they can do so, the time-limit for escalating to the 
review stage, the appropriate procedure, where and how to access support. 

 
6.13 If the student does not take the academic appeal to the review stage within the time limit for 

doing so, the College will close the matter and notify the student in writing. 
 
6.14 Where an academic appeal is upheld, the College will notify the student in writing and explain 

how and when it will implement any remedy, including an apology, if appropriate. 
 
6.15 The College will keep records of academic appeals and their outcomes. 
 

7 Review of Academic Appeals 
 

7.1 If a student is dissatisfied with the outcome of the formal stage, they can request a review. A 
request for a review will be on limited grounds, including but not confined to: 

 
I. a review of the procedures followed at the formal stage 

II. a consideration of whether the outcome was reasonable in all the circumstances 
III. new material evidence which the student was unable, for valid reasons, to provide 

earlier in the process. 
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7.2 An academic appeal must have been considered at the formal stage before it can be escalated 
to the review stage. The review stage will not usually consider the issues afresh or involve a 
further investigation. 

 
7.3 A request for a review should be submitted in writing or by email to the Appeals Officer within 

15 working days of the original outcome. 
 
 
7.4 The College will allocate the request for review to a designated member of staff not involved 

at any previous stage. This will normally be the Deputy Principal.   
 
7.5 The purpose and scope of the review will be clarified to the student.  If the student’s 

expectations appear to exceed the scope of the review stage, the student will be advised of 
this as soon as possible in writing in order to manage expectations about possible outcomes.   

 
7.6  If the academic appeal is not upheld, the outcome of the review stage will be communicated 

to the student in writing by issuing a Completion of Procedures letter within 15 working days, 
including a clear explanation and outlining the reasons for the decision.  The decision will also 
advise the student about their right to submit a complaint to the OIA for review, the time limit 
for doing so and where and how to access advice and support. 

 
7.7 Where an academic appeal is upheld, the College will provide the student with a written 

outcome and explain how and when it will implement any remedy, and an apology, if 
appropriate. 

 
7.8 The OIA guidance requires a completion of procedures letter to be produced at the end of the 

review stage OR if the student requests it. However, any letter produced prior to the 
conclusion of the review stage must explicitly state that the College has not completed its 
internal processes and that the student must proceed to the review stage prior to contacting 
the OIA. 

 
8 Independent external review (OIA) 
 

Once the review stage has been completed, the student is entitled to ask the Office for Independent 
Adjudicator OIA, the independent ombudsman service of last resort, to review their complaint about 
the outcome of the College’s academic appeals process. The complaint should be submitted to the 
OIA within three months of the date of the Completion of Procedures letter.  To contact the OIA 
please follow the link http://www.oiahe.org.uk/. 

 
9 Confidentiality 
 
 The College is committed to ensuring confidentiality during the admissions and enrolment process to 

comply with the requirements of the Data Protection Act 1998. 
 
10 Equality and Diversity Statement  
 

Selby College welcomes and celebrates equality and diversity. We believe that everyone should be 
treated equally and fairly regardless of their age, disability, gender, gender identity, race, religion or 
belief, sexual orientation and socio-economic background.  We seek to ensure that no member of 
the College community receives less favourable treatment on any of these grounds which cannot be 
shown to be justified. 

 
This document is written with the above commitment, to ensure equality and diversity is at the 
centre of working life at Selby College.   

http://www.oiahe.org.uk/
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11 Safeguarding Policy 
 

Selby College recognises its moral and statutory responsibility to safeguard and promote the welfare 
of students. We work to provide a safe and welcoming environment where students are respected 
and valued. We are alert to the signs of abuse, neglect, radicalisation and extremism and follow our 
procedures to ensure our students receive effective support, protection and justice. Selby College 
expects Governors, staff and volunteers working on behalf of the college to share this commitment. 

 

12 Fraud, Bribery & Corruption 

Selby College follows good business practice and has robust controls in place to prevent fraud, 

corruption and bribery.  Due consideration has been given to the Fraud Act 2006 and the Bribery Act 

2010 in the development/review of this policy document and no specific risks were identified. 
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