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1. Introduction 

 

1.1 This policy has been developed in accordance with Sector-Agreed Principles of the 

revised UK Quality Code. For further information visit https://www.qaa.ac.uk/quality-

code or refer to the Quality Assurance Agency’s advice and guidance on assessment 

here.  

 

2. Aim of the Policy 

 

2.1 This policy sets out the grounds on which a student may submit an academic appeal 

and describes the procedures the College will follow in handling such appeals. 

 

3. Scope of the Policy 

 

3.1 This policy is concerned with appeals against a decision made by the Academic and 

Quality Standards Committee, i.e. student appeals arising from a request that the 

Academic and Quality Standards Committee should reconsider its decision. 

 

3.2 Complaints regarding services provided by South West College that are not directly 

related to academic matters—such as marks awarded for assessed work, progression, 

or awards—should be addressed through the College’s Complaints Policy, available 

on the College website. 

 

3.3 This policy covers all South West College Higher Education courses with the 

exception of programmes that are approved by a Higher Education Institution (HEI) 

through collaborative or franchised arrangements. 

 

3.4 To make an academic appeal, students must follow the procedure detailed below and 

all academic appeals must be submitted to the Head of Quality and Student 

Engagement in writing within 10 days of assessment decisions being approved and 

released by the Academic and Quality Standards Committee (AQSC). 

 

3.5 Under no circumstances should students be provided with marks and grades until 

these have been internally moderated and approved by the Course Committee and 

then formally approved by the Academic & Quality Standards Committee. Equally, it 

https://www.qaa.ac.uk/docs/qaa/quality-code/advice-and-guidance-assessment.pdf?sfvrsn=ca29c181_4
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must be noted that all student marks/results are provisional until they have been 

formally approved at the end of year meeting of AQSC and ratified by the External 

Examiners at that meeting. 

 

4. Academic Appeals 

 

4.1 This policy has been aligned to and meets the requirements of the UK Quality Code. 

Principle 12 – “Operating concerns, complaints and appeals processes” identifies the 

following key practices: 

• Policies and processes for concerns, complaints and appeals are accessible, 

robust and inclusive, and enable early resolution wherever possible and include 

information relating to recruitment, selection and admission. 

• Concerns, complaints and appeals policies and procedures, including information 

about them, are clear and transparent to students, those advising them and those 

implementing the processes. Formal and informal stages of the processes are 

clearly articulated. 

• Providers meet (where applicable) the national and international requirements of 

external bodies with responsibility for hearing or overseeing concerns and 

complaints. 

• Actions resulting from concerns, complaints and appeals are proportionate and 

enable cases to be resolved as early as possible. 

• Processes for concerns, complaints and appeals are monitored and reviewed to 

ensure they promote enhancement throughout the provider and operate as 

intended, to the benefit of students and staff. 

• Outcomes from concerns, complaints and appeals are used to develop and 

enhance teaching and learning and the wider student experience. 

 

4.2 A candidate may appeal against a decision on academic progress after the AQSC has 

sat and students have been advised of their mark. Students can appeal the decision of 

the AQSC on the following grounds: 

• Procedural or other irregularities in the conduct of the examinations or in the 

decision-making process. A procedural irregularity is normally regarded as a 

deviation from published examination arrangements which have not been notified 

in advance to students, or which has been applied to some but not other students 

in the course/module. 
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• Administrative errors such as a miscalculation or error in processing results. 

• The judgement of an Examiner(s) was improperly affected by personal bias. 

• Misleading information was provided about the assessments and/or 

examinations. 

• For a student with a disability or additional needs, the assessment was not 

correctly carried out, or the support identified was not provided or the agreed 

assessment procedures for that student were not properly implemented. 

• New evidence of extenuating circumstances, relevant to his/her examination 

performance which, in his/her view, was not in possession of the AQSC at the 

time of the Committee’s initial decision about his/her academic progress. 

• In the case of new information on extenuating circumstances, students should 

note that the original decision of the AQSC will be confirmed if: 

o It is determined that the student has not submitted any new information or 

that they have not provided a satisfactory explanation for their failure to 

supply the information by the date(s) prescribed in the regulations, OR 

o There is no contemporaneous, independent, medical, or other evidence to 

support the appeal. 

 

4.3 The academic judgment of the examiner is not open to appeal.  Appeals based on 

extenuating circumstances shall be considered by the Extenuating Circumstances 

Panel. All other appeals are made to an Academic Assessment Appeals Panel (Terms 

of Reference can be found in AQSC). An Academic Assessment Appeals Panel 

cannot make academic judgments, that is, it cannot change a student's marks to 

enable an assessment to be passed or the classification of an award to be changed.  If 

an appeal is upheld the student will be permitted to complete, take, or repeat the 

assessment which, if successful, will enable the student to proceed to the next stage 

of the course or to complete it. 

 

4.4 An appeal will not be allowed on the grounds of complaint about the delivery or 

management of a course after a student has presented himself/herself for 

examination. Students should raise any concerns or complaints about any aspect of 

programme delivery or supervision as soon as they arise. 

 

4.5 The Appeals Procedure gives the student the right to submit an appeal to an 

Academic Assessment Appeals Panel and guarantees that the student will not suffer 
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any disadvantage where they do so in good faith. While privacy and confidentiality will 

be maintained, the student should be aware that the evidence which is submitted will 

normally be made available to staff involved in considering the Appeal. All 

documentation submitted as part of an academic appeal will be processed and 

retained in accordance with the College’s Data Protection Policy and Records 

Retention Schedule. 

 

5. Academic Appeals Procedure 

 

5.1 Initially students are advised to discuss their concerns with their course director to 

ensure this appeals procedure is the most appropriate mechanism to address their 

concern. 

 

5.2 Where a group of students wishes to submit a collective appeal, the group should 

nominate a spokesperson to act as the channel of communication for the group. 

 

5.3 There are three stages to this appeals procedure:  

i.) Informal  

ii.) Formal 

iii.) Decision Review 

 

5.4 Stage 1 Informal Appeal 

 Before considering whether there are grounds for a formal appeal, it is important that 

the student first discusses the matter with the appropriate staff, e.g. the Module Tutor, 

or Course Director, to see if any informal resolution can be achieved. Administrative 

errors, points of clarification and minor issues can be resolved at this stage. If the 

students’ concerns cannot be resolved at this stage and the grounds for appeal have 

been met, the student will be invited to complete the Appeals form (Appendix 1) to 

instigate the formal appeals procedure. 

 

5.5 Stage 2 Formal Appeal 

 Students have 10 working* days after the AQSC has sat and they have been advised 

of their mark to submit a formal appeal to the Head of Quality and Student 

Engagement. The Head of Quality and Student Engagement will review the appeal 

form to confirm that there are sufficient grounds to proceed with the appeals process 
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as set out in paragraph 4.2. Where the appeal is based on extenuating circumstances 

then the appeal will be forwarded to the Extenuating Circumstances panel for 

consideration. For all other appeals the Head of Quality and Student Engagement will 

convene an Academic Assessment Appeals Panel as per the terms of reference of the 

Academic and Quality Standards Committee. The Academic Assessment Appeals 

Panel will meet within 10 working* days of receipt of the completed appeal form. In the 

unlikely event that this is not possible the student will be informed in writing of the 

delay. 

 

5.6 Outcome of Appeals 

 The possible outcomes of an appeal include: 

• Appeal upheld: The student will be permitted to complete, take, or repeat the 

assessment. 

• Appeal rejected: The original decision stands. 

• Further review required: Additional steps or evidence may be needed. 

 

 *Working days are those days on which the College is open.  Weekends, statutory 

days, Bank Holidays, and other College closures are classed as ‘non-working’ days.   

 

5.7 Stage 3 Decision Review  

 If dissatisfied with the outcome of stage 2 of the internal college appeals procedure the 

student may only then escalate the appeal to the relevant awarding body. This stage 

of the procedure will follow the appeals procedures of the appropriate awarding body. 

Please refer to your student handbook for further information: 

 

Open University:  Regulations for validated awards of The Open University 

Ulster University:  Regulations for Short Cycle Programmes 

Queens University:  Foundation Degree General Regulations 

Pearson/BTEC:  BTEC Centre Guide to Quality Assurance 

For other awarding bodies refer to their website or your student handbook. 

 

6. Communication 

 

6.1 This policy is available at https://swc.ac.uk/about/corporate/policies-reports-strategies 

and is accessible in house via Gateway.  

https://swc.ac.uk/assets/files/Regulations-for-validated-awards-of-the-OU-2024-25.pdf
https://www.ulster.ac.uk/__data/assets/pdf_file/0005/1644161/Final-Short-Cycle-Qualifications-Regulations-2024-22.11.pdf
https://www.qub.ac.uk/directorates/AcademicStudentAffairs/AcademicAffairs/GeneralRegulations/Academic/StudyRegulations/FoundationDegreeGeneralRegulations/
https://qualifications.pearson.com/content/dam/pdf/Support/Quality%20Assurance/btec-centre-guide-to-quality-assurance.pdf
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7. Monitoring and Review 

 

7.1 This policy will be reviewed every two years or sooner if required to reflect changes in 

legislation or circumstances.  

 

 

 

Signed Principal and Chief Executive:  

Date:  

  

Signed Chair of the Governing Body:  

Date:  

  
15/04/2026

15.04.26



 

8 
Higher Education Assessment Appeals Policy | V4.0 

Appendix 1: Formal Appeal against the decision of Examination Board 

 

Full name:      Student ID: 

Address: 

Email address:     Telephone Number: 

Programme title: 

Year of study:     Campus: 

Course Director: 

 

Details of the outcome of the examination board you wish to appeal: 

 

 

Have you discussed this appeal with your Course Director?  Yes/No. 

 

On which grounds do you wish to appeal this decision (See paragraph 4.2) 

 

 

Please provide all information you wish to be considered by the Extenuating Circumstances/ 

Academic Appeals panel. 
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Supporting documentation, please list any supporting documentation you have attached in 

support of this appeal. 

 

 

You may be called to interview if the evidence you have submitted is deemed to be 

insufficient for consideration of your appeal. 

  

Do you wish to be interviewed by the Appeals 

Panel? 
YES / NO 

Do you wish to be accompanied at interview? YES / NO 

If YES, give the name and position of this person:  

 

 

(Note: The person accompanying you must be a member of the College, for example, a 

student, lecturer or a member of support staff, subject to there being no conflict of interest, 

i.e. the person must not be related to the appellant. It is your responsibility to arrange for this 

person to attend.) 

 

Student Signature: _______________________________ Date: _______________  

 

Forward completed form and supporting documentation to Head of Quality and Student 

Engagement appeals@swc.ac.uk.  
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Appendix 2: Academic Appeal Outcome letter (Completion of Internal 

Procedures) 

 

Date:  

Name: 

Address: 

By Email only:  

 

Dear 

 

Appeal Outcome 

Your appeal received on_________________ has now been considered by the Extenuating 

Circumstances/Academic Appeals panel and the college can offer you the following 

response. 

 

The Extenuating Circumstances/Academic Appeals panel has considered the evidence 

presented to it and determined that your appeal has been Upheld/Rejected. 

The panel considered the following when arriving at this decision. _______________ 

 

I trust that the panel’s decision satisfactorily addresses the concerns you raised. If, however, 

you are not satisfied with this response, you have the right to have this decision reviewed by 

the Awarding Body for your programme of study. 

Information on having this decision reviewed by the appropriate awarding body can be found 

by referring to the information below. 

Open University:  Regulations for validated awards of The Open University 

Ulster University:  Regulations for Short Cycle Programmes 

Queens University:  Foundation Degree General Regulations 

Pearson/BTEC:  BTEC Feedback and Complaints 

For other awarding bodies refer to their website or your student handbook. 

 

This concludes the College’s internal Academic Appeals Procedure. 

Yours sincerely  

  

Head of Quality and Student Engagement/Chair of Academic and Quality Standards 

Committee. 

  

https://university.open.ac.uk/validation-partnerships/about-ou-validation/regulations-validated-awards-open-university
https://www.ulster.ac.uk/__data/assets/pdf_file/0005/1644161/Final-Short-Cycle-Qualifications-Regulations-2024-22.11.pdf
https://www.qub.ac.uk/directorates/AcademicStudentAffairs/AcademicAffairs/GeneralRegulations/Academic/StudyRegulations/FoundationDegreeGeneralRegulations/
https://qualifications.pearson.com/en/support/feedback-and-complaints/learners-and-parents.html
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Related Documentation 

Title Location Owner 

Extenuating Circumstances Procedure Website and Gateway Higher Education Coordinator 

Higher Education Assessment Policy Website and Gateway Head of Higher Education 
 

Change Log 

Location Change from 
deletion/addition 

Change to 

Throughout Head of Higher Education Head of Quality and Student Engagement 

Throughout Significant content change 
provides enhanced clarity 
of procedure and timelines. 

 

Appendix 1  Addition of links to relevant 
awarding bodies for 
appealing SWC decision. 

 

Appendix 1 Image Editable document 

Appendix 2 Addition to document  

 

Communication 

Who needs to know (for action) Heads and Deputy Heads of Department 
Course Directors 
HLA Manager 
Quality Team 
HE Coordinator 
Student Services 

Who needs to be aware Senior Management Team 
All lecturing staff 

 

Communication Plan 

Action By Whom By When 
Upload to Staff/Student Gateway Nicola Nugent On approval 
Communication to key staff HE Coordinator On approval 

 

Document Development 

Details of staff who were involved in the development and review of this policy: 

Name Role 

Brian McIlduff Head of Quality and Student Engagement 

 
Details of staff, external groups or external organisations who were consulted in the 
development of this policy: 
Name Organisation Date 

   
 

Approval Dates 

Approved by Date 
Governing Body 15 April 2026 
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required? 
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