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1. Purpose 

This policy and accompanying procedure outlines the grounds that a student may use for for 

making an Academic Appeal and the manner in which the College will deal with such 

appeals. 

 

2. Scope 

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

Quality Standards Committee ie student appeals arising from a request that the 

Academic and Quality Standards Committee should reconsider its decision. 

2.2 A complaint about any service that South West College provides to its students that is 

not directly related to academic matters (marks awarded for assessed work, 

progression on a course and awards) should be dealt with through the Complaints & 

Complaints Policy, which can be found on the College website. 

2.3 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, Franchised, Validated arrangements. 

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

all academic appeals must be submitted to the Course Director/Centre for Excellence 

Manager Higher Education in writing within 10 days of assessment decisions being 

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

2.5 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 

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. 

 

3. Academic Appeals 

3.1 This policy has been aligned to andmeets the requirements of the revised UK Quality 

Code under Expectations for Quality.  For further information please click on the 

following link: https://www.qaa.ac.uk/quality-code.  Academic appeals and student 

complaints on academic matters (March 2000) provides guidance on effective policy 

and procedure for dealing with appeals and complaints: 

https://www.qaa.ac.uk/quality-code
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 Institutions should have effective procedures for resolving student 

complaints and academic appeals.  Students should have a full opportunity 

to raise, individually or collectively, matters of proper concern to them 

without fear of disadvantage and in the knowledge that privacy and 

confidentiality will be respected. 

 The procedures should be ratified by the governing body or other body with 

ultimate corporate responsibility and should form a part of the institution's 

overall framework for quality assurance. 

 Institutions should ensure that their procedures are fair and decisions are 

reasonable and have regard to any applicable law. 

 Institutions should address student complaints and appeals in a timely 

manner, using simple, transparent procedures.  Informal resolution should 

be an option at all stages of the complaints procedure and should operate, 

in the first instance, at the level at which the matter arose. 

3.2 Whilst evidence of Extenuating Circumstances may be received, by the appropriate 

personnel, at any time throughout the student's course of study, the Academic 

Appeals procedure only comes into play after an Academic and Quality Standards 

Committee has sat and students have been advised of their mark (by Course 

Committee in respect of semester one 'first sit' decisions).  Students should have the 

right of appeal, in appropriate circumstances, against a decision of an Academic and 

Quality Standards Committee. 

3.3 The College policy stipulates that a candidate may appeal against a decision on 

academic progress: 

 On the basis of new evidence of extenuating circumstances, relevant to 

his/her examination performance which, in his/her view was not in the 

possession of the AQSC at the time of the Committee’s initial decision 

about his/her academic progress; 

 On the basis of 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 has 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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 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 he/she has not provided a satisfactory explanation for his/her 

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. 

3.4 The academic judgment of the examiners is not open to appeal.  Appeals are made 

to an Academic Assessment Appeals Panel (ToF 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.  Instead, 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. 

3.5 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. 

3.6 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 

any disadvantage where they do so in good faith.  While privacy and confidentiality 

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

normally be made available to staff involved in considering the appeal and will be 

held on file at the conclusion of the process. 

3.7 The Academic Assessment Appeals Panel will not consider an appeal if it is deemed 

to be vexatious or frivolous.   

4. Procedure for Considering Appeals against Decisions on Academic Progress  

4.1 Academic and Quality Standards Committee /Boards of Examiners determine the 

academic progress of students on the basis of their performance in examinations and 

other forms of assessment.  A student may appeal against a decision of the 

Board: 
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 On the basis of evidence of extenuating circumstances, relevant to his/her 

examination performance which, in his/her view, was not in the possession 

of the Board at the time of the Board's initial decision about his/her 

academic progress; OR 

 On the basis of procedural or other irregularities in the conduct of the 

examinations. 

4.2 Course Committees are empowered to allow a first sit in semester two arising from 

extenuating circumstances which affected a student's performance during semester 

one.  Appeals may be made to request such an outcome in accordance with these 

procedures provided a student submits to the Course Director, by a specified date 

following the decision of the Board, a written appeal, stating the grounds on which it 

is made, the decision will be reviewed in accordance with the following procedures. 

 

5. Appeals on the Basis of Extenuating Circumstances 

5.1 Appeals on the basis of extenuating circumstances shall be considered by the 

Extenuating Circumstances Panel convened by authority under the Extenuating 

Circumstance Procedure.    

 

6. Appeals on the Basis of Procedural or Other Irregularities 

6.1 Students are advised by the College Examinations Office that those who wish to 

appeal should obtain the appropriate Appeal form from the College Examinations 

Office.  Students complete and return the form to the Examinations Office by the 

dates specified. 

6.2 Each form is checked and the student asked to complete any sections overlooked. 

6.3 A written acknowledgement of receipt is given to the student by the Examinations 

Office which will maintain a record of each form received. 

6.4 The Office keeps a copy of Section A of the form and forwards the original to the 

Chairperson of AQSC. 

6.5 The Chairperson of AQSC completes Section B and forwards the form immediately 

to the Excellence Manager for H.E. 

6.6 If the Centre for Excellence Manager for HE decides that a prima facie case does not 

exist he/she completes Section C and returns the form to the Examinations Office 

which will advise the student by recorded delivery of the decision.  Appeals will not 
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be allowed on the grounds of complaint about the delivery or management of a 

course after students have presented themselves for examination. 

6.7 If the Centre for Excellence Manager for HE decides that a prima facie case does 

exist he/she invites three senior staff (Head of School) who were not associated with 

the original decision to join the panel.  The Centre for Excellence Manager for HE will 

chair the Academic Assessment Appeals Panel 

6.8 Note: If the Academic and Quality Standards Committee agree that a prima facie 

case does exist and both parties are agreed on the amendment to be made to the 

original decision, it will not be necessary to convene an Academic Assessment 

Appeals Panel.  The form should be returned to the Chairperson of the Board for 

completion of Section D.  The decision is communicated to the student through the 

Examinations Office by recorded delivery. 

6.9 The panel will consider the appeal and if the original decision is re-affirmed the 

Excellence Manager for HE shall communicate with the student.  If the original 

decision is to be referred back to AQSC, the Appeal form shall be forwarded 

immediately to the Chairperson of AQSC for consideration. 

6.10 The Chairperson of the AQSC shall determine, in the light of the panel's comments, if 

the original decision of the AQSC is to be confirmed or amended.  If the AQSC finds 

difficulty with the findings and advice of the panel, the Chairperson is required to refer 

the matter to the College Director who will convene a meeting of key staff for further 

discussion.  Unresolved disputes should be referred to the chair of the Board of 

Governors Education Committee. 

6.11 Note:  The response of the panel to AQSC should normally be made within two 

weeks of the receipt of the appeal and the response of AQSC should normally be 

made within one week of receiving the response from the panel. 

6.12 The Chairperson of AQSC completes Section D of the form.  The decision is then 

communicated to the student through the College Examinations Office by recorded 

delivery.  Where a decision has been amended a formal communication is sent to the 

student with a copy to the Course Director. 

6.13 Any other correspondence, together with the original form, is also sent to the Course 

Director to be placed on the student's file. 

6.14 The Examinations Office retains a copy of each completed Appeal form. 
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6.15 The College Risk & Compliance Manager will prepare annually a report which is 

presented to Risk & Compliance Committee and Governing Body a summary of the 

number of appeals/complaints received, and initial decisions amended. 

6.16 Chairperson of AQSC may bring to the attention of the College Course Committee 

and Examinations Office any matters of concern relating to the implementation of 

these procedures. 

 

7. Grounds for Appeal 

7.1 An appeal against any decision made by AQSC may only be made on the following 

grounds that: 

a) The assessment was not conducted in accordance with the current 

regulations for the course, or a material administrative error, or some other 

material irregularity relevant to the assessment, has occurred. 

b) The judgement of an Examiner(s) was improperly affected by personal 

bias. 

c) Misleading information was provided about the assessments and/or 

examinations. 

d) 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. 

7.2 Disagreement with the academic judgement of the Academic and Quality Standards 

Committee 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 

the candidate’s performance, cannot in itself constitute grounds for a request for 

reconsideration by a student. Such matters of academic judgement remain the 

exclusive prerogative of the Academic and Quality Standards Committee. Matters of 

academic judgement include: 

a) Whether a student has reached the academic standard required for the 

unit; 

b) Whether a student would benefit academically from further study, for 

example, by repeating a unit on the course. 



10 | P a g e  
 

7.3 Subject to the previous paragraphs, the appeal may be against a decision or 

recommendation of an Academic and Quality Standards Committee that: 

a) The student has failed a module or part of the module; 

b) The student should not be permitted to proceed to the next stage of the 
course; 

c) The student should be excluded from continuation of studies on the 
course; 

d) A particular class or grade of award should be made. 

7.4 Pending the outcome of an academic appeal the student will be treated as if the 

assessment had not yet taken place. This means that progression or the making of 

an award will not take place, where such progression or the making of an award 

would depend on the assessment concerned. 

 

8. Matters Excluded from Academic Appeals 

8.1 A student may not make an academic appeal on the grounds that poor teaching, 

supervision, academic advice or guidance affected his or her performance. In such 

circumstances the student may make a complaint under the Student Complaints 

Policy and Procedure. 

8.2 A student may not make an appeal under these procedures on the grounds that 

mitigating circumstances adversely affected his or her performance in an assessment 

and/or that he or she believes an inappropriate allowance was made for such 

circumstances. Such issues are the subject of the Extenuating Circumstances policy 

and procedure. 

 

9. Procedure for Notification of an Appeal 

9.1 A student may not make an academic appeal on the grounds that poor teaching, 

supervision, academic advice or guidance affected his or her performance. In such 

circumstances the student may make a complaint under the Student Complaints 

Policy and Procedure. 

 Stage 1 Conciliation 

 Stage 2 Formal Academic Appeal 

 Stage 3 Academic Appeals Panel Hearing 
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9.2 Stage 1: Conciliation 

 The conciliation stage is an informal process. If a student considers that he

or she may have grounds for an appeal, or is seeking clarification of an

Academic and Quality Standards Committee, he/she should first attempt to

conciliate with the Chair of the relevant Academic and Quality Standards

Committee, or in her or his absence, the Head of Higher Education. This

should be done within ten days of the publication of the results of the

relevant Academic and Quality Standards Committee.

 Only when the informal stage of conciliation has been exhausted, and the

student remains convinced that he/she has grounds for an Academic

Appeal, should formal (Stage 2) procedures be initiated.

 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.

 Following discussion with the student, the Chair of the Academic and

Quality Standards Committee should discuss the issues raised by the

student with the Head of Higher Education. Following this discussion, a

decision over the following two options will be made:

o To refer the matter back to the appropriate Assessment Board for

further consideration;

o To dismiss the informal appeal.

9.3 Stage 2: Formal appeal 

 Where the Stage 1 Conciliation is unsuccessful, the student must submit

his or her academic appeal in writing. This must normally be completed

within five working days of the conciliatory meeting or no longer than fifteen

days after publication of the results from AQSC. The completed form

should be submitted to the Course Director or Excellence Manager for HE.
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 On receipt of the Academic Assessment Appeal Form, the Course 

Committee/ Excellence Manager for HE shall consider the appeal to 

establish whether there is a prima facie case for the appeal. The grounds 

for appeal detailed in Section 2 and 3 above will be referred to in helping to 

make a decision. 

 

 Where the Course Committee/ Excellence Manager for HE deems there to 

be a prima facie case for an appeal, a meeting of the Academic 

Assessment Appeals Panel (described in Section 5 below) shall be called 

to hear the appeal, normally within fifteen working days of receipt of the 

appeal form. 

 

 The student making the appeal will be informed by the Excellence 

Manager for HE about whether or not there is a prima facia case or whether 

the appeal is dismissed because there are no proper grounds for an 

appeal. If there is deemed to be a prima facia case the Head of Higher 

Education will inform the student of the date of the meeting of the 

Academic Assessment Appeals Panel. These communications to the 

student will normally be made within five working day of the completed 

Academic Assessment Appeals Form being submitted. 

 

 In submitting a Stage 2 appeal, the Academic Assessment Appeal Form 

must be properly completed and contain the following information: 

a) A clear statement of the actual decision of an Academic and Quality 

Standards Committee being appealed against; 

b) A brief and clear summary of the grounds for the appeal referring to 

Section 2 above, and stating, as appropriate, the following: 

o The ways in which it is alleged that the assessment failed to accord 

with the regulations pertaining to the programme. It would be helpful 

to identify precisely the regulation(s) which has/have been breached. 

If an administrative error is thought to have occurred then state the 

nature of the error or other material; 

o Irregularity relevant to the assessment(s) which has/have occurred; 
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o How it is alleged that, for a student with a disability or additional 

needs, the needs assessment was flawed, the provisions 

recommended were not implemented, or the agreed assessment 

procedures failed to be implemented. 

c) A statement about the nature of the revised assessment sought from 

the Academic and Quality Standards Committee if the appeal was to 

be upheld: 

d) Evidence, other than personal testimony from the student, in  

corroboration of the factual base of the appeal, or an indication of how 

such corroboration will be provided; 

e) A demonstration that conciliation has been attempted with the Chair of 

the Academic and Quality Standards Committee, and/or Excellence 

Manager for HE, as appropriate; 

f) An appeal may be dismissed in the following circumstances: 

o When the appeal is submitted late, without explanation which is 

satisfactory to the Excellence Manager for HE; 

o When the Excellence Manager for HE is able to demonstrate that the 

appeal does not fall into any one of the four categories detailed in 2.1 

above. 

 

10. Academic Appeals Panel Constitution 

10.1 The Academic Assessment Appeals Panel shall comprise a Chair, normally the 

Excellence Manager for HE, and three other members, consisting of: 

10.2 Three Heads of School – one from each Faculty (See QASC document Appendix 5) 

10.3 No member of the Academic appeals Panel shall be a member of staff either 

teaching and/or assessing on the module/course concerned. 

10.4 No member of the Academic Assessment Appeals Panel shall be an interested party 

10.5 To the extent practicable, the same Chair will preside in hearings of appeals. 
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11. The Academic Appeal Hearing 

11.1 The student making the appeal shall have the right to appear before the Academic 

Assessment Appeals Panel and to be accompanied and assisted by a friend. The 

friend must be either an enrolled student at South West College or a member of staff 

at South West College, for example the Student Welfare Officer. 

11.2 The student making the appeal and their representatives shall have the right to call 

and to question witnesses. 

11.3 The Academic Assessment Appeals Panel shall be entitled to call witnesses as it 

deems appropriate and to call for the production of relevant documents. 

11.4 The appeal shall only be heard on the grounds stated and accepted by the 

Excellence Manager for HE in the Academic Appeals Form, unless the Academic 

Assessment Appeals Panel decides otherwise. In the latter event, the appellant or 

the Academic and Quality Standards Committee shall be entitled to demand an 

adjournment of no more than one week to prepare evidence. 

11.5 Both the student making the appeal and the Academic and Quality Standards 

Committee shall have the right to receive a copy of any written submission that is 

made on the part of the other. 

11.6 The student making the appeal shall be invited to provide details of any reasonable 

adjustment that may need to be made for the hearing in order to accommodate the 

appeal, as long as the student has a declared disability. 

11.7 If the student making the appeal does not appear at location, time and date set for 

the Appeal Hearing the Academic Assessment Appeals Panel shall consider 

whether any reasons sent by the student in advance of the Hearing are valid, and: 

a) If members of the Panel so judge, adjourn proceedings to a later date 
and time; 

b) If no reasons are advanced, or if they are judged to be invalid, 
proceed in the student's (appellant's) absence. 

 

12. Outcome of an Appeals Hearing 

12.1 The Academic Assessment Appeals Panel shall be empowered to either: 

a) Refer the matter back to the relevant Assessment Board; 
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b) Dismiss the appeal.

12.2 In making a referral back to the Academic and Quality Standards Committee. the 

Academic Admission Appeals Panel shall state the grounds on which it has reached 

its decision and what matters it requires the Academic and Quality Standards 

Committee to consider further. The Academic Admissions Appeals Panel may make 

recommendations provided these are not academic judgements and provided that 

reasons for the recommendations are given. 

12.3 Academic and Quality Standards Committee may set up a sub-board from their own 

membership to review the strength and possible effect of the Academic Admission 

Appeals Panel's recommendations. The full membership of the Academic and 

Quality Standards Committee shall then meet as promptly as possible to consider 

the referral back in the light of the sub-board's findings, and shall submit a report to 

the Chair of the Academic Admissions Appeals Panel. 

12.4 Should the Academic Admissions Appeals Panel have made recommendations 

which the Academic and Quality Standards Committee is unable to accept the 

Academic Admissions Appeals Panel may recommend to the Academic and Quality 

Standards Committee that the assessment(s) be annulled? 

12.5 A decision to annul an assessment can only be taken by a meeting of the Academic 

and Quality Standards Committee. 

12.6 When a decision of an Academic and Quality Standards Committee has been 

annulled it is the responsibility of the Higher Education Academic Board to take 

action, including, if necessary, the appointment of new assessor/ internal verifiers, to 

ensure that the student(s) concerned are properly assessed. 

12.7 Where the appeal is dismissed or where Academic and Quality Standards 

Committee has declined to annul the assessment(s), the most recent decision prior 

to the appeal being lodged of the Academic and Quality Standards Committee shall 

prevail. 

12.8 In cases of procedural or other irregularity, or where it is not possible to reconvene 

an Academic and Quality Standards Committee, the Academic Board shall have the 

power to annul a decision of the Assessment Board without making prior request for 

reconsideration. If an error or irregularity is found to have affected more than one 

student, the Academic and Quality Standards Committee may annul the whole 

assessment or any part of it. 
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13. Authority of Academic Appeals Panels 

13.1 There shall be no appeal against the findings of an Academic Admissions Appeals 

Panel. Allegations of procedural irregularity in the conduct of an appeal may be 

heard by the College Chief Executive, who may, at his/her discretion, require the 

Academic Assessment Appeals Panel to reconsider the case. 

13.2 Each academic year the Head of Higher Education shall analyse the key features 

and outcomes of all Academic Assessment Appeals.  

13.3 In such instances where the student is still unhappy with the outcome the student, if 

an Open University student, may approach the Open University Validation 

Partnerships for further advice and guidance.  (Appendix 3, pg. 133 Handbook for 

Validated Awards 2018/19). 

 

14. Monitoring and Review 

14.1 The College will establish appropriate information and monitoring systems to assist 

the effective implementation of this Policy. 

14.2 The College will ensure that adequate resources are made available to promote this 

Policy effectively and is committed to reviewing this Policy on a regular basis, in 

consultation with the recognised trade unions, statutory organisations such as the 

Equality Commission for Northern Ireland and in line with models of good practice. 

 

 

Signed Chief Executive 

Date 

 

Signed Chair of the Board of Governors 

Date 17/11/2021

17.11.21
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