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1. Purpose and Scope 

1.1. These regulations explain how students may ask the University to review an assessment or 

other academic decision, when the University will allow a review, and how it will be carried 

out. 

1.2. The regulations apply to all current students registered with the University. Recent 

graduates may also submit an appeal within 10 working days of the date of the official 

notification of the decision being appealed.   

1.3. These regulations apply to any assessments that are submitted or presented as part of a 

formal assessment.  

1.4. The Academic Appeal Regulations and Procedure is managed by the Office for Student 

Complaints, Appeals and Regulations (OSCAR).  

1.5. If you are a student studying at a partner institution, this procedure may be managed by the 

equivalent team at that institution who will be able to provide details as appropriate. Unless 

otherwise stipulated, the University will only receive referrals to this procedure from 

partner institutions at Stage 3: Appeal Review. 
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1.6. Students can get free, impartial and confidential advice on these regulations and 

procedures from the Students’ Union at advice.su@uca.ac.uk.  

1.7. Members of university staff (or partner institutions) may seek advice from their programme 

director, director of school, the Campus Registry or directly from OSCAR. 

2. Definitions 

2.1. An academic appeal is a request for the University to reconsider a decision that it has made 

which affects the outcome of a student’s assessment, progression or award.  

2.2. For the purposes of this policy, a working day is considered to be Monday to Friday (9am to 

5pm), excluding U.K. public and bank holidays, or other published university closure. 

2.3. Please see the supporting appendices for a glossary of phrases, terminology and 

definitions used within these regulations.  

3. Right to appeal 

3.1. It is important for the University to maintain the standard and quality of its education and 

awards. However, the University recognises that sometimes it makes errors. It also 

recognises that students sometimes make administrative mistakes or experience 

circumstances beyond their control that unexpectedly impact their assessment 

performance. This procedure aims to do the following: 

a. Enable students to disclose their concerns or difficulties, so that the University can: 

b. Investigate (where necessary) the circumstances; and  

c. Consider what impact those circumstances may have had upon the student; and  

d. Whether the outcome of the student’s assessment would have been substantially 

different had it not been for those circumstances; and 

e. Provide resolutions or further opportunities to address those circumstances, where 

deemed appropriate. 

3.2. Students may appeal a decision ratified (or intended to be) ratified by the Board of 

Examiners on any matter affecting their status or studies where the grounds for appeal are 

met (see section 4).  

3.3. The appeal decision is the formal confirmation, based on evidence, as to whether a 

decision or recommendation affecting a student’s status or studies was reached: 

a. In line with correct University policy, regulations or procedures. 

b. In the light of all relevant information; and 

c. With due consideration and reason.  
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3.4. To support these principles, the University will undertake to do the following: 

a. Ensure that the appeals procedure is operated fairly, competently and consistently. 

b. Ensure that the procedure in any given appeal is completed as soon as is reasonably 

practical. 

c. Ensure the appeals procedure is accessible to all students.  

d. Ensure that no one should suffer any disadvantage, recrimination or reprisals for either 

making an appeal or submitting evidence in good faith.  

3.5. The procedure consists of a three-stage process.  

• Stage 1: Initial Consideration (and Local Resolution) enables students to raise any 

concerns they may have about the outcome of an assessment with their programme 

director. This can be done at any time before the Board of Examiners has met.  

• Stage 2: Appeal Considerations can only go ahead following the ratification of marks 

by a Board of Examiners and, where reasonably practicable, previously considered at 

Stage 1.  

• Stage 3: Appeal Reviews will review of a decision taken by the Stage 2 case officer 

upon request by the student.  

4. Grounds for appeal 

4.1. Students have the right to appeal where they believe there is evidence that one or more of 

the circumstances described in sections 4.3 and 4.4 have affected their assessment 

performance or the consideration of their assessment, its reporting, recording or 

ratification by a Board of Examiners.  

4.2. It is the student’s responsibility to establish the case and provide the evidence to support 

their appeal on one or more of those grounds: 

4.3. Appeals regarding University procedure or administrative processes: 

4.3.1. There has been an error in the assessment process which casts reasonable doubt 

as to the accuracy of the results.  

For example: there is evidence to suggest that submitted work had not been 

marked or was graded against the wrong criteria.  

Note: Where there is no evidence to support appeals on this ground, they will be 

considered a challenge to academic judgement and therefore rejected.  

4.3.2. There has been a material error in the calculation of a mark or award: 

For example: there was an error calculating the weighting of a component mark, 

indicator score, or the classification of an award.  
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4.3.3. The has been an error in the recording of the mark(s) or the reporting of them to 

the Board of Examiners.  

For example: the published grades are different to those indicated on the 

assessment feedback. 

4.4. Appeals regarding Mitigating Circumstances 

4.4.1. That the student’s assessment performance had been affected by circumstances 

beyond their control which, for justifiable reasons, they did not disclose before the 

submission deadline in accordance with the Mitigating Circumstances Policy (e.g. 

requesting a deadline extension).  

4.4.2. That the student believes a decision to reject or refuse their request for Mitigating 

Circumstances before their submission deadline was unreasonable.  

Note: Appeals regarding the decision to refuse Mitigating Circumstances must be 

made within 10 working days of the notification of that decision.  

4.4.3. That work was inaccessible to the marker due to a user-error on the student’s part 

in the submission of their work.  

For example: the assessable material was uploaded in the wrong format, the file 

was locked, or saved to the wrong location.  

Note: It is a student’s responsibility to ensure their work is accessible for marking 

and uploaded to the correct place at the correct time. An appeal will only be 

considered where it can be determined that giving the student a further 

opportunity to submit work will not give them an unfair advantage over other 

students. 

4.5. The following circumstances will not normally be considered grounds for appeal.  

4.5.1. Perceived shortcomings in tuition, supervision or support.  

Note: Concerns relating to the quality of teaching or supervision, or other 

circumstances that relate to the delivery of a unit, course or programme of study 

should be raised under the Student Complaints Policy before the point of 

assessment. Cases where complaints are upheld and there has been a clear 

impact on an academic outcome may lead to an academic conclusion or referral to 

these regulations (e.g. allowing a student a further attempt at an assessment).  

4.5.2. Challenges to academic judgement.  

For example: A student may not challenge an assessment outcome because they 

disagree with the assessor’s academic judgement and believe their work deserves 

a higher grade. 

4.5.3. Appeals on the grounds of disruption to learning or assessment because of non-

payment of fees (see Fees, Refunds and Debtor Policy). 
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4.5.4. Not engaging, for whatever reason (including not knowing about them), with either 

the Mitigating Circumstances Policy or Academic Appeals Regulations at the 

appropriate time.  

For example: Where a student is unable to provide justifiable reasons to explain 

why they did not request a deadline extension on time.  

4.5.5. Appeals regarding Mitigating Circumstances that were not disclosed prior to 

submission will usually only be considered where those circumstances were 

contemporaneous with the last 4 weeks prior to the submission deadline. 

5. Principles of the Appeals Procedure 

5.1. Investigations and Evidence 

5.1.1. The standard of proof is that of the balance of probabilities. That is to say, based 

on the evidence available, it is more likely that something was or was not the case. 

5.1.2. The burden of proof when making an academic appeal is with the student who 

must show that one or more of the grounds in sections 4.3 and 4.4 has been met. 

This means that it is the student’s responsibility to provide the evidence to support 

their appeal.  

5.1.3. Students are encouraged to provide a concise appeal statement that clearly 

explains the circumstances that are believed to be relevant. In addition, students 

must include relevant evidence to support their case which might include the 

following: 

a. Relevant evidence such as medical letters, appointments, etc.  

b. Unit handbooks, assessment briefs, assessment submission and feedback. 

5.2. Late requests for appeal that are received after the respective deadline.  

5.2.1. Stage 2 and Stage 3 appeals (see section 6 below) must be received by OSCAR no 

later than 12pm (midday) on the 10th working day following notification of the Board 

of Examiners decision or the respective outcome of the previous stage (whichever 

is later).  

5.2.2. In some cases there may be a good reason why it has not been possible to meet 

the appeal deadline. In these cases, students will be required to explain, for 

justifiable reasons, why they were unable to request their appeal before the 

deadline.  

5.2.3. Appeals that are received late for which no justifiable reasons are provided will be 

deemed to be out-of-time and rejected. 

5.2.4. An appeal submitted more than 12 months after the date of the official notification 

of a decision will not be considered under any circumstances. 

5.3. Where an appeal is requested, it is expected that the student will engage with any 

communications regarding further information or action that may be required by them as 
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part of the outcome. Communications concerning an appeal will always be sent to the 

student’s University email account, except in the following circumstances: 

a. That their access to the University’s email system has been suspended for any reason.  

b. Where the student has provided an explicit request to use an alternative email address 

(or means of correspondence).  

5.4. The Stage 2 case officer and Stage 3 appeal board have the delegated authority from the 

University’s Academic Board and are authorised to exercise their judgement to make 

decisions on behalf of the Board of Examiners. These include but are not limited to the 

following: 

a. Permitting further assessment opportunities as required.  

b. Permitting deadline extensions to an ongoing assessment or retrospectively as 

required.  

c. Requesting the marking or remarking of work as required, including by alternative 

internal or external assessors where deemed appropriate.  

d. Requesting alternative assessment tasks or approving reasonable adjustments to a 

task where deemed necessary.  

e. Requesting the recalculation of a student’s mark portfolio and approving any 

subsequent eligibility for progression, award or reclassification of award.  

5.5. Irrespective of the grounds for appeal, unless it is found that work was missed during the 

marking process and therefore the final mark was based upon an incomplete submission, 

students will never be offered extra marks, a grade uplift, re-classification or a pass mark 

without submitting or resubmitting work.  

5.6. Where an appeal outcome permits further assessment to be considered (or reconsidered), 

this will be carried out as quickly as possible. Wherever possible, such considerations will 

be made to enable a student to progress or graduate within the respective academic year. 

However, an upheld appeal does not guarantee that the student will be eligible for 

progression or graduation within this time. Where it is not possible for a student to 

progress, they may be required to interrupt their studies until the next progression point.  

5.7. All appeals must be submitted as individual cases. Appeals that are similar or relate to the 

same assessment may be investigated collectively by the University to ensure concerns 

are addressed and responded to as quickly as possible. However, it is not possible for the 

university to accept group appeals. 

5.8. The university will not consider malicious, dishonest or vexatious appeals.  

5.8.1. Appeals that are received which are deemed to be the subject of a dishonest 

attempt to seek an academic advantage will be referred to the Academic 

Misconduct Regulations and Procedures.  

5.8.2. Appeals that repeatedly attempt to illicit a consideration or outcome not permitted 

within the regulations will be considered as vexatious. Examples of vexatious 

claims may include but are not limited to the following: 



 

 

 

07 

a. Repeated requests for an appeal to be considered by any other means than 

prescribed by the published procedures. 

b. Requests that repeatedly cite grounds, circumstances or seek outcomes that 

are not permitted within the regulations.  

c. A case that relies upon circumstances that were either not upheld or had been 

rejected by previous appeals (or other procedure). 

5.9. The University will endeavour to consider, address, and respond to appeals within both the 

indicative timescales of the procedure and sooner wherever possible. However, there may 

be circumstances where, for good reason, the University needs to extend the indicative 

timeframes of a respective stage of appeal.  

5.10. Application of the regulations. 

5.10.1. Where an appeal relates to the current academic year, it shall be considered in 

accordance with the procedures outlined in this document.  

a. The start date of the student’s enrolment for the current period of study will 

determine the academic year and respective version of these regulations that 

apply. 

b. Where it is unclear which regulations apply, OSCAR will provide clarification.  

5.10.2. The University reserves the right to make reasonable adjustments to the procedure 

in exceptional circumstances where it deems it necessary to best support a 

student. 

5.10.3. The University reserves the right to decline, suspend or discontinue an appeal 

made under the Academic Appeal Regulations in the event that legal proceedings 

are commenced and the claim is considered to concern wholly or in part the 

subject matter of the appeal.  

6. Procedure  

6.1. Stage 1: Initial Consideration (and Local Resolution) 

6.1.1. If a student is concerned about the outcome of an individual assessment or other 

academic decision, they should first raise it with their programme director (or their 

nominee) who will make all reasonable attempts resolve the issue. 

6.1.2. A student may request a Stage 1: Initial Consideration of their provisional marks at 

any time up to formal notification of the results confirmed by a Board of Examiners. 

6.1.3. Following the conclusion of the Initial Consideration, the programme director (or 

their nominee) will email the student to explain the outcome.  

6.1.4. If the student’s concerns remain unresolved, they may submit a request for a Stage 

2 Appeal Consideration by OSCAR.  
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6.2. Stage 2: Appeal Consideration  

6.2.1. Stage 2 Appeal Considerations are conducted by the OSCAR department.   

6.2.2. To make a stage 2 appeal, the student must submit the following to OSCAR 

[oscar@uca.ac.uk]: 

• Completed appeal form,  

• evidence, including any respective Stage 1 outcome. 

• a copy of the letter/email confirming the results (if applicable).  

6.2.3. A Stage 2 Appeal Consideration will only be accepted where the request is 

received no later than 12pm (midday) on the 10th working day following either the 

notification of the results from the Board of Examiners or the outcome of the Stage 

1 Initial Consideration (whichever is later). See above section 5.2 regarding the 

acceptance of late appeals. 

6.2.4. A Stage 2 Appeal Consideration cannot consider provisional marks. All marks are 

provisional until ratified by a Board of Examiners. Any appeal received by OSCAR 

that concerns the outcome of an assessment subject to board ratification will be 

placed on hold or returned until the results have been ratified.  

6.2.5. A Stage 2 Appeal Consideration may only be requested where one of the following 

criteria is met: 

a. Formal notification of the results has been issued by the Board of Examiners. 

b. The appeal concerns refused or rejected request for Mitigating Circumstances 

which has been made before the submission deadline.  

6.2.6. Once received, OSCAR will assign the appeal to a case officer. 

6.2.7. Exceptionally, the appeal case officer may decide that due to the complexities of 

the appeal it is not possible to reach a suitable and informed decision alone. In such 

instances, the case officer may refer the appeal for consideration by the Academic, 

Conduct and Experience (ACE) Review Board.  

6.2.8. Where it is determined there is a legitimate case for appeal, but it meets different 

grounds than the ones cited by the student, the case officer will consider the 

appeal against the grounds determined to be most relevant.  

6.2.9. The case officer will issue the outcome of the Stage 2 Appeal Consideration within 

10 working days. Where this may not be possible, the case officer will advise the 

student.  

6.2.10. If the student is not satisfied with the outcome of the Stage 2 Appeal 

Consideration, they may request a Stage 3 Appeal Review. 

  

mailto:oscar@uca.ac.uk
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6.3. Stage 3: Appeal Review 

6.3.1. Stage 3 Appeal Reviews are received and considered by the Academic, Conduct 

and Experience (ACE) Appeal Board (the Appeal Board).  

6.3.2. The appeal will only be accepted where the request is received no later than 12pm 

(midday) on the 10th working day following the notification of the Stage 2 

Consideration outcome.  

6.3.3. The purpose of Stage 3 is to review the evidence and conclusions reached by 

previous stages to determine whether the board would have made a similar or 

substantially different decision based on the evidence provided.  

6.3.4. A Stage 3 Appeal Review is not required to investigate or reinvestigate a case and 

therefore the board will not usually consider new evidence to substantiate the 

grounds of the appeal unless the following applies: 

a. The student is able to demonstrate why, for justifiable reasons, they did not 

present the relevant evidence earlier; and  

b. The evidence clarifies the circumstances of the appeal such that it is 

reasonable to consider a substantially different conclusion may have been 

determined. 

6.3.5. A Stage 3 Appeal Review will not consider any circumstances or grounds for 

appeal that were not previously disclosed or cited. 

6.3.6. The Stage 3 Appeal Review Board may make decisions regarding the outcome of 

the appeal based on the following determinations: 

a. That the decision made by the Stage 2 case officer was reasonable in all 

circumstances (appeal not-upheld). 

b. That based upon the evidence presented to the Stage 2 case officer, the 

board agree that they would have reached the same decision but believe there 

to be sufficient grounds to exercise their discretion in the reconsideration of 

the case (appeal part-upheld).  

c. That the decision made by the Stage 2 case officer was not reasonable based 

on the evidence provided (appeal upheld).  

d. That new permissible evidence has come to light since the Stage 2 

consideration leading to a different conclusion of the case (appeal upheld). 

The board may either do either of the following: 

i. If the case requires investigation, the case may be referred back to Stage 

2 for further consideration by the ACE Review Board; or  

ii. The board may exercise their discretion in the reconsideration of the case 

based upon the available evidence. 
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6.4. Completion of Procedures and Referral to the OIA 

6.4.1. A student who is dissatisfied with the outcome of their appeal, once the 

University’s internal appeal procedures are completed, may refer their case to the 

Office of the Independent Adjudicator for Higher Education (OIA).  

6.4.2. Where it is determined, at any stage of the appeals process, that the outcome 

represents the last point in the University’s internal procedures, the student will be 

eligible for a Completion of Procedures (CoP) letter, which will allow them to take 

their case to the OIA. Completion of procedures letters may be requested or will be 

issued as follows: 

a. A CoP letter will be issued in consequence of any Stage 3 decision other than 

one to return to the previous stage.  

b. A CoP will be issued in consequence of an appeal being dismissed at any 

stage where it has been determined to be vexatious.  

c. A CoP letter may be requested within 1 month of a student accepting the 

Stage 1 or Stage 2 outcome, or it had been otherwise reasonable for the 

University to believe the student’s compliance with any resolution indicated 

that they had accepted that outcome.  

d. A CoP letter may be requested within 1 month of an appeal being rejected at 

Stage 1 or 2 as out-of-time where the case had otherwise not been referred to 

Stage 3.  

6.4.3. A Completion of Procedures letter may only be issued by OSCAR with the approval 

of either the Head of OSCAR or the nominated OIA point of contact within UCA 

(usually the Student Affairs Manager).  

6.4.4. The OIA provides an independent scheme for the review of student complaints and 

appeals. The complaint must be submitted to the OIA within 12 months from the 

date of issue of the Completion of Procedures letter.  

6.4.5. Further details about the OIA can be obtained from the following website: 

http://www.oiahe.org.uk/ or by contacting the OIA at the following address:  

Office of the Independent Adjudicator for Higher Education  

Second Floor, Abbey Gate, 57-75 Kings Road, Reading, RG1 3AB  

Telephone: 0118 959 9813 / Email: enquiries@oiahe.org.uk  
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Appendix A: Academic and Regulatory Procedure Flowchart  
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Appendix B: Glossary of Terms 

Academic Judgement is a decision made about a matter where the opinion of an academic 

expert is essential. This includes judgements about marks awarded, research methodology, the 

adequacy of feedback, the content or outcomes of a course, and the material subject content of 

the unit, course, programme or award.  

Assessable Material is the content of any submitted work that can be marked and graded 

(assessed) which will that contribute towards the demonstration of your knowledge, 

understanding or skill at addressing the stated learning objectives of the assessment task.   

Assessment Component is an overarching assessment and will comprise of an assessment brief 

and at least one or more tasks. The component attracts an individual mark which contributes (or 

may be the equivalent to) an overall unit mark. A unit may comprise of more than one component. 

All components must be passed to pass a unit. 

Assessment Task is an assessable outcome which contributes in part or in entirety to an 

assessment component. A component may consist of multiple tasks. Individual tasks do not 

attract individual marks but are assessed holistically as a component.  

Board of Examiners are the main decision-making body for student progression, award and 

classification decisions. For most undergraduate and postgraduate taught courses at UCA, the 

main meeting of the Boards of Examiners take place at the conclusion of the level of study. A 

resit board is held following the conclusion of a resit period. The Boards of Examiners ratify 

marks based upon evidence that assessments have been conducted, internally and externally 

verified in accordance with the University’s assessment regulations. Therefore, all marks are 

considered provisional until ratified by a Board of Examiners.   

Completion of Procedures (CoP) Letters are issued by the University when all opportunities for 

your case to be considered or appealed against in accordance with the regulations have been 

exhausted. When you are issued a CoP letter, it will enable you to pursue your case further with 

the Office for the Independent Adjudicator for Higher Education (OIA). 

Contemporaneous effects are circumstances that occurred at the same time or that 

subsequently effected your assessment. Any mitigating circumstances must have had a 

demonstratable impact upon the assessment performance you are appealing and explain why 

(for justifiable reasons) they were not disclosed sooner; or that a procedure or administrative 

error must have affected the consideration of your assessment performance, the reporting and 

recording of marks, or the Board of Examiners consideration of your profile at the time of the 

event. 

Mitigating circumstances, sometimes also known as extenuating circumstances, are those 

events which have had a detrimental effect on your study to the point that it is in your interest to 

draw the University’s attention to them and ask for them to be considered in mitigation of poor 

performance. Such circumstances include (but are not limited to) illness, both bodily and 

emotional; the severe illness or death of a close family member; a shocking or traumatic personal 

experience. In addition, sudden, unexpected changes in family circumstances might affect your 
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ability to make academic progress as a consequence of their demonstrable emotional impact 

upon you and may also be considered as mitigation. 

Not upheld means the appeal has been investigated but here is no evidence to support the 

grounds upon which the appeal was made.  

Partially upheld means the appeal has been investigated and is found that either some but not all 

of the elements of the appeal have been substantiated or have been supported at the discretion 

of the respective case officer(s).  

Rejected means that your appeal has been deemed to not fall within the grounds outlined in 

section 3 or has been submitted outside of the deadline and where no evidence was submitted to 

support a valid reason for submitting outside that deadline.  

Upheld means that the appeal has been investigated and it is found that the grounds upon which 

the appeal has been fully substantiated.  


