





CONFIDENTIAL

ASSESSMENT APPEAL FORM - SCA1/AA – PART A (for students & college use)

The information on this form is CONFIDENTIAL.  Please submit the form to the School Office and keep a copy

	1.
	Student Details


	OFFICE USE ONLY



                                              Initials/date

	
	Full Name:           _________________________________

& Address           _________________________________
	1.     School Office                             Received

	_____________

	
	                             _________________________________

                             _________________________________
	Attach copy of extenuating circumstances form and exam board minutes.

Forward to HoC immediately
	​_____________

_____________

	
	                             _________________________________                    

                             _________________________________

Course:                _________________________________
	Copy for University Secretary

                Dean

                Other (e.g. SU)

                School Office file
	_____________

_____________

_____________

_____________

	
	Year:

_________________________________​

Tutor:

_________________________________

If this is a group appeal, who is the spokesperson?
	2. College Office                          Received

To be investigated by:
   ________________

…who was informed on:    ________________
	_____________

	
	                             _________________________________

You are advised to contact SU for advice at the earliest opportunity on 020 7514 6270.
	3. Head of College Recommendation:

To allow re-assessment

Not to allow re-assessment

To strike out appeal 

Copy of letter to student to be sent to US
	Tick box

	2.
	I wish to lodge an appeal in respect of the following Examination Board decision: -

Course:

       __________________________ Subject:______________________________

Grade (if known yet):  _________________________________________

Please note that appeals can be made prior to publication of results

	3.
	Advice received from SU                Yes/No     Date: _________________
Time:
__________________

Can this form be copied to SU?
     Yes/No



	4.
	Reasons for Appeal (please indicate a and/or b)

a) Extenuating circumstances not made known to the Exam Board


i) Brief description: ________________________________________________________

_________________________________________________________________________



ii) Why not made known:
____________________________________________________


_________________________________________________________________________

b) Material irregularity

               Description: _______________________________________________________________


_________________________________________________________________________


_________________________________________________________________________

If my appeal is to be considered at the UAC, please send me all documentation to which the Committee will have access at the appeal at least a week prior to my hearing. This is so that I am not disadvantaged during the process and can fully prepare. This includes the investigative communication, the investigating officer’s report and relevant sections of Examination Board minutes (Academic Affairs Handbook Chp 6, S5(4)(b)). Please also inform me of the complete record of the UAC in relation to my appeal (S6(4)). Failure to do so could amount to unfair practices and, therefore, may be grounds for Exceptional Scrutiny (S8(1)). In the event that my appeal is struck out, please send me all relevant documentation (as above) to provide clarity on why such a decision has been made. Please also send the above information to the Students’ Union Advice Service.

Signed:
______________________________________________
Date:
 ________________________
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