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APPEALS PROCEDURE   

This procedure should be read in conjunction with the Appeals Policy. 

 

1 Step 1 – Early resolution 

1.1 Before deciding whether to lodge a formal appeal, students are strongly encouraged 

to discuss their concerns with a relevant member of staff. Early, informal discussion 

often leads to a student better understanding why a certain decision was reached 

and/or whether their concern(s) has valid grounds upon which to make an appeal. 

 

1.2 Where a student is dissatisfied with the decision of an assessment board, they are 

strongly advised to talk to their Course Team or Personal Tutor.  

 

1.3 Where a student is dissatisfied with the outcome received from another University 

decision-making body, they are strongly advised to talk to a member of the FXU 

Students’ Union.  

 

2 Step 2 – Formal appeal 

2.1 If the student is unable to resolve their concern through early discussion and guidance, 

the student may make a formal appeal using the standard form, which must be 

submitted to Quality Assurance & Enhancement (QAE) along with supporting 

evidence. 

 

2.2 Receipt of an appeal submitted to QAE will be acknowledged within five (5) working 

days. 

 

2.3 Initial Screening Panel 

2.3.1 All appeals will be considered by an Initial Screening Panel. The purpose of the Panel is 

to  determine whether there is sufficient credence/evidence for the appeal to progress 

to the Appeals Board.  

 

2.3.2 Where the Initial Screening Panel determines that the appeal is based on a proven 

administrative error (e.g. an incorrectly entered assessment mark), the Panel may 

expedite the outcome at this stage. 

 

2.3.3 The Initial Screening Panel shall comprise: 

 

 four senior academic staff 

 one  QAE Officer  

 

 The Initial Screening Panel will normally take place within ten (10) weeks of the applicable 

appeal deadline. 
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2.3.4 The appellant will be notified of the outcome of the Initial Screening Panel within ten 

(10) working days of its convening. The decision of the Initial Screening Panel is either: 

 

 that the appeal warrants further scrutiny and shall be referred to the Appeals 

Board; 

 the appeal is against a proven administrative error and will be rectified with 

immediate effect; or 

 a persuasive case has not been made for the appeal to proceed and the case shall 

not be referred to the Appeals Board and the appeal will be rejected.  

 

2.3.6 Where the appeal warrants further scrutiny, the appellant will be informed of the date 

of the next meeting of the Appeals Board at which their appeal will be considered. 

Where the appeal is rejected, the appellant will be informed of the reason(s) for this 

decision in the outcome letter.  

 

2.4 Appeals Board 

2.4.1 The purpose of the Appeals Board is to determine whether an appeal should be 

upheld and, in such cases, what the revised outcome should be. 

 

2.4.2 The Appeals Board is a delegated authority of the University’s Academic Board and is 

authorised to make decisions on behalf of an Assessment Board and/or other 

University decision-making body. 

 

2.4.3 The membership of the Appeals Board shall comprise: 

 

 Deputy Vice-Chancellor (or nominee), who shall act as Chair  

 Registrar & Director of Student Administration (or nominee) 

 three Directors of Department (or nominees) 

 FXU Students’ Union President (or nominee) 

 Head of QAE (or nominee), who shall act as Secretary. 

 

Quorum for the Appeals Board shall be the Chair, Secretary, the Registrar & Director of 

Student Administration (or nominee), and two Directors of Department. Staff who 

were involved in either the original decision-making process or the Initial Screening 

Panel considering the appeal cannot be included in the membership of the Appeals 

Board.   

 

2.4.4 The Secretary shall provide the Appeals Board with relevant documents which will 

include: 

 

 the appeal from the student  with any supporting evidence; 

 appropriate and relevant regulations, policies and procedures; 

 minutes of the relevant decision-making body (if appropriate); 

 copies of any other written information considered as relevant; 

 a copy of these procedures. 
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The appellant will be provided with copies of the information that is to be presented 

the Board, prior to its meeting. 

 

2.4.5 The Appeals Board’s decision in each case shall be either:  

 

 that the appeal is upheld , in which case it shall review the decision of the 

Assessment Board or original decision-making body in the light of those grounds; 

or 

 that no grounds for appeal have been established in which case the appeal shall be 

rejected. 

 

2.4.6 The Appeals Board shall normally meet within six (6) weeks of appeals being 

progressed to Step 2 of this procedure.   

 

2.4.6 The Secretary shall inform the appellant of the Appeals Board’s decision (with reasons) 

in an outcome letter within five (5) working days of the meeting. 

 

3 Step 3 – Review 

3.1 A student may request a review of the procedure undertaken at Step 2.  

The grounds for requesting a review are: 

 

 a material irregularity in the conduct of Step 2 of the Appeals Procedure (for 

example; where an Appeals Board was not quorate); or 

 where material new evidence has become available since the commencement of 

Step 2 that the appellant was unable, for valid reasons, to provide by the original 

appeals deadline. 

 

Students should make their request for a review by completion a Review Request 

Form, to be submitted to Quality Assurance & Enhancement. 

 

3.2 A student can expect to receive an acknowledgement of receipt of the request within 

five (5) working days. It is normally expected that the review will be completed and a 

response sent within twenty (20) working days. However, this period may need to be 

extended in University vacations and/or depending on the nature and complexity of 

the review required. 

 

3.3 Step 3 must be invoked within ten (10) working days of the completion of Step 2.  

 

4 Completion of Procedures letter 

4.1 The response from Quality Assurance & Enhancement following the completion of 

Step 3 will be the conclusion of the University’s internal processes and the student will 

be issued with a Completion of Procedures letter. 
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5 The Office of the Independent Adjudicator for Higher Education (OIA)  

5.1 If, after using the appeals procedure, the student believes the University’s response is 

not satisfactory, they can refer their appeal to the Office of the Independent 

Adjudicator for Higher Education (OIA), following receipt of a Completion of 

Procedures letter. 

 

5.2 The OIA provides an independent scheme for the review of student appeals 

5.3 Students must first follow all of the University’s internal appeals procedures (described 

above) before submitting any appeal to the OIA. Once they have exhausted these 

procedures, the University will issue a “Completion of Procedures” letter. Students 

must apply to the OIA within twelve (12) months of the issue of this letter. 

 

5.4 Further details can be found on the OIA website at www.oiahe.org.uk.  The OIA’s 

contact details are: Office of the Independent Adjudicator, Second Floor, Abbey Gate, 

57 – 75 Kings Road, Reading RG1 3AB, Tel: 0118 959 9813 Email: 

enquiries@oiahe.org.uk. 

http://www.oiahe.org.uk/
mailto:enquiries@oiahe.org.uk

