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1. Introduction 
1.1 This document outlines how UCFB|GIS responds to appeals against decisions 

made by officers in the delivery of higher education and reflects the 
requirements of UEL and BNU in respect of the awards validated by those 
universities.  

1.2 The activity referred to in this document relates to all students registered with 
UCFB and GIS. 

1.3 Full details of the process relating to appeals by our validating partners 
Buckinghamshire New University (“BNU”) or the University of East London 
(“UEL”) are available at their relevant websites. 

1.4 Students will not be disadvantaged because of the making of an academic 
appeal in good faith under this Policy and Procedure.  

2. Definitions  
2.1 In this Policy the following definition applies: 

2.1.1 Appeal: a request for a review of a decision of an academic body charged 
with making decisions on student progress, assessment and awards.” 
(based on The Good Practice Framework, OIAHE, 2016)   

An appeal relates to the outcome of an assessment or examination, a 
decision made by a panel e.g extenuating circumstances, misconduct, 
disciplinary, or a student’s progression. This may include a request to 
change marks, progression decisions, penalties or sanctions, or final 
award classifications. An appeal may be the process to request a review 
of a decision made e.g. extenuating/mitigating circumstances. 

2.2 This is different from the Complaints Policy which provides a means for 
resolving specific problems or areas of concern which students or others may 
have relating to the teaching provision or UCFB|GIS services more generally. 
Students who have a student complaint must bring that complaint under 
UCFB’s Complaints policy.  For information on this, please see the UCFB 
Complaints Policy. 

2.3 A reference to any post holder within UCFB|GIS in this Policy should also be 
taken as referring to any person (including any external party) to whom the 
responsibilities of that role may have been delegated. 

2.4 A reference to this/the Policy refers to this document. 

3. Scope  
3.1 This Policy applies to all students currently registered and studying at UCFB|GIS, 

both at Undergraduate or Postgraduate level, and attending any UFCB|GIS 
campus or via distance learning including those on interruption or suspension 
of studies or those who have been withdrawn or terminated their studies for 
any other reason or completed their studies as long as they have invoked this 
procedure within 10 working days of notification of the relevant decision. 

https://www.bucks.ac.uk/current-students/registry-helpdesk-and-academic-advice/results
https://www.uel.ac.uk/about/governance/manual-general-regulations/academic-general-regulations-2022-23
https://www.ucfb.ac.uk/about-ucfb/ucfb-policies-and-documentation/university-of-east-london-policies/
https://www.ucfb.ac.uk/about-ucfb/ucfb-policies-and-documentation/university-of-east-london-policies/
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3.2 However, as set out below the specific academic appeals process which will 
apply to a particular student will depend on whether they are registered for an 
award validated by Buckinghamshire New University (BNU) or the University of 
East London (UEL). Specific details are outlined further in this document.  

3.3 This Policy reflects the detailed procedures of the UEL general regulations, and 
also BNU expectations. as applicable to UCFB|GIS students.  

3.4 The UCFB Academic Quality Team can advise on the application and processing 
of any appeal at: quality@ucfb.com 

3.5 This Policy is not available to prospective students (i.e. those at application 
stage). Refer to the UCFB Admissions policy for details of the relevant 
Admissions Appeal Policy. 

3.6 A student is entitled to be accompanied and supported by a member of 
UCFB|GIS through the academic appeals procedure applicable to them 
including any attendance at meetings. Only in exceptional circumstances and 
by prior agreement may a student be accompanied by someone external to 
UCFB|GIS. The role of the person supporting is to offer advice and not to formally 
represent the student or act as advocate unless specifically agreed as a 
reasonable adjustment under paragraph 4.  

3.7 An appeal should only be raised in relation to the most recent academic, 
extenuating circumstances or progression decision relating to a student and 
appeals cannot be backdated to a previous event.    

4. Equality Issues and Reasonable Adjustments. 
4.1 This Policy is neutral in terms of equality-related issues.  

4.2 This Policy is intended to be clear, transparent accessible and fair to all parties. 
UFCB|GIS will ensure any students who have protected characteristics under 
the Equality Act 2010 are not treated less favourably when accessing the 
applicable academic appeals procedure for that student. 

4.3 Students may raise issues which may also be covered by different UCFB|GIS 
policies. UCFB|GIS have discretion to decide how to progress matters in the best 
interests of all parties including deciding which matter and procedure should 
take precedence or whether interlinked matters can be considered under one 
or more of its policies.   

4.4 In the case of a student with additional needs, reasonable adjustments can be 
made in order to avoid them being treated less favourably. This may include 
holding meetings remotely. Any student who wishes to a seek reasonable 
adjustments should discuss their needs with UCFB|GIS and it will seek to refer 
the student to appropriate support or put in place appropriate adjustments.     

5. Appeals made by a third party on behalf of a student  
5.1 UCFB|GIS would always encourage a student who wishes to make an appeal to 

do so directly with UCFB|GIS. UCFB|GIS cannot accept appeals made by a third 
party on behalf of a student unless a signed statement/consent is provided by 

https://www.uel.ac.uk/about/governance/manual-general-regulations
https://www.bucks.ac.uk/current-students/registry-helpdesk-and-academic-advice/resolving-problems
mailto:quality@ucfb.com
https://www.ucfb.ac.uk/about-ucfb/ucfb-policies-and-documentation/university-of-east-london-policies/


Page 4 of 9 
 

the Student along with the appeal. This includes appeals made by a parent, 
spouse, guardian, or partner of a student. 

5.2 UCFB|GIS will not accept an appeal made by a third party on behalf of a student 
where the student has already made an appeal in relation to the same issues or 
subject matter.  

6. Grounds for appeal  
6.1 Appeals can be raised in relation to procedural irregularity. Appellants may not 

challenge the academic judgement of examiners and others who have a 
decision on the quality of the assessment/assignment itself or the criteria 
applied to mark the work. Appeals made on this basis will be rejected.  

6.2 Judgements about degree classifications, assessment outcomes leading to 
progression opportunities, or disappointment in marks/grades received are not 
eligible for appeal. Appeals made on this basis will be rejected. 

6.3 A procedural irregularity is a failure to follow the process or rules in place or 
where the decision has been made on an error of fact. Examples include: 
assessed work not properly assessed in accordance with the regulations; 
mathematical error in recording marks; work not assessed by the approved 
examiner; a decision maker did not follow the regulations or procedures or any 
body was not properly constituted; risk of prejudice or bias on the part of a 
decision maker.   

6.4 There are limited grounds on which an appeal will be considered, which are any 
of the following: 

6.4.1 Evidence that the extenuating circumstances were so severe as to have 
prevented the student from making an informed decision at the time 
regarding an attempt of an assessment or application for extenuation. 

6.4.1.1 If appealing under this ground, the following must be provided: 

• New information that has not previously been considered by 
the Board. 

• Reason and evidence to explain why the student’s 
performance may have been adversely affected by factors 
evidenced in the information submitted. 

• Reason and evidence to explain why the student was unable 
to submit this information prior to the Board reaching its 
original decision. 

6.4.2 Evidence of a significant administrative error on the part of the University 
or in the conduct of the assessment/examination and that this 
accounted for your performance. 

6.4.3 Assessments had not been conducted in accordance with the approved 
regulations for the course of study. 
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6.4.4 Other material irregularity had occurred in the procedures of the 
Extenuating Circumstances Officer, the Assessment Board and/or the 
Board of Examiners 

6.5 All formal appeals submitted in relation to the above must be supported by 
validated and objective evidence. Evidence must be factual and specific in 
supporting the grounds of the appeal. 

7. Appeals Process for students studying for an award of 
Buckinghamshire New University (BNU):  

7.1 BNU appeals follow a 3-stage process: 

• Stage 1: Early Resolution 
• Stage 2: Formal Academic Appeal 
• Stage 3: Review   

7.2 Full details of the BNU process, the grounds for an appeal, the evidence required 
from a student and the procedural stages and what is involved  can be found 
with the BNU Academic Appeals Procedure at the relevant BNU webpages. 

7.3 Stage 1: Informal/Early Resolution 

7.3.1 Where a student has grounds for concern, their initial approach should 
be to consult with a Course Leader or relevant member of the UCFB|GIS 
Community.  

7.3.2 The student should raise their concerns within ten working days of 
being notified of the assessment / Board outcome.   

7.3.3 A conversation between the student and UCFB|GIS colleague should 
seek to clarify the assessment / Board outcome in detail so that the 
student can gain a full understanding of the decision/assignment mark 
and marking criteria if appropriate.  

7.3.4 The academic should make a written note of matters discussed that can 
be subsequently shared and agreed with the student.   

7.3.5 It is anticipated that many issues will be resolved at early resolution. 
However, students who remain dissatisfied with the outcome at early 
resolution may proceed to the formal appeal stages, subject to the 
eligibility of grounds to appeal as outlined in section 5 above.  

7.4 Stage 2: Formal Academic Appeal 

7.4.1 A student wishing to proceed to the formal stage must complete the 
BNU ‘Notice of formal academic appeal” form, and submit it to 
appeals@bnu.ac.uk within ten working days of being notified of the 
conclusion of the Stage 1: Informal/Early Resolution. 

7.4.2 UCFB|GIS Resolutions Officer can be contacted for any guidance on the 
process, however the appeal form must be received by the BNU team 
within ten working days timeframe regardless of any ongoing 
communication with UCFB|GIS colleagues. 

7.4.3 The Notice of formal academic appeal form must be sent along with: 

https://www.bucks.ac.uk/current-students/registry-helpdesk-and-academic-advice/results
https://www.bucks.ac.uk/current-students/registry-helpdesk-and-academic-advice/results
mailto:appeals@bnu.ac.uk
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• Copy of the decision notification that they are appealing against 
• Information about the early resolution stage – who the student 

spoke to and what the outcome was  
• All relevant evidence to support the appeal  

7.4.4 At any point during the formal process where it proves possible to come 
to a resolution, formal proceedings will cease, the appeal will proceed no 
further and will be closed.  

7.4.5 On completion of the BNU process, the student will be notified of the 
outcome of the Formal Appeals process from BNU Registry team 

7.4.6 Students who remain dissatisfied with the outcome of the Formal 
Appeal stage may request a Review of the Formal Appeal, subject to the 
following grounds: 

• The procedures during the formal stage were not followed properly 
• The outcome was not reasonable given the circumstances 

presented 
• There is new evidence which was unable, for valid reasons, to be 

provided earlier in the process and which would have had a 
significant (‘material’) effect on the decision. 

7.5 Stage 3: Review   

7.5.1 A Review of Formal Appeal must be commenced by completing the 
“Request for Review Academic Appeal” form and submitting it to 
appeals@bnu.ac.uk within ten working days of being notified of the 
conclusion of the Stage 2: Formal Appeal stage. 

7.5.2 BNU expects that Reviews of Formal Appeals will be completed within 
ten working days of receipt of request. 

7.6 Office for the Independent Adjudicator (OIA) 

7.6.1 If an appellant is still unhappy with the outcome after the University’s 
internal procedures have been completed, they may raise their 
appeal/case to the Office of the Independent Adjudicator for Higher 
Education (OIA).  

7.6.2 Any complaint to the OIA must be submitted within 12 months of the 
Completion of Procedures (CoP) letter being received by the student. The 
OIA will not usually review complaints which have not been considered 
by the University. 

7.6.3 The Office of the Independent Adjudicator for Higher Education may be 
contacted via:  

Tel: 0118 959 9813  

Email: enquiries@oiahe.org  

Website: www.oiahe.org.uk/students/  

Postal address: Office of the Independent Adjudicator Second Floor 
Abbey Gate 57-75 Kings Road Reading RG1 3AB 

https://www.bucks.ac.uk/current-students/registry-helpdesk-and-academic-advice/results
mailto:appeals@bnu.ac.uk
mailto:enquiries@oiahe.org
http://www.oiahe.org.uk/students/
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8. Appeals Process for students studying for an award of 
University of East London (UEL):  

8.1 UEL appeals follow a 2-stage process: 

• Stage 1: Local Review 
• Stage 2: Panel Review  

8.2 All stages of the UEL Appeals process are undertaken by UEL teams. However, 
UCFB|GIS students may seek guidance and clarification from UCFB colleagues, 
including the Resolutions Officer. 

8.3 Where there is a possibility of an incorrect assignment grade being recorded on 
UEL systems, please raise this directly with quality@ucfb.com within five 
working days of the publication of relevant assessment results via UEL Direct. 
This timeframe will allow for amendment of the student record at UEL. 

8.4 Full details of the UEL process , the grounds for an appeal, the evidence required 
from a student and the procedural stages and what is involved  can be found 
with the UEL Academic Appeals Procedure which can be found in the relevant 
UEL regulations (Part 7) and at the relevant UEL webpages. 

8.5 Stage 1: Local Review 

8.5.1 If a student wishes to appeal against a decision or recommendation of 
an Assessment Board, they should complete and submit the UEL online 
student appeals form. The form should be completed within ten 
working days of the publication of relevant assessment results via UEL 
Direct.  

8.5.2 Once completed the form will be sent to the Complaints & Appeals team  

8.5.3 Additional documentation/evidence in support of your appeal can be 
sent by email to appeals@uel.ac.uk  

8.5.4 UEL will respond directly with the student within five working days of 
receiving Stage One application  

8.5.5 Should an appeal be accepted for consideration, it will be forwarded to 
the Chair for consideration, where they have 10 working days to arrange 
a conciliation meeting with the student.  

8.5.6 The outcome is then decided by the Chair, and the Appeals team will 
inform the student of this outcome via email. 

8.6 Stage 2: Panel Review  

8.6.1 A student can make a request for the Appeal to be considered at a Panel 
Review. A request for a review may be on limited grounds, including but 
not confined to: 

• a consideration of whether the outcome was reasonable in all the 
circumstances 

• new material evidence which the student was unable, for valid 
reasons, to provide earlier in the process 

mailto:quality@ucfb.com
https://www.uel.ac.uk/about/governance/manual-general-regulations
https://www.uel.ac.uk/about/governance/student-appeals
https://www.uel.ac.uk/about/governance/student-appeals
mailto:appeals@uel.ac.uk
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8.6.2 The student will notify the UEL Complaints and Appeal Team in writing, 
within five working days of the receipt of the decision from the Chair of 
the Assessment board. 

8.6.3 The UEL Complaints and Appeal Team will consider the request for a 
review, and where eligible, instigating an independent review panel to 
meet normally within 30 working days of the decision to allow an 
appeal.   

8.6.4 The student will be invited by UEL to attend and appear before the 
Appeals Panel. The student may be accompanied by friend who is a 
registered UEL student, but not a paid legal representative. 

8.6.5 If the grounds for appeal are not met, or the academic appeal is not 
upheld, the outcome of the review will be communicated to the student 
in writing by issuing a Completion of Procedures (CoP) letter as soon as 
possible and within 28 days of the receipt of the request for a review.  

8.7 Office for the Independent Adjudicator (OIA) 

8.7.1 If an appellant is still unhappy with the outcome after the University’s 
internal procedures have been completed, they may raise their 
appeal/case to the Office of the Independent Adjudicator for Higher 
Education (OIA).  

8.7.2 Any complaint to the OIA must be submitted within 12 months of the 
Completion of Procedures (CoP) letter being received by the student. The 
OIA will not usually review complaints which have not been considered 
by the University. 

8.7.3 The Office of the Independent Adjudicator for Higher Education may be 
contacted via:  

Tel: 0118 959 9813  

Email: enquiries@oiahe.org  

Website: www.oiahe.org.uk/students/  

Postal address: Office of the Independent Adjudicator Second Floor 
Abbey Gate 57-75 Kings Road Reading RG1 3AB 

9. Reporting and Monitoring  
9.1 Records will be maintained of all appeals that are submitted for monitoring and 

improvement. An annual report will be prepared for the Education and Student 
Experience Committee and Academic Board. This will detail any potential areas 
for enhancement, including relevant action points. The annual report will also 
be shared with the relevant validating body. 

10. Behaviour during the Appeals Process 
10.1 UCFB|GIS has zero tolerance towards those whose behaviour is considered to 

be unacceptable and inconsistent with its Code of Conduct and Disciplinary 
Policies, and will take action in this respect. Unacceptable behaviour includes 

mailto:appeals@uel.ac.uk
mailto:enquiries@oiahe.org
http://www.oiahe.org.uk/students/
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communicating with UCFB|GIS in an unreasonably demanding, malicious, 
vexatious or aggressive manner for example:  

• Making frivolous claims, or multiple claims regarding the same subject. 
• Acting with unreasonable persistence or in a harassing or threatening 

manner either verbally, through an e-mail or by letter. 
• Making claims that are knowingly false, malicious or unfounded or 

unreasonable. 

10.2 If the behaviour of any staff or student is unacceptable, UCFB|GIS will normally 
tell them why their behaviour is considered unacceptable and give them an 
opportunity to amend it. If the behaviour continues, UCFB|GIS reserves the right 
to place restrictions on the conduct of a party or their representative and/or will 
take action as defined in the UCFB|GIS Code of Conduct and Disciplinary 
Policies. 

11. Updates 
11.1 This Policy will be reviewed and updated by UCFB|GIS on a regular basis as 

directed by our Policy review schedule. 

 

https://www.ucfb.ac.uk/about-ucfb/ucfb-policies-and-documentation/university-of-east-london-policies/
https://www.ucfb.ac.uk/about-ucfb/ucfb-policies-and-documentation/university-of-east-london-policies/

	1. Introduction
	2. Definitions
	3. Scope
	4. Equality Issues and Reasonable Adjustments.
	5. Appeals made by a third party on behalf of a student
	5.1 UCFB|GIS would always encourage a student who wishes to make an appeal to do so directly with UCFB|GIS. UCFB|GIS cannot accept appeals made by a third party on behalf of a student unless a signed statement/consent is provided by the Student along ...
	5.2 UCFB|GIS will not accept an appeal made by a third party on behalf of a student where the student has already made an appeal in relation to the same issues or subject matter.

	6. Grounds for appeal
	7. Appeals Process for students studying for an award of Buckinghamshire New University (BNU):
	8. Appeals Process for students studying for an award of University of East London (UEL):
	9. Reporting and Monitoring
	10. Behaviour during the Appeals Process
	11. Updates

