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Reduced the timeframe to ensure
that academic appeals are
considered as soon as possible
after examination results are
published. The change was from
10 teaching days in the following
semester to 10 business days
from publication of examination
results. The change was approved
by the Board of Trustees (BoT).

The change was made to align

appeals procedures with the 22 May 2022

online petition system. The
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requirement on confidentiality of
dealing with academic appeals
was added. The change was
approved by the University
Academic Board (UAB).
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1. Purpose

The purpose of Academic Appeals Procedures is:
e to ensure that each student in the University is treated with fairness.

e to provide guidelines on the criteria and circumstances in which a student may appeal

against marks or grades

2. Definitions & Terminology

acade a request by a student for a review of a decision on the
mic mark or final grade awarded at assessment (e.g.
appeal examination, coursework, assignment,)

any serious, personal unforeseen issues that affect a student
mitigating in his/her studies, such as illness or recent death of a close
circumstan family member.
ces

3. Grounds for Appeal against Marks or Grades

3.1 The University follows a ‘fit-to-sit’ policy. By attending an examination or submitting an
assignment or piece of coursework, a student declares themselves it to sit’. Students
cannot then submit a claim for mitigating circumstances for poor performance after
completing the examination or submitting work for assessment.

3.2 Appeals made on the basis of a long-term or short-term condition or circumstances that
are ongoing (for example anxiety, depression or related to a disability) will not be accepted
as valid grounds for appeal after the student has completed the assessment task.

3.3 These procedures may not be used to challenge the academic judgement of the
examiner. Complaints against the marks given for an examination, assignment or
assessed piece of work will not be accepted under any circumstances.

3.4 A student may have grounds for appeal if there is evidence of one or more of the following:
A. Procedural error

There is evidence that a procedural error has occurred, such as:
e a mistake in the calculation, transfer or input of marks; or
e anirregularity in the assessment procedure (for example, a substantial difference
between the information provided in the assessment brief or course syllabus and
of the actual conduct of the assessment/assessment)

The student must provide:
i) evidence (where possible) of an irregularity or error

and

ii) an explanation of his/her claim, including a description of the error identified.

B. Mitigating circumstances

The student was personally affected by unforeseen and unpreventable issues (see
paragraph 3.3). The student must, before leaving the examination room, provide:
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i) evidence which is acceptable to the relevant College
Assessment Review Committee of the circumstances which they
claim affected their performance and

ii) an explanation of why he/she were unable to inform the
University of the circumstances BEFORE the assessment
date.

C. Prejudice or Bias

There is evidence of prejudice, bias or lack of proper assessment on the part of
the examiners, or that the examiner’s judgement was not objectively applied. The
student must provide

i) evidence of the circumstances which they claim affected their studies,

and

i) explanation, which is acceptable to the relevant College Assessment
Review Committee, of why they were unable to inform the University
of the circumstances BEFORE the assessment date.

NOTE: These procedures may not be used to challenge academic judgement or
decision. However, it should be noted that all students of the University have the right
of appeal and the University will take steps to ensure that they are protected against
punitive action by any member of staff following a complaint or academic appeal.
Punitive action against a student following an academic appeal or complaint
constitutes gross misconduct and will be addressed following procedures laid down in
the University’s Human Resources Manual. All academic appeals to the University
must be submitted through the online petition system and shall be treated with utmost
confidentiality.

4. Procedures

4.1

Stage 1

Stage 2

If a student believes that one or more of the above grounds applies:

S/he should, within 10 business days of receiving the official results,
speak directly to his/her instructor, explaining which of the above
grounds applies and provide any available supporting evidence.
Students have the right to appeal their final exam mark within 10
business days of publication of the examination results. The respective
Head of Department will investigate the case and normally respond
within 5 business days. If the student is unsatisfied with the outcome,
s/he may, within 5 business days of receiving the response, submit an
appeal to the Dean / CLFS Director (Stage 2)

The Dean / CLFS Director will refer the matter to the relevant College
Assessment Review Committee for review. The student will be
informed of the Committee’s decision within 5 University business
days.

If the appeal is upheld on the grounds of a procedural error, the
Dean/CLFS Director will also, within 5 business days, inform the
Admissions and Registration Department of any grade change.
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If the Stage 2 appeal is not upheld, the case will be closed. There is no

further opportunity for appeal.

If the student believes that the University has not correctly

Appeal
followed these procedures, s/he may submit an appeal with any
relevant evidence to the office of Deputy Vice Chancellor for
Academic Affairs and Research / Vice Chancellor.
ASU FORMS & TEMPLATES
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( The matter is resolved < [
File closed / Student speaks directly with the instructor within 10 business days.
If there is no resolution, the respective Head of Department will investigate the —
( matter and inform the student of the outcome within 5 business
The matter is not resolved to the days. Stage 1
, 7 . <
r student’s satisfaction
J J

Student may submit a Stage 2 appeal for a further review by

The Dean or CLFS Director will refer the matter to College Dean/CLFS Director within 5 business days of receiving P

the College Assessment and Review Committee

File closed for review, implement the decision and inform the feedback from the instructor.
the student of the result [ Stage 2

/ If the office of Deputy Vice Chancellor for Academic Affairs If the student believes
and Research/ Vice Chancellor fmc!s that the review did npt The office of Deputy Vice that the University has

followthese procedures, he will write tpthe Deanrequesting |<= Chancellor for Academic not followed its

that the case bereconsidered. Affairs and Research /Vice procedures, the
f j Chancellor will review the student may submit an

File closed. No brocesses rfocesst(:]s _fo:lo(;/vectl a?fh < appeal to the office of [ | Appeal
further actionwill / ) |fn E.rm € ZLc]i entotthe Deputy Vice Chancellor
be taken Indings and decision for Academic Affairs
If the office of Deputy Vice Chancellor for Academic Affairs and Research /Vice
< and Research / Vice Chancellor finds no irregularity in the Chancellor.
J review process, no further action will betaken. / /
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