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Appeal Form for Appeals against Assessment Decisions
Important: Before completing this form, please take a few moments to check that it is the right route for your request. 
Please check that you have: 
☐ Read the University appeals policy and procedure.
☐ You are seeking to appeal against an academic decision (for example progression or assessment).
If you are wishing to make an appeal against a visa compliance review outcome or Student Financial Regulations outcome, you will need to use the Appeal form: visa compliance review & Student Financial Regulations. 
☐ Sought appropriate advice or support.
You may wish to contact the Student Hub, Student Funding Advice Team, Wellbeing and/or Welfare team, or the Students Union. 
☐ Have evidence to support your appeal ready to submit with your appeal form.
Section 13.10 of the Exceptional Circumstances Policy details suitable types of evidence that could be used for different scenarios. Supporting evidence should be provided in English. Where the original document is in another language, you must provide both the original document and a translation into English. You may provide your own translation. The University will check the accuracy of your translation. Please note appeals without evidence are unlikely to be upheld.
Need help completing this form? 
If you would like support, please contact Student Casework (casework@yorksj.ac.uk). We can explain the process and help you complete the form, although we cannot advise you on what to write. 

Part A
Personal details
	Personal Information
	Your Details

	Student name:
	

	Preferred pronouns:
	

	Student number:
	

	School:
	

	Full programme title:
	

	Are you an International Student Visa Holder? * Yes/No
	Choose an item.

	Level of programme (3 / 4 / 5 / 6 / 7 / 8):

	Choose your level of programme
	Email address (used for correspondence):

	


* The immigration status of sponsored students on a Student Visa will be affected by an enforced withdrawal of enrolment; the change of circumstance will be reported to UK Visas and Immigration (UKVI). The report to UKVI will not be withdrawn just because a student has submitted an appeal. The report to UKVI will only be withdrawn if the appeal is successful and the student is permitted to return to the programme.
Reasonable adjustments
Please only complete this section if you have had confirmation of reasonable adjustments but there has been a delay in putting these in place. 
	Adjustment Detail
	Your Response

	If you believe your reasonable adjustments have not been put in place in a timely way, please detail the date you had your reasonable adjustments confirmed:
	Date (DD/MM/YYYY)
	Please detail the last person you had correspondence with regarding your reasonable adjustments:
	Enter name

	Please detail the module(s) and component(s) that have been impacted: 
	



If you have completed this section, you do not need to complete section 3 of the form. Please skip to section 4.

Details of the appeal
	Decision Information
	Your Response

	Decision type: 
	Choose the decision you are appealing against

	Date when decision was published:
	Date (DD/MM/YYYY)


	If your appeal concerns an assessment(s), please state the module title, module code and assessment number:

	



	Your appeal must be submitted within 10 working days of the decision you are appealing against.  Special consideration will only be given exceptionally, where a substantiated, valid reason for the delay is provided in writing. Please explain below your reasons for the delay and any evidence you are able to provide to explain the delay.

	



	Appeal Reason
	Selection Option

	Reason for appeal:
	Choose your reason for appealing


Section 48.2.5 of the Appeals Policy details the reasons you can appeal. 
You cannot appeal against the academic judgement of the examiners or request a remark of your assessment(s). If you have concerns about the mark or feedback you have received, you should discuss this with the module tutor or programme lead. All assessments follow the University’s marking and moderation procedures, which include review by external examiners. Further details on these processes can be found in section 24 and section 39 of the Code of Practice for Assessment. The module tutor or programme lead can provide clarification and discuss the feedback received.
	Please outline below the remedy you are seeking.
Please note, where an appeal is upheld, the University will offer what it deems to be an appropriate remedy. The remedy must be in line with the University regulations.

	

	If you are relying on exceptional circumstances, please say whether you used the exceptional circumstances procedure to seek an extension at the time of the assessment. 
If you did not use this procedure, you must provide a good reason for failing to do so. 
A ‘good reason’ means that circumstances were beyond your control and prevented you from disclosing the relevant circumstances at the appropriate time. Personal embarrassment or unwillingness to disclose personal circumstances are not considered ‘good reason’ for the purposes of an appeal. If you did use the procedure, you must explain why you believe the University did not correctly follow its exceptional circumstances procedure.

	



	[bookmark: _Hlk20810781]Please make a full statement of your appeal below. Be as specific as possible, referring to dates, times, individuals and decisions where appropriate. It will usually not be possible to introduce additional information at a later stage of the appeal.

To ensure your appeal is reviewed efficiently, please keep your statement to a maximum of 500 words.   

	



	[bookmark: _Hlk20813762]List the supporting evidence you are providing with your appeal (e.g. medical certificates). It will usually not be possible to introduce additional information at a later stage of the appeal. 
Section 13.10 of the Exceptional Circumstances Policy details suitable types of evidence that could be used for different scenarios. 
Supporting evidence should be provided in English. Where the original document is in another language, you must provide both the original document and a translation into English. You may provide your own translation. The University will check the accuracy of your translation.
Please note appeals without evidence are unlikely to be upheld.

	



Confirmation

	Confirmation Statement

	[bookmark: _Hlk20813840]I certify that the information I have given in this appeal is correct to the best of my knowledge and I give my consent for the information to be disclosed to those parties involved in the consideration and judgement of the appeal, to be disclosed as necessary to progress the appeal or process the outcome, or as required by law.

I am aware that appeals submitted with fraudulent evidence or based on false exceptional circumstances will be considered as deception and will be subject to the University’s Student Behaviour and Disciplinary procedures, which may lead to the appeal not being processed or referred to the Appeals and Conduct Committee.



	Information Requested
	Your Response

	Signed:
	

	Dated:
	Date (DD/MM/YYYY)


Please submit this appeal using one of the following methods:
	Submission method
	Detail

	By email:
	· Send as an attachment to casework@yorksj.ac.uk
· Send any supporting documentary evidence with this attachment to casework@yorksj.ac.uk (not needed if you have only completed section 2 of the form). 

	By post or in person:
	· Send your completed form and any additional documentation in a sealed envelope to: 
Student Casework 
University Secretary’s Office
York St John University
Lord Mayor’s Walk
York
YO31 7EX


The University is committed to providing an inclusive environment for all students.  
If you believe discrimination or harassment related to a protected characteristic is relevant to your appeal, please tell us below. This information helps us understand your appeal and monitor our equality commitments. It will not affect how your appeal is considered. 
Declaration 
	Declaration
	Response 

	I believe this is relevant to my appeal.
	☐ (Tick if applicable) 

	Please provide details:
	



Reasonable Adjustments
	If you have a disability that requires reasonable adjustments to accommodate your needs during the appeal process, please provide details below.

	Please provide details:
	


Data Governance
	Subject
	Information Provided

	Privacy Statement
	We will use the information you provide to consider your appeal. Your personal information will be handled in accordance with UK data protection legislation. 
For more information, please see our Data Protection Page. 

	Retention Period
	Appeal records are normally retained for 6 years plus the current year.


Once we receive your appeal, we will: 
1. acknowledge receipt 
2. let you know if we need any further information 
3. explain the next stages of the appeals process and expected timescales. 
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