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ACADEMIC APPEAL FORM
(Stage Two)
Taught Programmes & Research Degrees




   
You should complete this form if you have been notified of the outcome of your Stage One Academic Appeal and are still not satisfied. This form should also be used if you have been found guilty of plagiarism and/or collusion by a Faculty Plagiarism & Collusion Panel and want to appeal against the decision.  

If the issue you are concerned about is more generally related to academic matters but not academic results, you should use the Complaints Procedure (which includes Academic Complaints) which is available from your Faculty Office or online at
www.uea.ac.uk/polopoly_fs/1.132544!FWF46A%20ACAD%20COMP%20PROC.pdf .
 
For your Stage Two Appeal to be considered 
it must meet at least one of the conditions in Section C overleaf.


Before completing the form, it may help to seek advice about your concerns.  Support and advice is available from a number of sources - try speaking to your teacher, adviser or supervisor first.  The Dean of Students’ Office and/or the Student Union’s Student Advice Centre will also provide independent advice.  

To begin the formal procedure, complete the form as indicated in each section and attach a supporting statement that explains the reasons why you are unhappy with the outcome of your Stage One Academic Appeal (or with the decision of the Faculty Plagiarism & Collusion Panel). Please remember that in order to give proper consideration to your Appeal we will need to have as complete a picture as possible. You should tell us everything that you think may be relevant as we will not normally ask you for further information. You should also attach independent evidence as far as possible (for example medical certificates) if your appeal concerns extenuating circumstances. 

If you have any concerns or queries about filling in any part of the form, the people mentioned above will be pleased to discuss these with you.  This form is also available online at 
 www.uea.ac.uk/ltqo/studentexperience/academicappeals%26complaints.





	
SECTION A  –  YOUR PERSONAL DETAILS


	Full Name
	


	Registration Number
	


	Semester Address
	


	
	


	
	

	Post Code
	

	Email
	
	Phone
	


	Mobile
	


	Home Address
	


	
	


	
	

	Post Code
	

	Telephone
	


	
SECTION B  –  YOUR COURSE DETAILS


	School
	

	Course
	

	Year of Study
	

	Full-time or Part-time
	

	UG or PGT or PGR
	

	
Name of Course/Programme Director
(applicable to students on taught programmes only)

	

	Name of Adviser (UG/PGT) or 
Supervisor (PGR)
	




	
SECTION C – YOUR STAGE ONE APPEAL


	When were you informed about the Stage One outcome?
	

	What academic result(s) do you want to appeal at Stage Two (please give details below)

	







	
SECTION  D  –  YOUR REASON FOR GOING TO STAGE TWO 

For your Stage Two Appeal to be considered there must be at least one of 
these grounds.
(tick all boxes that apply and provide full details in your accompanying statement)


	
You have new information to put forward that was not known to your Head of School or the Board of Examiners who considered your Appeal at Stage One.

	

	
Evidence put forward at Stage One was not fully and properly considered.

	

	
There was procedural irregularity in the conduct of the Stage One appeal.

	

	
There was prejudice and/or bias or the appearance of prejudice and/or bias, in the conduct of the Stage One appeal. 

	

	
You have been found guilty of plagiarism and/or collusion by a Faculty Plagiarism & Collusion Panel and are appealing against that decision.

	












	
Please ensure that you have attached the following


	A statement that explains 
· the decision (result) you are appealing against
· the reasons you are unhappy with the outcome of the Stage One Appeal / decision of the Plagiarism Panel or think that it is unfair

	

	Supporting evidence
	




	
SECTION E  –  EQUAL OPPORTUNITIES MONITORING 


	It is important that the University monitors the operation and effectiveness of the Academic Appeals Procedures from the perspective of equal opportunities.  Please will you complete, detach and return Section E (the last pages of this document) to the address shown at the bottom of the monitoring form for this purpose and by ticking the box confirm that you have completed and returned Section E
	




	
SECTION F  –  DECLARATION


	
I confirm that the information given on this form and in supporting documents is true to the best of my knowledge and belief.


	
Signed

	

	
Date

	



	
Name of Union Advice Centre Contact (if applicable)


	


	
I confirm that I am happy for all correspondence to be copied to the above named Advice Worker
(please tick)
	



You need to submit this form and any supporting documents to the relevant Director of University Services (remember to take copies for yourself first). As advised above, please ensure you have detached your Equal Opportunities form and return this separately to the address at the bottom of the form.

Please send your Appeal care of the following:

Undergraduate / Integrated Master’s / 	Wendy Chalfont
 Taught Postgraduate 	Learning & Teaching Service
	The Registry  UEA  
	Norwich Research Park
	Norwich NR4 7TJ

Postgraduate Research: HUM / SSF	Tracey Oak	)	Postgraduate, Partnerships
		>	Equality & Diversity 
Postgraduate Research: SCI / FMH	Mel Steele	)	Service
			Elizabeth Fry Building  UEA
		Norwich Research Park
		Norwich NR4 7TJ

		

What happens next?
The member of staff appointed to coordinate your Academic Appeal and act as your contact will be in touch to acknowledge receipt of your Appeal form. 

The relevant Director of University Services will check whether your Appeal meets at least one of the conditions set out in the Academic Appeals procedure (as set out in Section D above). If the Director of University Services believes that your Appeal does meet one of these grounds, your Appeal will go forward.

We will normally advise you of progress within 10 working days of receipt or will write to tell you that we need a little more time to gather all the relevant information for the Director of University Services to make a decision.

If the Director of University Services does not believe that your appeal meets any of the conditions and should therefore be rejected it will be referred to another member of the Learning and Teaching Directorate (normally the Director of Taught Programmes or Director of Research Degree Programmes).  The Director will review the decision and will decide whether your Appeal should go forward or should be rejected. 

If the Director also decides to reject your Appeal this decision is final. There is no further right to appeal in the University (see “Still not happy?” below about complaining outside the University).

If your Appeal is referred to a Director we will normally advise you of the decision to reject or accept your Appeal within 15 working days of receipt or will write to tell you that we need a little more time to gather all the relevant information for the Director to make a decision.

 

Our letter informing you of the decision of the Director will set out the next steps. If your appeal is accepted the documentation will normally be sent to your Head of School who will be asked to respond. In the light of the information presented in your Stage Two Appeal your Head of School may change his/her decision. If the Head of School does not amend his/her decision then we will arrange an Academic Appeals Hearing to consider fully all the issues raised by your Appeal. The Head of School will inform us of his/her decision within 10 working days of our passing your Appeal to him/her. 

Please be aware, however, that if the Head of School refers your Appeal back to the examiners this may take some time to organise. If your Appeal is referred to an Academic Appeals Panel it may take some time to arrange a meeting, having regard to the availability of senior members of academic staff.

What’s different about a Stage Two Appeal?
Your Stage One Appeal was considered by your Head of School, but a Stage Two Appeal is screened by senior members of the University external to your School. If it is decided that there are matters that were not fully explored when we reached our earlier decisions your Appeal will proceed to a Hearing where the issues will be explored by an independent panel of senior academic staff. This panel acts on behalf of and has the authority of the University’s Senate.  

Still not happy?
If you are dissatisfied with a decision by the Director of University Services and a Director to reject your Appeal or with a decision by a Stage Two Panel on your Appeal or with a decision of a reconvened Board of Examiners / Examiners (where instructed by a Stage Two Panel) you have no further right of appeal within the University. However, you can complain to the Office of the Independent Adjudicator for Higher Education (OIA), an independent body set up to hear students’ complaints once a university’s own procedures have been completed.  It would be worth asking for advice from the Union of UEA Students’ Advice Centre before doing this.


Full details of the Academic Appeals Procedure and information about complaining 
to the OIA can be found at your Faculty Office or online at 
www.uea.ac.uk/ltqo/studentexperience/academicappeals%26complaints

Academic Appeal Form Stage Two (Oct 2011) 

This section of the form is for monitoring purposes only and will be separated from the rest of the Appeal paperwork before it is considered by the Director of University Services.


	
SECTION E  –  EQUAL OPPORTUNITIES MONITORING




The University has obligations under the Equality Act 2010.

The University’s statement of policy and code of practice on equal opportunities and code of practice on the Promotion of Race Equality for Students may be seen at:

www.uea.ac.uk/ltqo/studentexperience/equalopps


So that the University can be sure its Academic Appeals process is working fairly and in the interests of all groups of students it would be helpful if you would complete the form below and return to:

PA to the Director of University Services
Learning & Teaching Service
The Registry
University of East Anglia
Norwich Research Park
Norwich NR4 7TJ


Your responses to the questions will be separated from the rest of your academic appeal form and retained for monitoring purposes only. They will not be available or reported to anyone who is connected with the consideration of your academic appeal.  The provisions of the Data Protection Act will apply to all personal data.



	
SECTION G – ACADEMIC APPEALS (STAGE TWO)
                        EQUAL OPPORTUNITIES MONITORING FORM


	
Completion of this form will help the University to monitor the operation and effectiveness of the academic appeals procedure from the perspective of equal opportunities for all students.  On receipt, the form will be separated from the rest of the academic appeals form and will not be available or reported to anyone who is connected with the consideration of your academic appeal.

The University may use the data and analyses of the data in its monitoring and reporting process and to help fulfil its obligation under relevant legislation.  The provisions of the Data Protection Act will apply to all personal data.


	
Please tick [] in the relevant boxes


	
1. FULL NAME:

	

	
2. REGISTRATION NUMBER:

	

	
3.	Student Status:			Undergraduate			
						Postgraduate	 Taught		
						Postgraduate Research		

	
4.	Mode of Study:			Full-time				
						Part-time				
						Other (please describe)		
                                                                


	
5.	Gender:		Female 	        	
Male 	                   
Prefer not to say    

	
6.	Age:		Under 21				21 – 30			
			31 – 40				41 – 50		
			51 – 60				Over 60		
Prefer not to say      

	
7.        Family responsibilities		Yes			No		
	 (e.g. Caring for Children               Prefer not to say   
 and/or relatives)
	




	
8.        Ethnicity: (Please indicate your ethnic origin by ticking the appropriate 
           box)   

	
Asian or Asian British:                              Black or Black British:

Bangladeshi                                              African                                   
Chinese                                                    Caribbean                              
Indian                                                       Other Black background        
Pakistani                                          
Other Asian background                  

Mixed:                                                         White:

Mixed White and Black African                British, English, Welsh           
Mixed White and Black Asian                  Irish                                        
Mixed White and Black Caribbean          Scottish                                   
   Other White Background        

Other Ethnic Background:            

Prefer not to say                             

Ethnic origin questions are not about nationality, place of birth or citizenship. They are about colour and broad ethnic groups.  Citizens of the UK and of other countries may belong to any of the groups indicated.


	
8.	Do you have a Disability?:		

Yes			No		 Prefer not to say   

	If yes, please briefly describe:





THANK YOU FOR COMPLETING THIS FORM.  PLEASE DETACH IT FROM THE REST OF YOUR APPEAL PAPERS AND SEND IT MARKED IN CONFIDENCE TO:

PA to the Director of University Services
Learning & Teaching Service
The Registry
University of East Anglia
Norwich Research Park
Norwich NR4 7TJ
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