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University of East Anglia




	APPEALS FORM

Non-Academic - Student Discipline

 Appeals
(Stage Two)




You should complete this form if you want to appeal against a decision made by the Dean of Students at Stage One of the Non-academic Discipline Procedure. 
Full details on the University Disciplinary Procedures can be found in the University calendar and at: htpps://intranet.uea.ac.uk/ltqo/ltqoinfo/Disciplinary+Procedures 

This form and supporting documents must be submitted to the Deputy Registrar and Secretary within 10 working days (excluding Saturdays, Sundays and University closure days) of the notification of the result of the Stage One Appeal. 

Reason(s) for Appeal at Stage 2:

Grounds for bringing an appeal are:


· Correct procedure was not followed in the conduct of the Stage One appeal;
· Prejudice and/or bias and/or the appearance of prejudice and/or bias in the conduct of the Stage One appeal;

· New evidence has come to light that was not known to the Disciplinary Officer or to the Dean of Students who investigated the original appeal;
· The student’s behaviour was adversely affected by extenuating circumstances that were not taken into account or not fully taken into account by the Disciplinary Officer or to the Dean of Students who investigated the original appeal. 

	SECTION A  –  YOUR PERSONAL DETAILS



	Full Name
	

	Registration Number
	

	Semester Address


	

	
	

	
	
	Post Code
	

	Email
	
	phone
	

	Mobile
	

	Home Address
	

	School
	

	Course
	

	
	

	SECTION B  –  YOUR APPEAL 



	When were you informed about the Stage One outcome? 

(Please state.)


	What are the grounds of your appeal?
(Please detail below)


	Are you submitting any evidence in support of your appeal?
(If so, please list the documents and attach to this form)



	SECTION C  –  EQUAL OPPORTUNITIES MONITORING  



	It is important that the University monitors the operation and effectiveness of the Complaints Procedures from the perspective of equal opportunities.  Please will you complete, detach and return Section C (the last pages of this document) 



	SECTION D  –  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 ………………………………………………………………………………………


What happens next?

You need to submit this form and any supporting documents to the Deputy Registrar and Secretary’s Office (Floor 3, The Registry) (remember to take copies for yourself first). A member of staff will be appointed to process your appeal and act as your contact and will be in touch to acknowledge receipt of your Appeal Form.

The Deputy Registrar and Secretary will decide whether there are grounds for further investigating your appeal:  

· If your appeal is accepted solely on the grounds that there is evidence that there was procedural irregularity in the conduct of the Stage One appeal, the Deputy Registrar and Secretary will refer the appeal back to the Stage One process for reconsideration by the Dean of Students.

· If your appeal is accepted on grounds other than or in addition to procedural irregularity, the Deputy Registrar and Secretary may reconsider the decision taken at Stage One in consultation with the University’s Director of Taught Programmes or Director of Postgraduate Research Degree Programmes (if this happens, you still have the right to proceed to a Stage Two hearing of your appeal if you are dissatisfied with the outcome) OR may decide that your appeal should go to a Stage Two hearing.
· If it is considered that your appeal does not meet any of the grounds for appeal, your appeal and the decision of the Deputy Registrar and Secretary will be referred to the Director of Taught Programmes or the Director of Postgraduate Research Degree Programmes.

Investigation of your appeal may be delegated to one or more members of staff who do not have a conflict of interest with respect to the appeal but the decision about your appeal will be taken by the Deputy Registrar and Secretary.  
The decision of the Deputy Registrar and Secretary and the reason(s) for it will be sent to you in writing;

Timescales for Stage Two

The member of staff appointed to deal with your appeal and act as your contact will be in touch to acknowledge receipt of your Appeal Form.

You will be contacted again within 15 working days (excluding Saturdays, Sundays and University closure days) about the decision reached by the Deputy Registrar and Secretary or advised within that time if more time is needed for investigation.

Still not happy?
Once you have received the decision regarding your appeal, you have no further right of appeal within the University. If you are still not satisfied, you can take you complaint (appeal) 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. You are strongly urged to ask for advice from the Union of UEA Students’ Advice Centre before doing this.
For details of the Non-Academic Discipline Appeals Procedure and information about complaining to the OIA, please see your Faculty Teaching Office or consult:

https://intranet.uea.ac.uk/ltqo/studentexperience.

	SECTION E  –  FOR LEARNING TEACHING AND QUALITY OFFICE USE 
ONLY  See Non-Academic Appeals Procedure for guidance.

	
	
	
	

	NAME OF APPELLANT:
	

	REGISTRATION NUMBER:
	

	FACULTY:
	

	SCHOOL:
	

	PROGRAMME:
	

	
	
	
	

	Date received
	
	Decision deadline (15 working days)
	 

	Office Co-ordinator
	

	Date acknowledgement and contact names sent to student
	

	Investigating Officer (if applicable)
	

	Sent to
	
	Date
	

	Date of Deputy Registrar and Secretary’s decision letter to Student 
	  Date
	

	
	

	Summary of evidence considered (to be included in response to Student).




	Notes



	SECTION C  –  EQUAL OPPORTUNITIES MONITORING




The University has obligations under the Equality Act (2010) as may be amended from time to time and under European Law.  The University also recognises that as a public body it has a particular responsibility to promote race equality.

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: https://intranet.uea.ac.uk/ltqo/studentexperience/equalopps 
In order that the University may fulfil its duties under the above Act, assure itself that the non-academic discipline appeals procedure is being properly implemented and also help improve the procedure, it would be helpful if you would complete the form below and return to:

The Secretary to the Deputy Registrar and Secretary,

Academic Division

Floor 3 

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

	SECTION C – NON-ACADEMIC DISCIPLINE (STAGE TWO)

                EQUAL OPPORTUNITIES MONITORING FORM



	Please tick [] in the relevant boxes

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

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.

	1. FULL NAME:


	

	2. REGISTRATION NUMBER:


	

	3.
Gender:

Female 


Male 






	4.
Age:

Under 21



21 – 30







31 – 40



41 – 50






51 – 60



Over 60








	5.
Student Status:


Undergraduate










Postgraduate
 Taught









Postgraduate Research





	6.
Mode of Study:


Full-time











Part-time











Other (please describe)





	7.        Ethnicity: (Please indicate your ethnic origin by ticking the appropriate 

           box)   

	Asian or Asian British:

           Bangladeshi

           Chinese

           Indian

           Pakistani

           Other Asian background

Black or Black British:

           African

           Caribbean

           Other Black background

Mixed:

           Mixed White and Black African

           Mixed White and Black Asian

           Mixed White and Black Caribbean

White:

           British, English, Welsh

           Irish

           Scottish

           Other White Background

Other Ethnic Background:
	































	
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.
Disability/Individual Needs:

Yes


No




If yes, please briefly describe:



	9. Family responsibilities


 (e.g. Caring for Children and/or relatives)







Yes


No






THANK YOU FOR COMPLETING THIS FORM.  

PLEASE DETACH IT FROM THE REST OF YOUR APPEAL PAPERS AND SEND IT MARKED IN CONFIDENCE TO:

THE SECRETARY TO THE HEAD OF THE LEARNING, TEACHING AND QUALITY OFFICE,

ROOM 3.25

FLOOR 3

THE REGISTRY
