
 

 

 

EXAMPLE OF COMPLETED NOTICE TO APPEAL FORM 

 

 

Make sure you write 

correct contact details in 

case University needs to 

contact you during your 

appeal 

The current year of your study 

When did you first enrol on your programme of study? 

Tick ‘current year’, unless you believe using the current 

appeals regulations would disadvantage you. In that case you 

need to explain how you would be disadvantaged 



 

 

 

 

 

 

Write who made the decision you are appealing against, 

e.g. Exam Board, Academic Integrity Panel, or other Panel 

What outcome 

would you like 

from the 

University? Be 

realistic and 

mindful of the 

normal regulations 

restrictions, e.g. 

you can’t ask for 

‘more marks’. 

Date you received 

formal decision, or 

‘ratified result’ 

The first thing you do when considering an appeal is to establish which ground/s apply to your 

situation. Here you have to ‘tick’ which of the grounds for appeal you have. Read them 

carefully as they are different and require different sorts of evidence/proof. 



 

 

 

 

Complete this section only if you have selected this as your 

grounds for appeal. 

What is your new evidence/ 

information and when did you 

obtain it, or find out about it? 

Why didn’t you have this information at 

the time the decision was made? Or why 

were you unable to obtain it in time for 

the decision? 

What difference would it have made if you 

had the information at the time the decision 

was being made? 

Names of the documents you are attaching as evidence to 

support the grounds. 

Note to section (iv): There are no definite 

rules on what you should submit. The advice 

is to submit the best evidence you are able 

to or explain why it is unavailable. 

Note to section (ii): By ‘decision’ we mean 

the Board of Examiner’s or other Panel’s 

decision, or any other formal decision you 

mentioned in section 2 (a) of this form. 



 

 

 

 

 

Complete this section only if you have selected this as your 

grounds for appeal. 

What is the significant failure 

of process? Which process, or 

policy was not followed? 

Indicate regulations, 

administrative process or 

policy that was not followed 

correctly. It is helpful to refer 

to the exact regulations. 

How the failure you described 

impacted on the decision you are 

appealing? 

Names of the documents you are attaching as evidence to 

support the grounds. 



 

 

 

 

 

 

 

 What crisis or 

illness affected 

you? 

Why were you 

unable to tell the 

University about it? 

Why did you not 

submit a Special 

Considerations 

request? 

Describe how the 

illness or crisis 

affected the exams, 

studies or your 

performance. What 

was the actual 

impact? 

Complete this section only if you have selected this as your 

grounds for appeal. 

Names of the documents you are attaching as evidence to 

support the grounds. 

Note to section (iii): This is very important section. 

You have to demonstrate that there was a valid 

reason why you did not tell the University about your 

crisis. Not knowing about Special Considerations 

policy, or not knowing how big the impact was until 

the result were published, is unlikely to be considered 

‘a valid reason’ for non-disclosure 



 

 

 

 

 

Make sure you sign and date the form 



 

 

 

 

 

Read this guidance notes carefully when completing 

the form 


