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	Policy statement 

	1.1
The College’s higher education validating bodies require partner institutions to have their own appeals procedures.

1.2
The College’s Awarding Body (Edexcel) requires centres to have their own appeals procedure.

1.3
The College’s Academic Board requires Examination Boards to be established and, along with the College’s validating bodies, sets out certain minimum standards and guidelines governing their operation.  This document sets out the principles and procedures which enable students to submit appeals against the decisions of the Examination Boards in respect of examination/assessment decisions, and to have such appeals considered on behalf of the Academic Board.

1.4
This procedure ensures Leeds College of Music has transparent, fair and timely procedures for dealing with academic appeals.  The College has a staged Appeals Procedure which is readily accessible to students and staff.

1.5
Appeals will be dealt with in accordance with the College’s Equality and Diversity Policy.

1.6
If the student believes that his or her concerns have not been properly addressed through the College’s Appeals Procedure, and have exhausted the College’s processes within the timescale, they may approach the College’s validating body, The Open University (www.open.ac.uk/validate) or Edexcel (www.edexcel.org.uk). 

1.7
Students in the Performance and Community Engagement Departments who wish to appeal should be referered to the College’s Student Academic Appeals for GCSE/GCE Programmes procedure.

1.8
Students wishing to appeal in regard to a National Diploma (BTEC) qualification should refer to Annex A.

1.9
The student will be informed of the College’s Complaints Procedure if the concern falls out of the scope of the Appeals Procedure.



	Background/vision (if applicable)

	2.1 
The revision of this policy is due to a briefing note circulated by the QAA   concerning options for time limitations (Section 5 Code of Practice).  

2.2
The revison is due to the Academic and Quality and Standrds Unit restructure and changes in post titles.

2.3
The revision of this policy is due to the requirement by Edexcel for its centres to provide an appeals service to students.



	Policy

	3.1
The Quality Assurance Agency Code of Practice, Section 5, defines an academic appeal as ‘a request for a review of a decision of an academic body charged with decisions on student progression, assessment and awards’. Therefore, students may lodge an appeal on the following grounds:


a)
there were circumstances affecting the candidate’s performance  of which an internal examiner or assessor, or the Board of Examiners, was not made aware when it made its decision - a valid reason for its earlier non-submission must acompany an appeal;


b)
there were procedural or organisational irregularities in the conduct of the assessment

c)
assessments were not conducted in accordance with the approved module/programme specification;

3.2
Appeals will not be permited which are based on questioning the academic judgement of integrity of academic staff.

3.3
An initial filtering process will be used to determine whether the appellant has established a ‘prima facie’ case which justifies the appeal going forward to the next stage of the procedure.

3.4
If a ‘prima facie’ case is established, the appeal may then be heard by the College’s Student Academic Appeals Committee, on behalf of Academic Board.

3.5
The Student Academic Appeals Committee may require an Examination Board to reconvene to reconsider a case, taking account of the recommendations and conclusions of the Student Academic Appeals Committee arrived at after due consideration of the evidence presented to it.  The final decision on the appellant’s postion rests with the appropriate Examination Board, as a decision of the Examination Board cannot be overturned except by that Examination Board duly constituted at subsequent meeting.

3.6
A report of the findings of the Student Academic Appeals Committee should be submitted to the Academic Board and the student informed in writing, or alternative format if required, of the outcome of the appeal.

 3.7
No third party may make an appeal on behalf of the student. Once a student lodges an appeal they are referred to as the appellant. However, a student may wish to involve a third party (e.g. friend/advocate) in order to provide support throughout the process.

	Procedure

	4. The Informal Procedure

4.1
Prior to taking the decision to submit an appeal, the student should speak to the Course Leader or, in his/her absence, the Head of Department, to attempt to resolve the issue informally.  This is an informal step and does not signify any intent to appeal. 

4.2
The informal stage should be dealt with a quickly as possible, taking into account the nature of the issue.

4.3
Only when this informal stage has been exhausted should the formal appeals procedure be initiated.  

4.4
The student may wish to contact the Head of Student Services for advice on the appeals process, or the Student Liaison Officer. 

The Formal Procedure

4.5
The appeal  should be made within 10 working days from the publication of  results. An appeal may be submitted in person via the Student Enquiries Counter or by post. An appeal submitted late will not be accepted unless the student can demonstrate genuine and unavoidable reasons for this. The College will then use its discretion to decide whether to continue with the appeal (noting the date of the Resit Board).

4.6
The Quality Assurance Manager will act as the investigating officer and will scrutinise the appeal. He or she will take an impartial and fair view when  considering if there is a case to be heard.   

4.7
The hearing of an appeal takes place at the Student Academic Appeals Committee.  Committee members carefully consider the appeal and come to a decision.

4.8
The Appeal will be submitted to the Quality Assurance Manager who has the responsibilty for ensuring the proper conduct of appeals. He or she will disseminate information during the course of the appeal and at the conclusion to all relevant parties. 

4.9
The appeal must comprise a completed Appeal Form (see Appendix 2) which must include the following information:

· Student ID number (located on the ID card)

· Full name

· Title of the award, programme of study and year (e.g. BA Music Production, Year 3) 

· Address and other contact information for all communications concerning the appeal (see Appendix 1)

4.10
The appellant must explain the basis of the appeal, setting out the grounds for the appeal in full, referenced against the criteria set out in 2.3, with all reasons and justifications given. Any supporting documentation (for example medical documentation) must also be included.  The appellant must not assume knowledge of any previous informal outcome or discussions.  The appellant must ensure that no additional evidence or information is withheld, as it cannot be used at a later stage.

4.11
On receipt of the appeal, the Quality Assurance Manager will acknowledge the letter and will instigate a preliminary investigation, acting as Investigating Officer.  The Quality Assurance Manager will consider the appeal and request the Chair of the Board of Examiners, Head of Department, Course Leader and Module Co-ordinator as approproate to submit written comments and any relevent documentation (including mark sheets for external awards, a copy of the Minutes of the Board of Examiners and Module Boards, relevant transcripts, and any documents of mitigation) within 10 working days of receipt of the appeal.  

4.12
The Quality Assurance Manager may request further information from the student and/or Department. The student and/or Department will be required to produce any further information as soon as possible, and normally within a deadline specified by the Investigating Officer.

4.13
The Quality Assurance Manager will consider the documents submitted and make a recommendation to the Chair of the Academic Board, who shall decide which of the following courses of action should be followed:


a)
If the Chair of Academic Board concludes that a ‘prima facie’ case has not been established, s/he will direct that the appeal shall not be considered further.  The decision, together with the reasons for it, will be notified in writing to the appellant and the appropriate Head of Department by the Quality Assurance Manager.    


b)
If the Chair of Academic Board concludes that the appellant has established grounds for having a case reconsidered, s/he may refer the appeal to the Chair of the Board of Examiners, with the requirement that the Board reconsider the case as soon as practicable, taking account of evidence submitted by the appellant. The Board’s decision will be notified in writing to the appellant and the Head of Department by the Quality Assurance Manager.  This course of action does not preclude the possibility of the establishment of the Student Academic Appeals Committee should the Board of Examiners re-affirm its original decision.


c)
If the Chair of the Academic Board considers that the appellant has establised a ‘prima facie’ case, s/he will direct the Quality Assurance Manager to convene the Student Academic Appeals Committee to consider the appeal in detail.

4.14
If the appeal is to be heard by the Student Academic Appeals Committee, the Quality Assurance Manager will advise the appellant in writing of the date, time and place of the meeting and invite the appellant to attend, and of his/her right to be accompanied by a friend or if the student has a disability, an advocate.  The date for the meeting will be one which is mutually convenient to the appellant and the committee members.

4.15
The Student Academic Appeals Committee should normally be convened within 15 working days of the Chair of Academic Board’s decision.  

4.16
The Student Academic Appeals Committee will, on behalf of the Academic Board, consider the appeal referred to it by the Chair of the Academic Board.

4.17
The Student Academic Appeals Committee will be chaired by a senior member of staff who is also a member of Academic Board.  There will be two other members of the Committee, who will also be serving academic members of the Academic Board.  Members of the Committee will not have had any direct involvement in the assessment or examination of the appellant being considered under the appeal. The Administation Support Unit Manager will act as secretary to the committee.  The Chair of the Board of Examiners will not be a member of the Committee.  

4.18
The full Committee will meet initially to review all paperwork submitted under the appeal to determine if additional information is required from either the appellant or the revelant academic department.  The Committee has the right to call for other reports and records and to consider any other evidence that is necessary. 

4.19
The Student Academic Appeals Committee will adopt the following mode of operation in discharging its duty of hearing and judging the appeal.


a)
The Chair of the committee will invite the appellant to present evidence in the form of a statement and to repond to questions from members.


b)
The Chair of the committee will then invite the Chair of the Board of Examiners, the Head of Department and/or the Course Leader as appropriate to sumit evidence in the form of a statement and respond to questions from members.


c)
The Chair of the Committee shall decide in advance of the meeting whether evidence from each party should be heard in the other’s presence.


d)
Once all evidence has been presented, all but the members of the committee shall withdraw and the committee will reach a judgment.

5.
The outcome

5.1
The Chair of the Student Academic Appeals Committee will submit a written report of its findings to the Academic Board (via the Chair).  The decision will then be communicated to the appellant and the relevant Head of Department.  

5.2
If the Student Academic Appeals Committee found in favour of the appellant, the case will be referred to the Board of Examiners, in order that it can be reconsidered, taking into account the findings and recommendations of the Student Academic Appeals Committee.  The Board of Examiners should convene to reconsider the case as soon as is practicable.  The Quality Assurance Manager will notify the appellant in writing of the Student Academic Appeals Committee’s decision.

5.3
If the Student Academic Appeals Committee found against the appellant, the Quality Assurance Manager will inform the appellant and the Head of Department in writing that the appeal has been unsuccessful.


The further avenues open to the student (e.g. appeal to the validating body and the Office of the Independent Adjudicator) will also be issued in writing via a ‘completion of procedure’ letter by the Quality Assurance Manager to the appellant. 

5.4
The College aims to arrive at a decision as promptly as possible, noting the  dates of Resit Boards. Appellants will be contacted as a matter of curtesy if the investigation is delayed due to unforseen circumstances.

6.
Costs

6.1
No charge will be made for the consideration or the hearing of an appeal.  Reasonable travel expenses within the UK and no greater than second class rail fare will be reimbursed to the appellant by the College if the appeal reaches the committee hearing stage. 

7.
Procedural Irregularity

7.1
If the appellant believes that there has been a procedural irregularity at any point in the appeal process applied to his/her case, it must be reported to the Quality Assurance Manager immediately, and who will, if necessary, take appropriate action to ensure the irregularity is rectified.  

8.
Monitoring

8.1
Appeals and their outcomes will be monitored by the Quality Assurance Team and reported to the Learning, Teaching and Quality Committee. The External Relations Unit will contact appellants after the event to gain feedback on the customer service aspects of the process.



	Responsibilities

	9. 
List of stakeholders and short summary of their duties

9.1
The Head of Student Services/ Student Liaison Officer will provide advice to students on  the appeals process. 

9.2
The Quality Assurance Manager will act as the investigating officer and also as the administrator of the appeal process.

9.3
Relevant academic staff and/or business support staff will be called upon to aid the investigation.

9.4
The Chair of the Academic Board, will decide the course of action the appeal should follow.

9.5
Appropriate College staff will be members of the Appeals Committee and will not have been involved in the assessment of the appellant.

9.6
The Head of Further Education will be responsible for the consideration of appeals concerning National Diplomas.




	Procedure flowchart 

	Flowchart showing how the procedure works

The Process

 SHAPE 






	Breach of policy (if applicable)

	What happens in the event that the policy is not followed – rights of appeal/complaint and remedies

· Student may submit further appeal to the College’s Validating/Awarding Body Bodies on the grounds that procedure was not followed.

· Student may complain to the Office of the Independent Adjudicator that procedure was not followed.

· Student may complain to the College that procedure was not followed.


Appendix 1

Advice on making an application

Advice on making an application is available from the Head of Student Services, the Quality Assurnace Unit, the Student Liaison Officer or the Academic Department.  

Confirmation of receipt of appeal

A signed official receipt will be provided at the time if submitted by hand when the appeal is handed in at the Student Enquiries Counter.  In the event of a dispute over whether an appeal was lodged with the College, the appellant will be required to provide the original receipt, or where submitted by post, proof of posting (an official Royal Mail receipt with official date stamp will be required).  Appeals received by post will be acknowledged within five working days of receipt.

Change of Address

If appellants change their address during the course of the appeal they must notify the Quality Assurance Manager.  Changes of address embedded in correspondence will not be accepted as notification.  A form is available for this purpose from the Student Enquiries Counter.

Support for the appellant

Once appellants have received guidance on the appeals process, they may require a friend, a supporter, or the Student Liaison Officer to accompany them at the hearing.  If they have a disability they may require an advocate to support and accompany them.

Review bodies of student appeals

The Office of the Independent Adjudicator for Higher Education (OIA) provides an independent scheme for the review of student complaints or appeals.  When, the College’s internal procedures, and those of the validating body, have been exhausted, the College will issue a Completion of Procedures letter.  Appellants wishing to take up the opportunity of an independent review by the OIA must submit their application to the OIA within three months of the issues of the Completion of Procedures letter.  Full details of the scheme are available on request and will be enclosed with the Completion of Procedure.

Appendix 2
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Student Appeal Form

National Diploma/Undergraduate/Postgraduate Taught Courses

Important Notes 

Make sure you have read and understood the Appeals Procedure before completing this form.

Appeals must be submitted within ten working days of the results of an examination/assessment being made available.

Your Details

Student ID number (located on the ID card…………………………………………...

Full name…………………………………………………………………………………

Tel No (inc. 

mobile)………………………………………………………………………………………

Title of the unit/award, programme of study and year (e.g. BA Music Production, 

Year 3)………………………………………………………………………. ……………

Address for all correspondance concerning the appeal (see guidance notes)

……………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………

Reason for Appeals

Please state the grounds for the appeal.

………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………

Details of Appeal

Please explain the basis for your appeal, clearly addressing the reason (as above). Please enclose all supporting evidence.

Declaration

I confirm that I have read and understood the Appeals procedure, and that the information I have given is true and accurate to the best of my knowledge.

Signature…………………………………………………Date………………………

Annex A

Procedure for submitting an appeal concerning a National Diploma (BTEC) qualification.

1. The Informal Procedure

1.1
Prior to taking the decision to submit an appeal, the student should speak to the Course Leader to attempt to resolve the issue informally.  This is an informal step and does not signify any intent to appeal. 

1.2    The informal stage should be dealt with a quickly as possible, taking into account the nature of the issue.

1.3
Only when this informal stage has been exhausted should the formal appeals procedure be initiated.  

1.4    The student may wish to contact the Student Liaison Officer for advice on the appeals process. 

2. Grounds for Appeal

2.1
Edexcel, the College’s Awarding Body for National Diplomas, requires centres to have an their own appeals procedure. Therefore, students may lodge an appeal on the following grounds:

a)
there were circumstances affecting the candidate’s performance  of which an internal examiner or assessor,  was not made aware when it made its decision - a valid reason for its earlier non-submission must acompany an appeal;


b)
there were procedural or organisational irregularities in the conduct of the assessment;

c)
assessments were not conducted in accordance with the approved unit specification.

3. The Formal Procedure

3.1 The appeal should be made within 10 working days from the publication of results of the units and should be sent to the Quality Assurance Manager. An appeal may be submitted in person via the Student Enquiries Counter or by post. An appeal submitted late will not be accepted unless the student can demonstrate genuine and unavoidable reasons for this.

3.2 The appeal will be logged by the Quality Assurance Manager.

3.3 The Head of Further Education will investigate the grounds for appeal   and make a decision to uphold/not uphold the case.

3.4 The Quality Assurance Manager who will write to the appellant detailing the outcome.

3.5 Appellants wishing make a complaint about the appeals process may do so by contacting the Awarding Body. (www.edexcel.org.uk) 

Guidance sought and decision made to appeal within 10 days





Results Published





Chair makes decision





QA Manager reviews appeal and recommends action to Chair of   Academic Board





Appeal received within timescale





2. Appeal Upheld. Action taken immediately.





1. No grounds for appeals. No further action





3. Appeal to be heard by Committee





Student Informed of decision. If Appeal to be heard at Committee student to be given 10 day’s notice





Committee meets to review documentation





Student informed of decision





Committee meets for hearing with student
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