Appendix 1
Northumbria University
Student Appeals Pro Forma

This form is to be completed in support of appeals made by students in accordance with the University’s Student Appeals Procedure, Section 7 of the Handbook of Student Regulations. Please read this before completing this form.


1. Personal Details

Name:
______________________________________      Student Number: ______________

School: _____________________________________

Programme of Study:


_____________________________________________________________________

Contact Address:


_____________________________________________________________________

Contact Telephone Number ____________________________________________________

Contact e-mail Address: _______________________________________________________

Date of the Progression and Awards Board (PAB) at which your results were considered:

___________________________


2. Grounds for Appeal


An appeal should normally be lodged within 20 working days of the meeting of the relevant PAB. Please note that you may only appeal on the basis of one of the five grounds as indicated in regulation 7.2.3 of the Handbook of Student Regulations. You may not base an appeal on the questioning of academic judgement. Please indicate on which grounds you are appealing by ticking the appropriate box:

(a) Procedural or organisational irregularities in the conduct of the assessment1

(
(b) Examinations have not been conducted in accordance with the approved scheme for the programme1










(
(c) Misleading information was provided about the examinations1



(
(d) Relevant information about you health or other personal circumstances which it was not possible to have made available, or not properly taken account of by, the Examination Board2
(
(e) Other grounds acceptable to the Vice-Chancellor 





(
1You must indicate the regulation or process which was incorrectly carried out.

2You must give a valid reason as to why it was not possible to inform the relevant Examination Board beforehand. If valid reasons are not provided, you do not have grounds for an appeal.


3. Academic Appeal Details

Please give details of the informal discussions with the Programme Leader or other member of staff within your School (regulation 7.3.3).

(a) Date of discussion

   _________________

(b) Who did you discuss this with? _________________

(c) Brief summary of the discussion _____________________________________________

_______________________________________________________________________

_______________________________________________________________________

_______________________________________________________________________

_______________________________________________________________________


4. Documentation Attached

You must provide supporting documentation in which you explain the grounds for your appeal in detail and provide supporting evidence. Please list the document supplied in the space below and attach them to this Pro Forma:

	5. Data Protection

I hereby consent for any sensitive/confidential personal data, such as counselling records, held by the University to be made available to the Student Appeals and Complaints Ombudsman for use as evidence or supporting documentation as appropriate. I understand that as part of the investigation into my appeal, the Student Appeals and Complaints Ombudsman may be required to share this information with other University staff on a need-to-know basis.

I declare that to the best of my knowledge all of the information I have supplied is true, accurate and complete.

I give my consent for information in this Pro Forma and attached documents, and personal data held elsewhere within the University, to be shared with relevant members of University staff on a need-to-know basis for the purpose of investigating my appeal.

Signature: ___________________________________     Date: ______________________________




Please make a copy of the completed form and submit the original submit and attached documents to: The Student Appeals and Complaints Ombudsman, Room B109, Ellison Building, Northumbria University, NE1 8ST

This form is also available online on the University Secretary’s Office web page - http://northumbria.ac.uk/sd/central/uso/

