
This form should be used by students to submit a Formal Academic Appeal. Please complete part one of the form in full and submit it, alongside your relevant evidence, to student.appeals@imperial.ac.uk within 15 working days of the formal publication of the result(s) against which you are appealing. Part two of the form is to be completed by the Student Casework Team.
Before submitting your appeal, please read the procedure end ensure and supporting guidance available on our website. You can seek support from the Imperial College Union Advice Centre (advice@imperial.ac.uk), your personal tutor or departmental administration team.
In submitting the appeal, you consent to the university using and sharing your personal data for the purposes of reviewing the appeal. Please see the declaration section for further information.

	PART ONE: For completion by the student

	Personal Details

	Forename:
	
	Surname:
	

	CID no:
	
	Department:
	

	Programme of Study:
	

	Year of study:
(e.g. year 1)
	
	Date of formal publication of results* (see evidence):
	

	Contact email:
	

	Request for reasonable adjustments to Academic Appeals Procedure

	I do not wish to request reasonable adjustments.
	☐
	For those students that consider that they may require reasonable adjustments due to a disability or chronic condition please complete the section below. A member of the team will contact you to discuss this.

	I have a disability/ chronic condition for which I am registered with the Disability Support Services
	☐
	I have a disability/ chronic condition BUT I am not registered with the Disability Support Services
	☐
	The adjustments to the process that I need in order to fully engage with the appeals procedure are:

	



	Are you currently involved in any other Casework procedures? e.g. complaints or academic misconduct
	☐
	Grounds for formal Academic Appeal:
Please select the appropriate ground(s) for your appeal from the following list:

	1.
	That there has been a material procedural irregularity in the conduct of the assessment or the consideration of the student’s academic profile, i.e. that the College has not followed its own procedures. For example:
· Not following regulations regarding marking and moderation.
· Not following regulations regarding progression or classification decisions.
· Evidence that an upheld claim for mitigation was not considered by the Board appropriately.
	☐
	2.
	that there has been a material procedural irregularity in the conduct of the mitigating circumstances procedure. i.e. the mitigating circumstances procedure was not followed. For example:
· It was not considered by a duly constituted Board.
· It was not considered in line with the regulations.
	☐
	3.
	that there is evidence of procedural unfairness in the conduct of the assessment or the mitigating circumstances procedure, i.e. that in the light of the information available and the College regulations, the decision made could be considered unreasonable. This does not permit challenge to academic judgment.
	☐
	Explanation of grounds of appeal
Please use the box below to describe the reason for your appeal. You must clearly and concisely explain what you consider has occurred (or not) with regards to the university procedures.

	Please delete this guidance text before submitting your appeal. In this section you need to explain your appeal grounds. You should link your statement to the grounds that you have ticked in the section above. 

If your appeal is based on procedural irregularity, you must clearly indicate:
· Which regulation you think has not been followed
· Why you consider it has not been followed
· Link to the evidence that you are providing to support the appeal.
For example: I am appealing on the grounds of procedural irregularity because my marks were all above 70%, but I have been awarded a 2.1 rather than a first. The Academic Regulation state at paragraph XX that a first will be awarded if the programme overall weighted average is 70% or more why I believe I have met. Please see the results transcript attached as part of my evidence and the programme handbook which also gives the criteria for classification

If your appeal is based on procedural unfairness, you must clearly indicate:
· Which regulations or process you consider has not been considered fairly
· Why that decision is unfair, in your opinion
· Link to the evidence that you are providing to support the appeal.
For example: I am appeal on the grounds of procedural unfairness as the decision of the mitigating circumstances panel stated that the evidence provided did not support the claim as it was unrelated, but as can be seen from the evidence and claim form that this decision is unreasonable as I claimed as I had chicken pox, which if confirmed in the GP letter. 


	Late appeal submissions ONLY
An appeal is late if it is submitted after 15 working days following the publication of results. If you are submitting your appeal late, you must use the box below to explain why you believe that your appeal should still be accepted.

	Please delete this guidance text before submitting your appeal. You only need to complete this section if you need to explain why you are submitting your appeal after the deadline (15 working days from the email from student records confirming your result and directing you to the online transcript).

Your explanation needs to clear why you could not follow the set deadline, for example if you were ill or had been given the incorrect deadline, and you must provide supporting evidence.

Appeals that are submitted late without a compelling reason will not be considered.

	Informal Action
Please explain in the box below any steps you have taken to address the issues raised in your appeal informally with your department. If possible, include the names of staff and attach any correspondence that you have had with them.

	

	Evidence/supporting documentation
Please list all the documents that you are providing to support your appeal. Where documents are to follow please indicate when they will be provided. *In all cases, evidence of the date of formal publication of results is required (this would normally be the email from Student Records) or the outcome of the mitigating circumstances claim (if related to grounds 2 or 3)

	1
	

	2
	

	3
	

	What do you want to see happen if your appeal is successful?
Please use the box below to describe what action you want to be taken if your appeal is successful. For example, ‘to be considered for an uplift in the discretionary band’ or ‘to be considered for an additional resit’.

	You can use the box to describe what you wish to achieve from a successful appeal. Please note that if an appeal is upheld, the university may only make decisions that are within the regulations, and in consideration of other factors, such as the timing of the outcome. It may not be possible to for your wish to be granted.

	Privacy statements
1. The university will only share the information in this appeal with those that are required to respond, or those members of the university that will consider the appeal.
2. The full information that is contained in the appeal submission will only be held for the period as outlined in the university retention schedule.
3. Fully anonymised data may be retained after this date for the continuous improvement of processes and procedures, for example analysis of types of cases and outcomes, or for training purposes. No individual will be identifiable from this data.

	Student declaration
Please note that if this section is incomplete, the appeal cannot be considered. 
As the appellant, by submitting this appeal and supporting documentation:

	I declare that the information given is true and accurate to the best of my knowledge.
	☐
	I declare that I have consulted the Academic Appeals Procedure prior to completing the form.
	☐
	Student signature
Typed is sufficient
	
	Date
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	PART TWO: For completion by the Casework Team

	The process for considering appeals is that an initial review of the submission will be taken by a member of the Casework Team. This review is to confirm that your appeal is eligible in that it: 
• Was submitted on time (that is within 15 working days of the official notification of the outcome) 
• Was provided on a fully completed Formal Academic Appeal form 
• Cited and explained eligible ground for appeal 
• Documentary evidence was provided for the circumstances described. 

Please find below details of the decision of the reviewer in this case.

	Timeliness
You submitted the appeal within 15 working days of the notification of results or the late rationale accepted?

	



	Met     ☐
	Not met     ☐

	Document submission
You provided a fully completed Formal Academic Appeal form and have provided the following documentation:

	1
	

	2
	

	3
	

	Met     ☐
	Not met     ☐

	Eligible grounds
You submitted the appeal within 15 working days of the notification of results or the late rationale accepted?

	



	Met     ☐
	Not met     ☐

	Overall eligibility review outcome
	Eligible     ☐
	Partially eligible    ☐
	Not eligible    ☐

	Next steps in the procedure

	



	Caseworker signature
	
	Date
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