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How to submit an academic appeal 

1. Check you are using the right procedures 

This guidance leaflet only applies to decisions of the Progression and Award Board (or 

Postgraduate Student Progress Committee for PGR students) i.e. results. You cannot use this 

procedure to appeal other decisions, such as academic misconduct or having your 

extenuating circumstances claim rejected. For other decisions, the appeal route will be 

outlined in the relevant policy. 

2. Check you are submitting at the right time 

You can only appeal during the 10 working days AFTER receiving the letter confirming 
the final decision of the Progression and Award Board (or Postgraduate Student Progress 
Committee for PGR students). 

• If you have received marks back for an individual assessment (e.g. through Canvas) 

but have not yet received the letter from the Progression and Award Board then it 

is too early to appeal. You need to wait until you have received the decision letter to 

submit your appeal (but you can begin preparing your appeal now using the 

guidance below). You can contact your Faculty Office or Programme Administrator 

to confirm when you are due to receive the letter from the Progression and Award 

Board. 

• If it is more than 10 working days AFTER receiving the letter confirming 

the final decision of the Progression and Award Board, you can still submit an appeal 

but it will only be reviewed if there were good reasons, supported by evidence, that 

prevented you from submitting on time.  

3. Use this leaflet to prepare your appeal and speak to the Student Union Advice Centre 

(further information below) if you need help preparing your appeal 

• This leaflet will help you draft your appeal and make sure you present all the 

necessary information so your appeal can be considered in detail. 

• This leaflet is NOT the appeal form itself. You MUST use the online form to submit 

your appeal. Your appeal will be rejected if you try to submit it via email or simply by 

forwarding a copy of your notes on this guidance leaflet. 

4. Submit your appeal online via https://forms.office.com/r/ya3Tf2UTiK  

• You must use the online form to submit your appeal. If you need any reasonable 

adjustments to help you submit the online form, due to a disability, learning 

https://www.winchesterstudents.co.uk/advice
https://forms.office.com/r/ya3Tf2UTiK
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difficulty or other form of neurodiversity, please email appeals@winchester.ac.uk 

directly and we will get back to you to help you submit an appeal. 

5. Monitor your University email account and await an outcome 

• Please bear with us as we will need some time to review and investigate your appeal 

fully. We will contact you with an outcome once this consideration has been 

completed. 

6. Winchester Student Union Advice Centre 

• Winchester Student Union Advice Centre can be accessed by all current University of 

Winchester students. We aim to support students to make their own informed 

choices by offering free, confidential, impartial advice and information, on a range of 

matters, including preparing and submitting an appeal. 

• We operate independently from the University of Winchester and specialise in 

supporting students with academic issues, including academic appeals. If you would 

like further support with submitting an appeal, visit 

https://www.winchesterstudents.co.uk/advice to complete our Advice Enquiry Form 

and speak with our advisor.  

 

 

 

How to write your academic appeal 

1. Decide on what grounds you are appealing against 

2. Describe why you are appealing 

3. Collect supporting evidence 

1. Decide what grounds you are appealing against 

You can only appeal against 3 specific grounds. It’s important that you decide which grounds apply 

best to your circumstances because the ground you choose will be what the appeal investigator will 

focus on. You can choose multiple grounds if more than one applies to your situation. 

The wording of the grounds is very specific but this can sometimes make them hard to understand. 

At the end of this document we provide some further explanations of what does and does not 

qualify under these grounds.  

Grounds 

A) There were circumstances that significantly affected the student’s academic performance 

which the student was unable, for compelling reasons, to progress through the Supporting 

Students to Succeed: Extenuating Circumstances and Support to Study Procedures. 

B) The University did not follow its regulations, policies or processes and this procedural 
irregularity, which as a result has disadvantaged the appellant, was significant enough to 
have materially affected the decision made, rendering it unsound. 

https://eur02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.winchesterstudents.co.uk%2Fadvice&data=05%7C01%7Cappeals%40winchester.ac.uk%7C24e0ed35fc874a63524708db6695e046%7C9ef0ad7deaab48a5a07afbb82033fa03%7C0%7C0%7C638216566113657614%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=utvWiGYUJVT5mGZIzahVotUAGJu2%2FAo%2FkA2dBZvngtE%3D&reserved=0
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C) There is substantive evidence of prejudice or bias on the part of one or more of the 
examiners. 

2. Describe why you are appealing 

Your appeal should be clear, easy to read and focus on the key points. Don’t risk your points being 

lost in emotion or amongst too much irrelevant detail. You might want to consider using bullet 

points, subheadings, or paragraphs.  

You should clearly outline your circumstances and reasoning and link this back to the ground you 

have chosen. You should also link it to the evidence you are submitting. You must usually provide 

evidence to support everything you say, evidence should ideally be independent and support all 

elements of your argument.  

Below you will find a preview of all the questions on the online academic appeal form which require 

a detailed written response. 

3. Collect supporting evidence 

It is always beneficial to your appeal if it is supported by evidence and it is likely that without 

evidence your appeal could be rejected. 

If you have not yet collected all the evidence you need, you should still continue to submit your 

online academic appeal form by the 10 working day deadline. There is an opportunity for you to 

outline what evidence you are still waiting for. However please be aware that usually we cannot give 

you an outcome until you have submitted all your evidence so the quicker you can submit all your 

evidence, the quicker we will be able to give you an outcome. 

Explanation of the grounds 

Ground A 

This if the ground to choose if: 

• something happened outside your control that affected how well you did on an assessment 

or prevented you from submitting it 

AND 

• you did not previously submit an extenuating circumstances application with this 

information 

AND 

• you have good reasons, supported by evidence, why you did not submit an application for 

extenuating circumstances at the appropriate time. You cannot appeal because you did 

not understand or were not aware of regulations, policies or procedures. 

For example, Siya had recently had a diagnosis of depression. She did not know this when she was 

submitting her most recent assessment so she did not submit an application for extenuating 

circumstances at the time. Siya submitted an academic appeal on ground A and provided a letter 

from her GP confirming her diagnosis and how it affected her studies.  

Ground B 

This is the ground to choose if: 

• you have evidence that a process or procedure has not be followed correctly  
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For example, Ai noticed that her feedback did not have any comments relating to two pages of her 
report and she could see that her mark for this assessment was much lower than her other 
assessments. Ai submitted an academic appeal on ground B and provided a copy of her assessment 
and feedback explaining how this showed that the marker had missed these pages of her report. 

If you believe an administrative or transcription error was made (e.g. a mark may have been 
incorrectly recorded or omitted) you should contact your Faculty Office, Programme Administrator 
at the Collaborative Partner or the Doctoral School (as appropriate) in the first instance, as it may be 
possible to resolve the matter more swiftly and without the need for a formal appeal. If the Faculty, 
Collaborative Partner or Doctoral School does not accept that an error has been made, then you may 
bring the matter forward for appeal. 

Ground C 

This is the ground to choose if: 

• you believe the decision was unfairly influenced by bias or prejudice against you. This must 

be based on evidence, not opinion.  

For example, Jo had complained to his module leader a few times during the module for various 

reasons. Jo was surprised when he barely passed the module and felt the feedback he was given was 

very brief. Joseph submitted an appeal on ground C contending that the module leader had marked 

his work more harshly because of his complaints. Joseph provided a copy of his assessment and 

feedback, a copy of the emails where he complained to the module leader and a copy of other, more 

detailed, feedback he had received from other markers. 

Reasons for appeal that are not allowed 

• You cannot appeal because you did not understand or were not aware of regulations, 

policies or procedures. 

• You cannot appeal against the quality or provision of teaching, supervision or services. These 

must be raised at the time such issues occur through e.g. programme leader, supervisor, or 

as defined in the Student Complaints Policy. 

• You cannot appeal because you disagree with the academic judgement of your assessor. 

"Academic judgement" is a judgement that is made about a matter where an opinion of an 

academic expert is essential. Every module is marked in relation to the learning outcomes, 

and a pass mark means that you have achieved them. To ensure fairness and consistency for 

all students, marks are moderated between teaching staff, and endorsed by external 

examiners. If you are unhappy with the mark for an assessment, you should speak to the 

marking tutor to get additional feedback, to help you understand the mark awarded.  
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Preview of the online form 

The table below shows you all the questions on the online academic appeal form which require a 

detailed written response. 

Question on online appeal form Tips 

What reasonable adjustments would help 
you access the appeals process? 
 
This question only applies to you if you have 
a disability, learning difficulty or other form 
of neurodiversity and you are worried about 
being unable to use the appeals process fully.  

If this applies to you, you can outline here what 
reasonable adjustments you think might help you 
fully access the appeals procedure. Don’t worry if 
you’re not sure – please explain as best you can 
and a member of the appeals team will contact 
you to discuss further. 

If it is more than 10 working days after the 
DATE of your decision letter, your appeal is 
late. Please give the reason you did not 
submit your appeal on time 
 
This question only applies to you if you are 
submitting your appeal after the 10 working 
days deadline. 

If you are submitting your appeal late, we will first 
consider the reason you submitted late to 
determine if we can still consider your appeal so it 
is important to use this opportunity to explain 
what led to you not submitting this appeal on 
time. Your appeal will only be considered if you 
have good reason for submitting late. 

It will help your appeal if you are able to provide 
evidence of the reasons you were unable to 
submit on time. 

What is the decision you are appealing 
against?  

For example, fail and repeat by part time study, or 
withdrawn and given exit qualification, or being 
awarded a 2:2 classification 
 
[This is stated at the top of your letter from the 
Progression and Award Board] 

Please specify which ground(s) you are 
appealing against? 

Look at the 3 specific grounds you can appeal 
against and also the further information and 
examples given above before deciding. 

Please explain, in your own words, why you 
are appealing.  

This is arguably the most important part of your 
appeal. This explanation will be key to helping the 
appeal investigator consider your case so you 
should take this opportunity to explain in detail 
why you disagree with the decision and want to 
appeal.  
 
You should: 

• Link this explanation to the grounds you 
are appealing against and explain how 
your circumstances meet the definition of 
the ground. 

• Clearly outline the sequence of events 
that support your appeal. 

• Link this explanation to any evidence you 
are submitting. 

• Do not include personal information 
about other people unless you have their 
permission. 

https://forms.office.com/r/ya3Tf2UTiK
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• Do not include details of the outcome you 
want. You will be asked what outcome 
you want in a separate question.  

 
For appeals against ground A you should: 

• Outline your extenuating circumstances 
and how they have impacted you in the 
assessments you are appealing. 

• Explain the chronology of your 
circumstances and include any key dates. 
If the circumstances were not close in 
time to the assessments you are 
appealing, you must explain how the 
circumstances continued to have an 
impact on your academic performance; 
and spell out exactly how the 
circumstances affected your ability to 
study and perform at your usual level. Did 
you lose time? Were you unable to 
concentrate or retain information?  

• You will then need to explain whether you 
informed the University at the time by 
following the extenuating circumstances 
policy. If yes, you can explain whether the 
circumstances were accepted or rejected. 
If no, you must provide good reason why 
you could not have reported your 
circumstances on time. 

Please outline what evidence you are 
collecting and when you expect to be able to 
submit it. 

Here you can outline the evidence you plan to 
submit via the online academic appeal form that 
supports your reasoning supporting your appeal in 
the previous question. 

What would you wish the outcome of your 
appeal to be? 

This is your opportunity to explain what outcome 
you think is fair. There is no guarantee this will be 
the outcome but it will be considered by the 
appeal investigator. 
 
For example, you may wish to be given the 
opportunity to retake/repeat assessments or year 
of study. 
 
Please be aware that we can only award marks 
based on the work you submitted and so, even if 
your appeal is successful, your mark cannot simply 
be increased. Instead, you are more likely to be 
offered an additional attempt. 

 


