
PROCESS FOR ACADEMIC APPEALS – Stage One (Appeal of Exam Board decision)

CentresStudent Exam Board

Student submits Stage One 
Appeal application to Exam 

Board

Student receives outcome and may 
proceed to Stage Two of process if 

unsuccessful at Stage One

Chair of Exam Board confirms 
outcome to the Centre and the 

Student, including full details and 
sending a Stage Two Review 

application form if the application has 
been rejected

Student receives results

Programme Lead reviews application and 
completes a report for the Exam Board 

containing a summary of the application 
facts and any details of the situation from 
the University perspective (eg Invigilator 
Reports, copies of documentation, etc).
This document is passed to the Chair of 

the Board of Examiners

Application received by Assessment 
Office, who pass to Programme Lead 
to be included in next available Board 

Meeting

Student requests an 
application to submit a 

Stage One Appeal request 
to the Exam Board

Centre staff 
email 

application 
form

Board considers the Stage 
One Appeal application

Centre records the outcome 
of the Review on UNIT-e



PROCESS FOR ACADEMIC APPEALS – Stage Two (Review)

Academic RegistryStudent Review Panel Exam Board

Complainant applies for a Stage 
Two Review of Assessment 

Decision
Academic Registry reviews the 

application 

Student receives notification and 
awaits outcome of Stage One 

(see Stage One Process)

Registry compiles electronic copies 
of all relevant documentation 

from the student and also from 
the Exam Board and emails to 
members of the Review Panel

Outcome Report, OIA info and 
Completion of Procedures Letter 

sent to student

Student receives outcome and 
may request a review by the 
OIA, if unsatisfied with the 
outcome (see Stage Three)

Has student been 
through Stage One?

Student is notified 
that the application 
is being treated as a 

Stage One 
application and has 
been referred to the 

Exam Board

No

Exam Board considers the 
application (see Stage One 

Process)

Yes

Registry receipts the 
application for the student, 

confirming the process

Student receives receipt and 
awaits outcome of Stage Two 

Review

Registry liaises with Review 
Panel members to agree date 

of meeting

Review Panel considers the 
documentation

Case Upheld?

Exam Board re-considers 
application based on 

information provided by 
Review Panel

Yes

Full Outcome 
Report produced by 

Registry
No

Outcome of Board 
sent to student 

(including full details 
where rejected) with 

copy to Registry

Registry records the 
outcome of Review on 
tracking spreadsheet



PROCESS FOR ACADEMIC APPEALS – Stage Three (OIA review)

Academic RegistryStudent OIA University Management

Student applies to OIA for a 
Review of Academic Appeal

OIA receipts request with copy to 
University

OIA confirms to student that their 
case is valid for review with copy to 

University

Registry tracks progress of OIA 
review through website

Case Worker reviews case and 
documentation, liaising with 

student and University as necessary

Acknowledge

Review Completed.
Outcome documentation, together 

with recommendations sent to 
student and the University

Registry records OIA Review 
request

OIA allocates Case Worker to 
Review case

Registry informs University 
Management as necessary and 

starts to collate appropriate 
documentation

Case Worker requests 
documentation from University

Agree action

Registry liaises with relevant staff / 
departments to ensure actions are 

carried out

Registry ensures that student and 
OIA are informed of action taken 

by the University

Registry creates 
.pdf of all 
relevant 

documents and 
sends to OIA 
electronically

OIA receives confirmation of 
action taken by the University

Student receives confirmation of 
action taken by the University

Student receives outcome 
from OIA

Registry liaises with University 
Management on action
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