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1. COMPLIANCE WITH REGULATIONS

All appeals shall be conducted in accordance with these regulations and the expectations set out
in the Revised UK Quality Code for Higher Education: Concerns, Complaints and Appeals (Nov
2018)! as embodied in the regulations approved by the University Centre Leeds Governing Body,
and shall seek to uphold the principles of fairness, consistency, equity and equal opportunities.

2. IMPARTIALITY OF DECISION MAKERS

To ensure impartiality in the dealing of General Appeals all appeals will be considered by a
General Appeals panel, chaired by the Dean of Higher Education (or nominee). No person shall
be permitted to take part in the making of a decision regarding an appeal where they have an
interest through being a member of the same academic department in which the appellant is
registered.

3. DISTINCTION BETWEEN APPEALS AND COMPLAINTS

This process, applies to all, except academic appeals, and could include those relating to the

following:

. Admissions decisions;

. Bursary payment decisions;

° Programme approval decisions (LCC validated programmes only)

Other matters of complaint involving a student and the University Centre Leeds will be referred
to as complaints and will be considered under the University Centre HE Complaints process.

Within the context of the University Centre Higher Education provision Academic Appeals are
defined as:

e Arequest that is made to review a decision that has been made in relation to the progress of

the appellant on his/her programme of study, including the award of any qualification as a
result of that progress.

4. GROUNDS FOR REVIEW

A General Appeal can be considered at the request of an individual in the following
circumstances:

e Where an individual feels that a decision has been made without taking into consideration all
pertinent information;

e Where an individual feels that a decision has been made which may be considered to be in
breach of Equality of Opportunity;

The handling of all appeals should normally be completed within 90 days of the start of the formal
stage, in accordance with the OIA guidelines 2.

5. WHO CAN APPEAL

¢ Current students on a course of study at L4 or above of FHEQ

¢ Recent former students and graduates (within 1 academic year of leaving)
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¢ Applicants applying for a place at the University Centre Leeds

6. PRIVACY, CONFIDENTIALITY AND DATA PROTECTION

All evidence submitted by an appellant in support of an appeal should be treated with respect for
the privacy of the appellant, and should be confidential to those members of staff concerned with
the matters raised in the appeal.

Exceptionally, the appellant may request in writng to the HE Registrar at
heregistrar@ucleeds.ac.uk that information which they specify is not disclosed (save to the
appeal panel).

Where the Chair determines that exceptional circumstances do not exist, the Chair (or nominee)
must inform the appellant in writing within 10 working days of that decision and the reasons for
it, and must provide the appellant with the opportunity to have a summary of the evidence, which
balances the request for confidentiality against the ability of University Centre Leeds to respond
to the appeal, disclosed. If the appellant is unable to accept either option the appeal shall be
deemed to have been withdrawn by the appellant

Any member of staff involved with an appeal in any capacity will ensure that the Data Protection
Act 2018 is complied with at all times

7. FAIR TREATMENT

No individual submitting a formal or informal Appeal under this Procedure, whether successfully
or otherwise, will be treated less favourably by any member of staff than if the Appeal had not
been brought. All staff involved in handling any stages of an Appeal have a duty to ensure that
any decision they make regarding assessment of evidence, or the way a student is treated, must
not be influenced by the submission of an Appeal Application. If evidence to the contrary is found,
the member of staff may be subject to action under the Staff Disciplinary Procedure.

Where an individual believes that consideration of an Appeal is likely to affect the relationship
between a student and a member of staff, all parties will be expected to continue that relationship
in a professional manner. Only in exceptional circumstances will the Dean of Higher Education
consider agreeing to a request for alternative working arrangements whilst the Appeal Application
is being investigated.

8. SUBMITTING AN APPLICATION FOR APPEAL

Individuals submitting an appeal will find a General Appeal Application form on the website or
can request this from HE Registry. An example of the form can be found General Appeals
Application Form.pdf (ucleeds.ac.uk)

HE Registry on receipt of the application, will have the right to request further clarification and/or
information from the student prior to referring the application to the relevant Chair of the General
Appeals Panel.

Incomplete applications or applications that do not meet the criteria will normally be rejected. The
decision on whether, exceptionally, to accept incomplete applications or applications that do not
meet the criteria will be at the discretion of the Chair of the General Appeals Panel. The decision
of the General Appeals Panel is final. Students on Open University validated courses may be
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able to appeal to the Open University when UC Leeds processes are exhausted, further
information can be found here OU Handbook for Validated Awards,

All sections of the Appeal Application Form must be completed as fully as possible, following the
guidelines issued in the form. Comments in support of the application should be confined to
matters directly related to the grounds for the application. The application must be supported by
documentary evidence.

Individuals are advised to retain a copy of their documentation and the General Appeal
Application Form. Documents supplied as part of the application process will not normally be
returned. Where photocopies of documents are submitted, the individual may be required to
provide the HE Registry with sight of the original documents in order to verify their authenticity
or, in exceptional cases, ask for their authenticity to be notarised by a public notary.

9. THE INFORMAL PROCESS

HE Registry will refer the appeal to the appropriate department for an informal discussion. All
University Centre Leeds staff should take appropriate and immediate action (contact within 10
working days) in response to the appeal application. Every effort should be made to establish all
the relevant facts and secure an immediate resolution. This should normally be achieved within
20 working days.

The Informal Stage does not negate an individual’s right to progress to the formal stage and any
application must be submitted in accordance with the guidance provided within the form.

At the conclusion of the Informal Stage, the HE Policy and Compliance Officer or nominated
representative will contact the individual, confirming in writing the decision of the Informal
Stage. A copy of the documentation must be provided to the individual to serve as a record of
the outcome. A copy must also be kept on file, and copies may be circulated, in confidence, to
members of academic staff involved in the investigation of the facts relevant to the application. In
the event that agreement has not been reached, a student may contact the HE Policy and
Compliance Officer on HEQuality@ucleeds.ac.uk within 10 working days from the conclusion
of the Informal Stage to request that the appeal proceed to the formal stage. (See Paragraph
10).

10. FORMAL PROCESS

The formal process is initiated by the applicant if they feel that the appeal has not been resolved
by the informal stage. Applicants should email HEQuality@ucleeds.ac.uk within 10 working days
of notification of the outcome of the informal stage.

Receipt of a request to progress the appeal will be acknowledged by the HE Registry normally
within 3 working days.

The Higher Education Development Office (HEDO) shall normally, within 3 working days,
circulate the General Appeal Application Form and supporting documentary evidence, to the
Chair of the General Appeal Panel.

Following a review of the application the Chair will instruct The HE Policy and Compliance Officer
to convene a panel. This should be within 10 working days of receipt of the application. The
constitution of the panel should normally be:

e The Dean of Higher Education (the Chair)
e The HE Registrar
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¢ A member of Academic Staff, independent of the process.

The quorum for a General Appeals Panel is two members, and a Secretary shall also be in
attendance.

The General Appeals Panel will consider the individual’s application and supporting evidence and
reach a decision.

To assist in this process, the General Appeals Panel may request further information from the
individual where necessary. This information should normally be provided to the Secretary of the
General Appeals Panel within 5 working days of the request. Where the General Appeals Panel
agree that the application does not meet the grounds for Appeal based on the evidence
submitted, it shall dismiss the application.

If the members of the Appeal Panel agree that there appears to sufficient evidence to uphold the
appeal they will determine the action that needs to be taken.

The individual will normally be informed of the decision, and the reasons behind the decision, of
the General Appeals Panel within 5 working days of the meeting in writing.

11. MONITORING AND EVALUATION

Statistical data relating to the number of informal and formal appeals, including a summary of its
decisions, will be included in the Scheme’s Annual Report.

12. REVIEW
Change Summary
Version Date Summary of Changes
1 June 2015 |Policy created
2 Nov 2020 |Policy reviewed
3 Sept 2022 [Updated in line with the OU Audit
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