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Introduction  
 

Who do these guidelines apply to? 
  

These guidelines apply to all 1current full time, part time, associate students, higher level apprentices and 

access students registered for 2Higher Education (hereinafter referred to as HE) and Access programmes 

or modules at Belfast Metropolitan College (hereinafter called Belfast Met or College), who want to appeal 

against an assessment, progression, withdrawal, repeat and / or retake decision made by the College’s 

Examination / Assessment Board.   

 

Please note this document makes reference to the title ‘Assessment Appeals Guidelines’. The term 

‘assessment appeals’ is referred throughout this document as ‘academic appeals’. Therefore, this 

document will use the terminology ‘academic appeals’ and not ‘assessment appeals’.  

 

The College is committed to providing you (hereinafter referred to as ‘you’ or ‘the student’) with the right 

to an academic appeal, in appropriate circumstances, against a decision of an Examination / Assessment 

Board. The purpose of these guidelines is to explain to you the academic appeals procedures. These 

guidelines have been written to help students. Please read these guidelines carefully. If there is anything 

you don’t understand please ask your Course Co- Ordinator/ Course Director. The College’s Academic 

appeals process will be explained to all students at induction and is referred to within your programme 

and specification handbook. 

 

What are academic appeals? 
 

The Examination/Assessment Board determine the academic progress, or the 3academic decisions of a 

student based on their performance in examinations and other forms of assessment.  

 

An Academic Appeal may be based either on: 

 

A. new information about extenuating circumstances which were not known to the 

Examination/Assessment Board when it made its original decision. (This is known as 

Student Appeal 1 (SA1). Extenuating circumstances may be due to medical, domestic, or 

personal difficulties; or  

 

B. a procedural or other irregularity. A procedural irregularity could be a change to published 

examination / assessment arrangements not notified to students in advance. (This is known as 

Student Appeal 2 (SA2). 

 

These examples are illustrative only and evidence of other extenuating circumstances or procedural 

 
1 A current student includes HE/HLA or Access students enrolled on programmes or modules, those on an interruption of studies and those on a temporary 
suspension / exclusion from the College and those who have recently left the College and are within the time limit for making an academic appeal.  
2 Higher Education refers to programmes studied at level 4, level 5, Level 6 and Level 7. For a list of Access programmes please refer to Access programmes as 
listed in Appendix 2 of this document.  
3 Assignment marks, module/unit results, thesis/dissertation submission and the award and classification of qualifications are all covered by the HE/Access 
Programmes Academic Appeal Guidelines  
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irregularities may be presented. The College's 2021/2022 Higher Education and Access Programmes: 
Academic Appeals Guidelines is an internal process the purpose of which is to establish the facts in light 
of evidence. The academic appeals procedure requires the student to make their case on the HE/Access 
Academic Appeal (SA1 and or SA2) form, outlining their grounds for appeal and providing sufficient and 
adequate evidence in support of their appeal.  
 

It is important that students follow their programme of study’s assessment / examination deadlines 

dates. If a student encounters periods of ill health, domestic or personal difficulties before their 

programme of study’s assessment / examination deadlines dates, they should inform the appropriate 

academic staff within their School / Department and follow the College’s Extenuating Circumstance (EC1) 

Process. The College’s Extenuating Circumstances Process and Form is located here 

https://www.belfastmet.ac.uk/about-us/corporate-information/public-documents/ Although you may 

have previously discussed your difficulties with staff in your School / Department, this does not in itself 

constitute the submission of extenuating circumstances.  

If you are unable to complete assessment / examination at the published deadlines dates, the onus is on 

the student to have the appropriate discussions with their academic staff, this will also include the 

presentation of an appropriate EC1 form, and any subsequent evidence requested by the EC1 process. The 

EC1 process will allow academic staff to take appropriate action which will include a discussion about your 

options. However, if there are exceptional circumstances that prevent a student from discussing or 

presenting evidence being submitted within the timescales set out in the EC1 process, you may 

subsequently appeal (SA1) against the decision of the Examination / Assessment board on the basis that 

the evidence of medical, domestic, or personal circumstances was not available to the Examination / 

Assessment Board when it made its decision on a student’s academic progress. 

  
If you consider that exceptional circumstances apply in your case and either your evidence submitted under 

Form EC1, or other evidence of extenuating circumstances, was not considered by the Examination / 

Assessment Board, you should complete an SA1 form. 

 
HE/ Access programmes academic appeal process cannot be used to:  

A. challenge a decision your academic team / examiners have made on your performance i.e. marks 

/ grades awarded cannot be appealed; or 

B. complain about the delivery or management of a course after you have presented yourself for 

examination / assessment; you should raise such concerns through the College’s Compliments 

and Complaints procedure at an earlier stage as soon as they rise. A complaint may be defined as 

‘A statement that something is unsatisfactory or unacceptable.’ www.oxforddictionaries.com.  

The 4Quality Assurance Agency (QAA) defines a complaint as ‘the expression of a specific concern 

about matters that affect the quality of a student’s learning opportunities’ Belfast Met is 

committed to providing the highest quality of service to all our customers. If a customer is not 

satisfied with the quality of service provided by the College or College staff, they have the right to 

complain. The College Compliments and Complaints policy is located here at 

 
4 https://www.qaa.ac.uk/quality-code/advice-and-guidance/concerns-complaints-and-appeals  

https://www.belfastmet.ac.uk/about-us/corporate-information/public-documents/
http://www.oxforddictionaries.com/
https://www.qaa.ac.uk/quality-code/advice-and-guidance/concerns-complaints-and-appeals
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http://www.belfastmet.ac.uk/about-us/corporate-information/public- documents/  Where a 

student submits an appeal for matters which would be more appropriately dealt with under the 

College’s Compliments and Complaints policy, the Academic Appeals panel will make reference to 

the correct procedure in the academic appeal outcome. In some complex cases there may be 

elements of both an academic appeal and a complaint. Where this occurs, the College will inform 

the student of the correct procedure the College will be using for each element. Please note for 

complex cases the timelines may differ (please refer to footnote four for the timelines attached to 

academic appeal outcomes).  

C. to challenge decisions on entry requirements and or admissions requirements you should raise 

such concerns through the College’s Admissions policy which is located here at 

http://www.belfastmet.ac.uk/about-us/corporate-information/public- documents/  

Please note appeals or challenges to the College’s Admissions policy are dealt with through the 

College’s Compliments and Complaints policy. 

D. to challenge decisions on academic misconduct (academic malpractice), the appeals on these 

decisions should be raised through the College’s Student Disciplinary Policy which is located here 

at http://www.belfastmet.ac.uk/about-us/corporate-information/public- documents/ 

 

 

 
 
When and how to submit an academic appeal?  

 

The HE/Access Academic Appeals procedure can only begin after an Examination Board/Assessment Board 

has sat and after you have received the formal notification (Publication of Results) of your result from the 

college. HE/ Access students will receive their Publication of Results after their programmes 

Exam/Assessment Board takes place. All HE/Access students receive their Publication of Results via their 

Belfast Met student email address. 

 

You must submit your HE/Access Academic Appeal Form (SA1 / SA2) within the deadline date and by the 

time as specified in your Publication of Results email. Only in very exceptional circumstances will academic 

appeals submitted after the deadline date/ time be accepted for consideration. If your appeal is late, a 

representative of the Academic Appeals Panel will email you requesting a “Reason for Lateness”.  

 

To submit a HE/Access Academic Appeal (SA1 and or SA2) form please complete and submit the 

below electronic form.  

HE/Access Academic Appeal (SA1 and or SA2) Form   

 

Any evidence in support of your academic appeal should be submitted with the HE/Access Academic 

http://www.belfastmet.ac.uk/about-us/corporate-information/public-documents/
http://www.belfastmet.ac.uk/about-us/corporate-information/public-documents/
http://www.belfastmet.ac.uk/about-us/corporate-information/public-documents/
http://www.belfastmet.ac.uk/about-us/corporate-information/public-documents/
http://www.belfastmet.ac.uk/about-us/corporate-information/public-documents/
http://www.belfastmet.ac.uk/about-us/corporate-information/public-documents/
https://forms.office.com/r/vaNuKapcHB
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Appeal Electronic Form, please note the HE/Access Academic Appeal (electronic) Form will give you an 

option to upload /attach digital supporting evidence - the HE/Access Academic Appeal Electronic Form will 

direct you on how to do this. Please note submitted HE/Access Academic Appeal Forms and the upload of 

any supporting evidence is secure, and these documents will be treated in confidence and in line with 

College’s Data Protection Policy https://www.belfastmet.ac.uk/about-us/corporate-information/public-

documents/ and the College’s Privacy Policy https://www.belfastmet.ac.uk/about-us/corporate-

information/privacy-policy/   

While privacy and confidentiality will be maintained, you should be aware that the evidence that you 

submit will normally be made available to 5staff involved in considering your academic appeal and will be 

held on your student file until the conclusion of the process. However, if you have information about highly 

sensitive or personal circumstances that you do not wish to be seen by members of the Appeals Panel 

therefore you are not uploading this evidence with the electronic form, you may 6lodge it in a sealed 

envelope with the college. You should write on the outside of the envelope your full name, your Belfast 

met Student ID, the full title of your course and the words “For the attention of the Chairperson of the 

Academic Appeals Panel” and “Strictly Confidential.” The Chairperson may decide that the contents should 

not be disclosed to members of the Academic Appeals Panel and or to place this information on your 

student file. Please note if you are submitting evidence in a sealed envelope this evidence must be made 

available to the college at the date/time of the deadline of your appeal as outlined in the Publication of 

Results) email.    

 

It is important that you complete all relevant sections of the HE/ Access Academic Appeal form as your 

appeal may be rejected if you have not provided the information requested. 

 

What will happen after I submit my HE/Access Academic Appeal Form?  
 
The completed form will be considered by Academic Appeals Panel. The Academic Appeals Panel will 

normally comprise the Chairperson of the Progress and Award Board. The Academic Appeal Panel acts on 

behalf of the Examination / Assessment Board which made the original decision. A representative of the 

Academic Appeals Panel may need to contact you to discuss your submitted HE/Access Academic Appeal 

Form, you will be contacted using the contact details stated within the completed form. The Academic 

Appeals Panel aims to process your Academic Appeal within 710 working days. Students will be notified of 

the outcome of their submitted academic appeal via an email from the college’s academic appeals email 

address to the student’s Belfast Met email address.  

 

Academic Appeal outcome(s):  
 

The Academic Appeals Panel can make one of the following decisions: 

 

 
5 Academic Appeals are reviewed by an Academic Appeals Panel which normally will be made up of Chair of the Assessment/Exam Board, Programme Course 

Director/Course Coordinator and Curriculum Area Managers / Delivery Manager and or Head of School/Head of Department. If deemed necessary, a member 
of the Colleges Executive Leadership Team may form part of an Academic Appeals Panel.  
6 Postal or hand delivery to the reception in your campus of study. For a full list of campus addresses and contact details please visit 

https://www.belfastmet.ac.uk/connect/how-to-find-us/  
7 Dependent on the volume of academic appeals and business need. Appeals on the basis of procedural and other irregularities (SA2) can take longer. SA2’s 

are normally heard within twenty-eight days of the submission of your appeal. 

https://www.belfastmet.ac.uk/about-us/corporate-information/public-documents/
https://www.belfastmet.ac.uk/about-us/corporate-information/public-documents/
https://www.belfastmet.ac.uk/about-us/corporate-information/privacy-policy/
https://www.belfastmet.ac.uk/about-us/corporate-information/privacy-policy/
https://www.belfastmet.ac.uk/connect/how-to-find-us/
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1. Decline the Academic Appeal, if this was the outcome of your appeal this would mean that the 
outcome or assessed mark you were appealing would remain in place. The appeal is not 
successful if the Academic Appeals Panel determines:  

I. there are no reasonable grounds for an appeal;  

II. you have failed to complete the HE/ Access Academic Appeals Form; 

III. it is determined that you have not submitted any new information or that you have not provided 

a satisfactory explanation for your failure to supply the information by the date(s) prescribed in 

the process as set out above. If this is the case, the original decision of the Examination / 

Assessment Board will be confirmed;  

IV. there is no contemporary , independent, medical or other evidence to support the appeal;  

V. it is late and you have not provided a reasonable or evidential “Reason for Lateness”; 

VI. the appeal is deemed to lack substance. 

 

 

 

 

2. Uphold the Academic Appeal. The Academic Appeals Panel determines: 

I. that you have submitted new information and /or that you have provided a satisfactory reason or 

evidence for your failure to supply the information by the date(s) prescribed, the original decision 

will be reviewed by the Academic Appeal Panel and either amended or confirmed; 

II. the original decision may be amended;  

III. the original decision may remain unchanged if, for example, a student was already retaking a 

module / unit and appealed to have a second retake considered as a first take. Therefore, whilst the 

appeal has been upheld in such instances the new decision will be the same as the original decision with 

an indication that the student now has a first sit of a retake. A first sit may indicate that the module / 

unit retake will not automatically be capped at a pass / 40%. All retakes will be time bound.  

 

3. Partially uphold the Academic Appeal. 

I. This outcome means that the Academic Appeals Panel have accepted some of your appeal but 
not all of it. The student would be informed of the exact details of this outcome possible 
examples could include a student may be given the opportunity of a retake, resubmission and or 
repeat on some aspects of the module/programme. Please note that this is not a common 
outcome.  
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Interview and or a meeting with the Academic Appeal Panel  
 
If you are called for interview/meeting, you may choose to be accompanied. The accompanied person 

must be a member of the College, for example a student or a Students’ Union officer or a member of staff, 

subject to there being no conflict of interest, ie, the person must not be related to the student making the 

academic appeal. It is your responsibility to arrange for this person to attend the interview/meeting with 

you. If, for very good reason, you are unable to attend for interview/meeting at the original date, the 

College will try to reschedule the interview/meeting. You are not entitled to be represented by a proxy in 

your absence. The interview will be either online or will take place on your campus of study. The 

interview/meeting will be arranged by a representative of the Academic Appeals Panel.  
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What happens if my appeal was declined, and I believe this decision is wrong 
 
If your appeal has been declined and you have exhausted all of the College’s relevant procedures and you 

are still not satisfied with this outcome you may then pursue any further appeal with the relevant awarding 

organisation or 8partner university. Students have the right to submit a formal appeal to the relevant 

awarding organisation or partner university. Details of how to further appeal to your awarding organisation 

or partner university can be found in your programme and specification handbook and the awarding 

organisation’s or partner university’s website. Students are advised to visit the website of their awarding 

organisations or partner university on a timely basis when pursuing an appeal as all appeals procedures 

will be time bound with specific timelines, these timelines will differ depending on the awarding 

organisations or partner university. Each awarding organisations or partner university will require you to 

submit relevant information, which may include the initial information you submitted to the college as part 

of your SA1/SA2 and the colleges outcome of your submitted academic appeal. The onus is on the student 

to submit the relevant information to their awarding organisations or partner university.  

 

 

The College’s rights and responsibilities 
 
The college is responsible for dealing with a student’s initial academic appeal in accordance with this 

document’s guidelines and processes. The college will carry out this responsibility by: 

 

• Ensuring the Higher Education and Access Programmes Academic Appeals Guidelines are easily 

accessible to all students  

• Informing students of the outcome of their academic appeal in writing (email to Belfast Met 

student email), this outcome email is important, as students will need it if they wish to request a 

review of their appeal to the relevant awarding organisation or partner university 

• Responding in an open and timely manner to any requests made by an awarding organisation or 

partner university in relation to an academic appeal review. Students are informed of any delays 

in relation to the outcome of their academic appeal  

• Providing information on appeals to awarding organisation or the relevant partner university part 

of the College’s obligations, these obligations are outlined in the awarding organisation or partner 

university terms of reference/ validation agreements  

• Reviewing, monitoring and evaluating its own academic appeal guidelines and processes annually. 

In doing so, the College will take into account current good practices and changes in legislation 

awarding organisation or partner university regulations   

• Ensuring all persons involved in the academic appeal do so impartially and do not act in any 

matter in which they have a material interest or in which any potential conflict of interest might 

arise.  

 
8 Validated partner  
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• Ensuring the Higher Education and Access Programmes Academic Appeals Guidelines are 

operated in accordance with the Colleges Equal Opportunity Policy for students   
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Appendix 1: Higher Education and Access Programmes: Academic Appeals Flow Chart   
 

  

 

Examinations Board (EB) Result  
Do you have an appeal? 

SA1 Appeal: New information about extenuating 
circumstances which were not known to the 

Examination/Assessment Board  

Has HE/Access Academic Appeal (SA1) form 
been submitted with the deadline date as 
outline in the Publication of Results email? 

 

Appeal considered by Academic Appeals Panel 
Appeal considered by Academic Appeals Panel 

 

SA2 Appeal: Process Irregularities 

Academic Appeal 
Successful 

 

No

Yes 

 
 

 

 
 

Academic Appeals Panel decide on an 
Academic Appeal Outcome  

 

Has HE/Access Academic Appeal (SA2) form 
been submitted with the deadline date as 
outline in the Publication of Results email? 

 

Yes 

Academic Appeals Panel decide on an 
Academic Appeal Outcome  

 

Academic Appeal 
Successful 

Academic Appeal 
Unsuccessful 

DECISION COMMUNICATED TO STUDENT BY ACADEMIC APPEALS TEAM.  
Academic Appeal Team will communicate the outcome to the student by 
sending the student an email to the students Belfast Met email address.  

Yes 
 

No 
No 

Yes 

No 
No 

No
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Appendix 2: 2021/2022 Access programmes  
 

Full title of the Access programme including the Validated Partner University  

Access Diploma in Mathematics and Finance (Full-Time) – Ulster University  

Access Diploma in Mathematics and Physics (Full-Time) – Ulster University 

Access Diploma in Computing for the Economy (Full-Time) – Ulster University 

Access Diploma in Computing for the Economy (Part-Time) – Ulster University 

Access Diploma in Humanities and & Social Sciences – Queens University Belfast  

Access Diploma in Biological Sciences – Queens University Belfast  

 


