
 

 

 

 

This is the Student Advice Centre's guide to Sheffield Hallam University's appeals 

procedure 2019/20 

Before submitting an appeal please read the University's appeals policy and procedure:  

https://students.shu.ac.uk/regulations/appeals_and_complaints/Appeals%20Policy%20and

%20Procedure.pdf Please also see our self-help guide on how to complete a stage 1 appeal 

form.  You can access support at any time throughout this process from the Student Advice 

Centre.   

What is an appeal?  

Appeals are complex and cover a lot of different decisions and outcomes that the University 

makes.  When you complete an appeal form, you are not appealing to the panel's better 

nature or trying to persuade them to change their rules or regulations. Appealing is not 

about pleading or imploring the panel to treat you differently than other students.  Within 

an appeal you are clearly able to meet one of the grounds outlined below and have 

evidence to demonstrate how your situation meets that ground.   

What will not be considered under an appeal?  

Specific concerns about a teaching-related or service-related provision should be managed 

through the University's complaints process.  For more information please see our guide to 

Sheffield Hallam University's complaints procedure 2019/20.   

If you are unhappy with how your disciplinary from the University is being handled, please 

contact the Student Advice Centre.  You cannot appeal using this process.   

If you have received a grade you are unhappy with, you need to consider if your concerns 

are mainly based around the teaching you received before you attempted the work and/or 

feedback you received.  If this is the case, you probably need to submit a complaint.  The 

Student Advice Centre can help you decide if you have an appeal or complaint.   

Academic judgement will not be considered under the appeals process.  The OIA 

(https://www.oiahe.org.uk) define academic judgement as ' not any judgment made by an 

academic; it is a judgment that is made about a matter where the opinion of an academic 

expert is essential. So for example a judgment about marks awarded degree classification, 

research methodology, whether feedback is correct or adequate, and the content or 

outcomes of a course will normally involve academic judgment'. If you feel your work is 

worth a higher mark you need to consider why you believe this.  If you have a difference of 

opinion than your tutor, this will not be considered under an appeal.  You would need to be 

https://students.shu.ac.uk/regulations/appeals_and_complaints/Appeals%20Policy%20and%20Procedure.pdf
https://students.shu.ac.uk/regulations/appeals_and_complaints/Appeals%20Policy%20and%20Procedure.pdf
https://www.oiahe.org.uk/


 

 

 

able to demonstrate, with evidence, that the university have not applied one of their 

policies correctly. You can find a list of policies related to Departmental Assessment Board 

decisions here (under point 2): 

https://students.shu.ac.uk/regulations/appeals_and_complaints/Appeals%20Policy%20and

%20Procedure.pdf    

What should I do about my grade if I am unhappy? 

Once you have been given your grade you should approach your marker to discuss your 

issues.  Take any evidence you have with you that you think will help communicate your 

issues.  If you cannot get in touch with your marker, you could contact: 

 Module Leader 

 Course Leader 

 Student Support Adviser  

 The Student Advice Centre (if you have tried all of the above and not had a response) 

Depending on the outcome of this discussion the Student Advice Centre will be able to 

support you deciding if you have an appeal or complaint.   

Is it important to submit my issues within the right process?   

Yes.  If you try to appeal what should be managed by a complaint it is likely your appeal will 

get rejected straight away.  In some circumstances the University will move your appeal 

form into the complaints process.  This causes delays for your outcome.  The outcome of an 

appeal cannot be made the subject of a complaint.   

Research Students  

If you are a Research Student there is a separate Academic Appeals Policy and Procedure: 

https://students.shu.ac.uk/regulations/research_degrees/index.html  If you are a research 

student and you want to appeal against a decision of the University Research Degrees 

Committee regarding applications for Confirmation of PhD or Professional Doctorate or a 

decision of a Research Degree Examiner Panel for exam decisions in respect of a research 

degree award, please contact the Student Advice Centre directly.     

You can only appeal against the decisions of:  

 Departmental Assessment Board (DAB).  You cannot appeal a grade if it has not yet been 

ratified by the DAB - you can find out if your grade has been ratified by asking your 

Student Support Adviser on 0114 225 2222.  You may get a provisional grade and then  

https://students.shu.ac.uk/regulations/appeals_and_complaints/Appeals%20Policy%20and%20Procedure.pdf
https://students.shu.ac.uk/regulations/appeals_and_complaints/Appeals%20Policy%20and%20Procedure.pdf
https://students.shu.ac.uk/regulations/research_degrees/index.html


 

 

 

 

 

have to wait a long time for the board to sit, however you cannot appeal until it has 

been to DAB.  You could complain before this and it may be more suitable to do so 

 Extenuating Circumstances Panel (ECP). Please also see our guide to studying when you 

are experiencing illness or difficult circumstances    

 Academic Conduct Panel (ACP) or Cheating Allegation Panel (CAP).  Please also see our 

guide to Sheffield Hallam University's academic conduct procedure 2019/20 

 Fitness to Practice Panel (FtP).   Please also see our guide to Sheffield Hallam University's 

fitness to practise procedure 2019/20. If you have an outcome from a FtP you should 

contact the Student Advice Centre as soon as possible for detailed advice  

 Withdrawal due to incapacity to Study.  Please see our guide to Sheffield Hallam’s 

Capacity to Study Process 2019/20.   On the appeal form it is called 'Fitness to Study 

Panel (FTSP)'           

 Withdrawal for non-engagement. Please review the University's Student Attendance and 

Engagement Policy:   

https://students.shu.ac.uk/regulations/assessment_awards/Student%20Attendance%20

and%20Engagement%20Policy.pdf  

How do I appeal?   

An appeal must be made on appeal form (AA1 form): 

https://students.shu.ac.uk/regulations/appeals_and_complaints/index.html 

You have 10 working days to submit this and can only appeal decisions outlined above. 

Please see our self-help guide on how to complete a stage 1 appeal form for information 

about how to complete the AA1 form and prepare the statement to go on the form.   

I won't have my evidence ready for my deadline 

It is best to submit all your documents at the same time, but if you cannot because you are 

waiting for a letter to be produced you can still submit your form. You need to write clearly 

on your statement what additional evidence you plan on submitted and roughly when you 

think you will be able to send it.  If you have concerns overall about your appeal deadline 

and/or evidence contact the Student Advice Centre for support.   

Grounds for appeal  

https://students.shu.ac.uk/regulations/assessment_awards/Student%20Attendance%20and%20Engagement%20Policy.pdf
https://students.shu.ac.uk/regulations/assessment_awards/Student%20Attendance%20and%20Engagement%20Policy.pdf
https://students.shu.ac.uk/regulations/appeals_and_complaints/index.html


 

 

 

You can only appeal if you have 'grounds' for appealing. If you are unsure what 'grounds' 

means try to think of it as having a valid reason or a good argument for why the original 

decision was incorrect.   

 

There are two grounds which can be used to appeal all of the above decisions:  

 There has been an irregularity in the application of the published regulation, policy 

or procedure which has had an impact on the decision 

 There is relevant new evidence or information that you did not provide and you have 

a valid reason why you did not submit it at the time 

Admissions appeal  

These appeals are handled differently; please read the appeals and complaints procedure 

for applicants:  

https://students.shu.ac.uk/regulations/admissions/AppealsComplaintsProcedureApplicants.

pdf  The Student Advice Centre can review admissions appeals before you submit them.   

What is the appeals process?   

  

  

 

 

 

 

 

 

 

 

 

 

STAGE ONE   

Submit a completed AA1 form within 10 working days of the decision you wish to appeal against, 

including all your evidence. You will receive a receipt for your submission within 3 working days. 

The Appeal Panel considers and investigates your 

appeal. It will normally let you know the result within 

30 working days. You will be updated on the progress 

every 15 days.   

The Appeal Panel decide your 

appeal is not eligible, they will write 

to you with this outcome with a 

completion of procedures letter 

outlining your next steps.     

https://students.shu.ac.uk/regulations/admissions/AppealsComplaintsProcedureApplicants.pdf
https://students.shu.ac.uk/regulations/admissions/AppealsComplaintsProcedureApplicants.pdf


 

 

 

  

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Appeal accepted: 

The panel that made the 

decision will be instructed to 

review their decision. There is 

no further right of appeal 

using the University's 

procedures. You will receive a 

completion of procedures 

letter outlining your next 

steps.    Normally your only 

next step is to take your issue 

to the Office of Independent 

Adjudicator:  

https://www.oiahe.org.uk  

within 12 months of your 

outcome. 

You have 10 working days from receiving the Stage 1 Appeal panel's decision to submit a Stage 2 appeal.  

You must have grounds as you cannot add new issues at this stage:  

 There has been an irregularity in the application of the Appeals Policy and Procedure at Stage 1 

which has impacted on the decision. 

 There is relevant new evidence or information that you did not provide to the Stage 1 Appeal Panel 

and you have a valid reason why you did not submit it at the time. 

 

STAGE TWO   

Normally your only next step is to 

take your issue to the Office of 

Independent Adjudicator:  

https://www.oiahe.org.uk within 12 

months of your outcome.  

Appeal not 

accepted: 

You can consider 

proceeding to 

Stage 2; you 

must do so 

within 10 

working days.   

If you are not already linked in with an Adviser at the Student Advice Centre, you should contact them 

at this stage.   

https://www.oiahe.org.uk/
https://www.oiahe.org.uk/


 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Appeal Accepted: 

The panel that made the 

decision will be instructed 

to review their decision. 

There is no further right of 

appeal using the 

University's procedures. 

You will receive a 

completion of procedures 

letter outlining your next 

steps.    Normally your 

only next step is to take 

your issue to the Office of 

Independent Adjudicator:  

https://www.oiahe.org.uk 

within 12 months of your 

outcome. 

 

Appeal Not Accepted:  

 There is no further right 

of appeal using the 

University's procedures. 

You will receive a 

completion of procedures 

letter outlining your next 

steps.    Normally your 

only next step is to take 

your issue to the Office of 

Independent Adjudicator:  

https://www.oiahe.org.uk  

within 12 months of your 

outcome. 

Submit a completed AA2 form within 10 working days of your stage 1 outcome, including all your 

evidence. You will receive a receipt for your submission within 3 working days. 

The Appeal Panel decide your 

appeal is not eligible, they will 

write to you with this outcome with 

a completion of procedures letter 

outlining your next steps.     

Normally your only next step is to 

take your issue to the Office of 

Independent Adjudicator:  

https://www.oiahe.org.uk within 

12 months of your outcome.  

The Appeal Panel considers and investigates your 

appeal. You will be invited to a meeting with the Review 

Panel if you have requested this on your form.  You can 

take an Adviser from the Student Advice Centre with 

you (depending on their availability).  Within 5 days of 

this meeting you should get an outcome.   

https://www.oiahe.org.uk/
https://www.oiahe.org.uk/
https://www.oiahe.org.uk/

