
 

 

 
Self Help Guide:  How to complete a stage 1 appeal form (AA1)  
 
 The purpose of this self-help guide is to provide you with advice on how to complete an 
AA1 form.   
 
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  and the Student Advice Centre's guide to Sheffield Hallam University's 
appeals procedure 2019/20.  You can access support at any time throughout this process 
from the Student Advice Centre.   
 
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 

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 

University’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  

 
An appeal must be made on appeal form (AA1 form): 
https://students.shu.ac.uk/regulations/appeals_and_complaints/index.html  
 
Box 1 - Student and Course Details  
 
Complete this in full.  If your current contact details are different from the ones the 
university has on record it is important you include them here.  
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Box 2 - Decision Appealed Against  
  
You need to tick the correct box here.  More information about what is considered to be an 
appeal can be found on our guide to Sheffield Hallam University's appeals procedure 
2019/20.   
 
Box 3 - Date of Decision 
 
You need to put the date you received the decision. Please note you have ten working days 
from the date you received it to appeal. If your appeal is late you must show you have a 
valid reason. If you have evidence that supports why our appeal is late it is important you 
include it.  
 
Box 4 - Grounds for Appeal  
 
There are two grounds which can be used to appeal:  
 
• 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 
 
You can tick both boxes if you need to appeal on both grounds.  
 
Box 5 - Module title and assessment task title  
 
It is important you include as much information here as possible. For instance, the module 
and module code, the date of the decision and which assessment(s) the decision relates to.  
 
Box 6 - Statement of Appeal 
 
You can ask the Student Advice Centre to review your draft statement and it is always 
advisable to do this.  
 
Here is some overall advice for your statement:  
 
• State the ground(s) you are appealing under  
• It may be helpful for you to write your statement in chronological order 
• You need to include as much detail as you can. Don't worry about writing it like an 

essay - it is fine to use bullet points 
• Review the decision which you are appealing, each section of your statement needs 

to respond to this decision  
• If you have enclosed documentary evidence then refer to it in your statement and 

explain why you have included it and what it shows 



 

 

 
If your appeal ground is that there has been an irregularity in the application of the 
published regulation, policy or procedure which has had an impact on the decision follow 
this guidance, adding anything else you think is relevant: 
 
• Name the regulation, policy or procedure.  You can copy sections of the text or 

include a link to the relevant document.  If it is part of a course handbook, you can 
include the whole document electronically and highlight the relevant sections  

• Explain what has gone wrong with the application of the regulation, policy or 
procedure in your situation.  What mistake has been made and how has it impacted 
you?   

 
For example:  
 
•  has your marking criteria not been applied correctly - can you highlight sections 

which have not been completed?   
• does your course handbook outline a process which has not been followed through 

with?  
• was there something about your panel meeting which was handled incorrectly, were 

you not given enough notice or did staff not follow the relevant policy?  Were you 
not given a chance to speak, was new evidence presented which had not been sent 
to you in advance?  

• was the outcome of your panel meeting too harsh based on the evidence and 
statement you presented? 

• were you engaging with university support services but have been removed for non-
engagement?  

• were there issues with your Capacity to Study action plan or did you have support 
meetings which were not handled correctly?    

 
If your appeal ground is that there is relevant new evidence or information that you did not 
provide previously and you have a valid reason why you did not submit it at the time follow 
this guidance, adding anything else you think is relevant: 
 
Explain the new evidence you have obtained and directly link it to your decision. 
 
• This could be a new GP letter which has more detail about your ECs and when it 

affected you 
• It could be a more detailed letter from your SSA or another SHU staff member who 

you have been working with.  If you have been working with the Advice Centre, 
could your Adviser offer you a statement which would help add more detail?  

• It could be a document you have been waiting for, such as a death certificate or a 
carers assessment  

• Your new evidence should answer the concerns laid out by the original decision, for 
example if your RRAA was rejected because there was no link between the time of 
your ECs and your assessment.  It may help show why you submitted a late RRAA.   



 

 

 
• Did you explain something in your FtP or ACP which you were unable to evidence at 

the time?  Do you have further evidence relevant to your Capacity to Study 
decision?  

• If the date of the new evidence does not cover the time around the decision, you 
need to explain why it is still relevant 

• All evidence should be independent from you and have authority, this means all 
letters need to headed paper or be stamped.  Screen shots and photos of 
documents will be accepted as long as they are easy to read  

 
Outline any further information you think is relevant which you have not presented to 
the university before.  All of this information must be relevant to the decision made.   
 
• You can explain the evidence you have provided and how it responds to the 

University's decision.  For example if they have rejected some medical evidence but 
you can explain what it shows in more detail 

• Do you have more information to give after attending and reflecting on a panel 
meeting?  Have you realise you could have been more clear?  

• RRAA statements only allow for 3000 characters, within your appeal statement you 
can explain more clearly why your RRAA was late or how your ECs link to your 
deadline 

• If you have been withdrawn for non-engagement do you have information about 
why you were unable to engage?  

 
 
Box 7 - Documentary Evidence 
 
You should have written evidence that supports your appeal. Make sure you list the 
evidence in this section of the form, name each document clearly. This makes it easier for 
the university to track your documents and ensure nothing gets lost. If you have a large 
amount of emails for example, it can be useful to copy them into a word document in 
chronological order. Look back at your statement; can you refer to each piece of evidence 
within the text? This will make things clearer for the appeal panel. 
 
Box 8 - Documentary evidence not presented to the ECP with your RRAA (Where 
applicable) 
 
You need to outline why you were unable to submit your evidence with your RRAA, if this is 
applicable to your appeal.  It is a key part of your appeal.   You will need to have a valid 
reason and be able to evidence this (if possible).  If you state you did not know it was 
necessary, this will get rejected.  Consider why you were unable to present this evidence on 
time.   
 

 Were you unable to get an appointment with your GP at the time? 

 Were you waiting for a death certificate to be sent to the UK? 



 

 

 Were you too unwell to access support services and this prevented you linking in 
with anyone who could produce your evidence? Was your mental health affecting 
your decision making, meaning you did not seek the help you needed at the time of 
your RRAA submission?  
 

 
Box 9 - Appeals submitted by third parties  
 
The University prefer appeals to come directly from the individual(s) involved. If you are 
unable to do this please seek advice from the Student Advice Centre. You will need to write 
to the University to explain who you want to manage the appeal and why you are unable to 
do this yourself. You would send this information to appealsandcomplaints@shu.ac.uk  
 
 
Box 10 - How to Submit the Appeal Form 
 
All appeals are submitted by email to  appealsandcomplaints@shu.ac.uk  
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