
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

University Guidance 
Notes 

Seek Advice from JMSU 
Advice Centre 

A guide to completing your Academic Appeal form 
Here is a visual guide to completing your Academic Appeal form. Each section is 
explained and what you need to include.  

Remember: you have 10 Working days to submit your Academic Appeal, which must be 
supported by independent verifiable evidence.  

Your Academic Appeal evidence must include the Board of Examiners letter or Research 
Degrees Committee outcome letter 



 
 

 

 

 

 

 

 

Section one: this must be fully 
completed as this helps to verify 
who you are and how to contact 
you 

For an 
Academic 
Appeal you 
would tick 
this box 

The letter from the Board of 
Examiners must be included with 
the Academic Appeal. If it is not 
included then delays may happen 
in the reviewing of the appeal, it 
can also lead to the appeal being 
rejected 

You need to tick if your 
appeal is being submitted 
within the 10 Working 
Day time limit. 

 If it is not then you will 
need to state why 



 
 

 

 

 

 

 

 

Appeals submitted outside of the 10 working day time limit will be 
rejected, unless there are exceptional circumstances as to why the 
appeal could not be submitted in time. Include evidence 

Check the University Guidance 
notes as well 



 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Ground for 
the appeal 

 

Specific 
details 
given 

Explanation of 
action. If you 
did not submit 
a special 
mitigation 
form this is 
where you 
would explain  

Explanation of 
how the 
incident has 
impacted their 
marks 

Ended with a 
summary of 
the grounds 



 
 

 

 

 

 

 

 

 

 

List your evidence here. Make sure 
that you either attach it to the 
appeal document or the same 
email to student governance 



 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Make sure that you 
have read this 
section as it holds 
important 
information and it 
is a useful checklist.  

You must sign the appeal form 
This needs to 
be the date you 
are submitting 
the Appeal. 
This must be 
within 10 
working days of 
the Board of 
Examiners 
outcome 
notification 

Information on where to send your completed appeal  


