Metanoia Institute
Appeal Process
INFORMAL APPEAL
Students wishing to query the outcome of a written assignment which has not yet been approved by a University-linked Assessment Board may do so informally through the Head of Department.  At this stage written work will be sent to a third marker, normally the external examiner who will consider the assessment and give feedback. An amicable resolution will be sought where possible.  If this is not possible, the student should follow the formal assessment procedure below.

In the case of a viva result, informal discussion with the Head of Department is encouraged. Discussions may include the Chair or a panel member of the viva examination.  The external examiner may also be consulted at this time.  This provides an opportunity for open communication and resolution.

Failing satisfactory resolution, appeals against a result should follow the formal procedure below.



FORMAL APPEALS (FOR DIPLOMA ONLY STUDENTS)
A formal appeal may be made before or after the Assessment Board.  

If the appeal is being made after the Assessment Board, it must be made within 15 working days.

Please note: any appeal received after 30th June will not be heard until September.

Please note: appeals cannot be made on matters of academic judgment.

Reasons for making an appeal
· That a student’s performance in an assessment suffered through illness or other possible extenuating circumstances about which the student was unable, or for valid reasons, unwilling, to inform the Assessment Board.

· That there has been an administrative error in the management of the assessment.

· That the assessment was not run in accordance with the programme of study regulations.

· Some other irregularity occurred.

Reasons why an appeal would normally be rejected
· The appeal is against the academic/professional judgement of the assessor(s).

· There is no valid reason for the student not to have brought the circumstances described in the appeal to the attention of the Assessment Board before it met.

· That the student did not understand or was not aware of the published assessment regulations for the process complained about.

· The appeal concerns a longstanding health problem of which the student was aware at enrolment.

THE PROCESS

Consideration of the validity of the appeal

1.
Students should complete the Application to Appeal form available from Administration and include the grounds for making the appeal.  Students should also collect any corroborative evidence (e.g. medical certificate, statements from other students).

2.
Send the completed form and any corroborative evidence to the Head of Department within 15 working days of the Assessment Board.  Any application for a formal appeal received after this period will be rejected.

3.
A formal appeal application will be considered by the Chair of the Assessment Board (or another senior member of Metanoia external to the department) in consultation with the Head of Department and the external examiner.  Further information/clarification may be requested from the student and/or the Chair of the Viva Examination panel or those involved in marking the written assignment in deciding whether an appeal is valid.

4.
Applicants will receive written notification of whether or not the appeal is considered to be valid within 15 working days.
5.
If an appeal is considered valid, an Appeal Panel will be convened.
The Appeal Panel

1.
The Appeal Panel will be convened within 20 working days of the decision to proceed.

2.
The Appeal Panel will consist of a Head of Department who has had no previous relationship with the student who is appealing and two other people, at least one of which must be external to Metanoia.  
3.
The student’s Head of Department will be available to answer questions.

6.
The student will receive written notification of the Appeal Panel’s decision within 5 working days of the Appeal Panel meeting.


POSSIBLE OUTCOMES OF AN APPEAL

1.
The grounds for appeal are not upheld.

· This decision is final and no further appeal is possible.

· The student may retake the relevant course component, if this is the first time of failing.

2.
The grounds for appeal are upheld.

PROCESS FOLLOWING THE APPEAL

1.
The student is notified within 5 days of the Appeal Panel.

2.
The Assessment Board is asked to reconsider its decision in the light of the new evidence. Once this process is complete the following recommendations may be made:

· The student should re-sit the examined process at no cost and/or the Appeals Panel may suggest other options for assessment

· The student may retake elements of the process at no cost.

· The decision of the Assessment Board is reversed.


FORMAL APPEALS FOR MSc CANDIDATES

The process is the same as for Diploma Only students.  However, once the Metanoia Appeal Procedures have been exhausted, students on programmes validated by Middlesex University/London South Bank University may have recourse to the Middlesex University/London South Bank University Appeals Procedure.  Otherwise, the decision of the appeal panel is final.

FORMAL APPEALS FOR DOCTORAL CANDIDATES

The process is the same as for Diploma Only students.  However, once the Metanoia Appeal Procedures have been exhausted, students on joint programmes with Middlesex University may have recourse to the Middlesex University Appeals Procedure.  Otherwise, the decision of the appeal panel is final.
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