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Purpose of the Procedure

If a student believes that there has been a material error or irregularity in the assessment
process, or disciplinary procedure, they should use this procedure to appeal. This policy is
applicable to all FE students studying at CSVPA. The procedure is designed to complement
the UALAB appeals policy.

Details of The UAL Awarding Body appeals policy can be found here:
https://www.arts.ac.uk/partnerships/ual-awarding-body/about-us/policies-and-procedures

Grounds for Appeal

A student may make an appeal on the grounds below:

I. Administrative error: it is believed that an administrative error has occurred. For
example, clerical or human errors, or incorrect forms were completed.

Il. Procedural inconsistency: it is believed that a procedure has not been applied
consistently, correctly, or fairly. For example, CSVPA did not submit a learner’s work by
a specific deadline, or fairness of an internal malpractice investigation is disputed.

Ill. Unreasonable exercise of academic judgement - it is believed that an unreasonable
exercise of academic judgement has been made, for example in the choice of evidence
from which CSVPA has determined a grade, the failure to apply reasonable adjustment
in cases of special education needs and disabilities, or the awarding of a grade without
the proper internal moderation process.

Stage One Appeal
Stage One Appeals must be received within 10 working days of the publication of results
or notification of a disciplinary judgement.

Appeals should be submitted for consideration using the Stage 1 Appeal Form and a full
explanation of the reason for appealing must be included. The form must be sent to:
studentservices@csvpa.com. The appeal will be considered by the Provost and an Appeals
Panel and a response sent within 10 working days of receipt of the appeal.

Stage Two Appeal

If the student is not satisfied with the outcome of the Stage One Appeal they may submit a
Stage Two Appeal. The student must notify CSVPA within 10 working days of receipt of
the stage one outcome, that they wish to proceed to a Stage Two appeal through the Stage
Two appeals form. The form must be sent to: studentservices@csvpa.com. Stage Two
appeals (if applicable) are then submitted to UALAB by CSVPA on the student’s behalf.

The outcome of a Stage Two appeal is issued within 20 working days of receipt of the
appeal in most cases, except where the nature of the appeal is complex.


https://www.arts.ac.uk/partnerships/ual-awarding-body/about-us/policies-and-procedures

Stage ONE appeals form ' FOR CENTRE USE ONLY

Date received

Reference
MNa.

Please tick box to indicate the nature of your appeal:

_ Administrative error: it is believed that an administrative error has occurred. For
example, clerical or human emors, or incomrect forms were completed.

_ Procedural inconsistency: it is believed that a procedure has not been applied
consistently, correctly, or fairly. For example, CSVPA did not submit a learner's work by
a specific deadline, or fairness of an intemal malpractice investigation is disputed.

" Unreasonable exercise of academic judgement - it is believed that an unreasonable
exercise of academic judgement has been made, for example in the choice of evidence
from which C3SVPA has determined a grade and/or in the determination of a grade from
that evidence for internal assessments.

Flease state the grounds for your Stage One appeal below

f your complaint s lengthy pleass write as bullet points; please keep 1o the point and include relevant detail
Bwch as dates, names etc. and provide any evidance you may have o support what yow ey
if nevos cominge on s addfional if this fiormds ) or oendeal if bard

Cretall any steps you have already taken to resolve the Eeus(s) and what you would conslder to be a good
resodution ta the lssusis)

Complainantfappellant signature:
Date of signature:




Stage TWO appeals form

FOR CENTRE USE ONLY

Dato rncnhmd|

Please tick box to indicate the nature of your appeal:

[0 Administrative error: it iz believed that an administrative error has cccurred. For

Referenco
Ma.

example, clerical or human errors, or incorrect forms were completed.
[l Procedural inconsistency: it iz believed that a procedure has not been applied

consistently, comectly, or fairly. For example, CSVPA did not submit a leamer's work by

a specific deadline, or faimess of an internal malpractice investigation is disputed.

[l Unreasonable exercise of academic judgement - it is believed that an unreasonable

exercise of academic judgement has been made, for example in the choice of evidence
from which CSVPA has determined a grade and/or in the determination of a grade from

that evidence for internal assessments.

Please state the grounds for your Stage Two appeal below

If wourr camplaint s lengthy please write as bullet points; pleass keep bo the point and inclede relevant dedail

such as dates, names et and provide any evidence you mey have o support what you say
Y eacsasary, confaus o0 &n adiilonsd nege 1 foem i being compied alsclriicaly of cweras i hard copy hang compdeed

Detall any steps you have already taken to resolve the issuels) and what you would consider to be a good

resalution to the issue{a)

Complainant/appellant signature:

Date of signature:




Appeals log

On receipt, all appeals are assigned a reference number and logged. Qutcome and outcome date is
also recorded.

Ref Date Appeal Dutcome QOutcome
No. received date




