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GUIDANCE NOTES
Before completing this Verification and Appeal Form, you should read the University Verification and Appeals Procedure which is to be found in the Academic Regulations Handbook on the web (www.cardiff.ac.uk/7253).  Please ensure you understand the requirements of each ground before submitting your appeal as the information cannot be amended later.
Advice and Guidance

You are strongly advised to seek independent advice on the submission of academic appeals before completing this form.  Advice can be obtained from the Cardiff University Student Union Advice and Representation Centre (ARC), Park Place, Cardiff or telephone 02920 781410.

Format and Time Scale for Submission
Appeals must be submitted in hard copy to the Student Case Services (see bottom of page for address).  Appeals will not be accepted in any other format and have to arrive no later than FOURTEEN DAYS (14) from the date of the letter formally notifying you of your result. 
Requirement to Evidence Claim(s)

You should complete the form providing a full, clear and factual statement of all the circumstances that relate to your appeal and any claims you make must be supported by relevant independent evidence (e.g. medical or death certificates, counsellor’s letter, crime report etc).  Please note evidence from parents or friends which is not considered to be independent, may not be deemed sufficient to verify the circumstances claimed.  
All evidence must be attached to the appeal form and where evidence is not available at the time of submission, students must indicate on the form when the evidence will be presented.  You will not normally be permitted to submit additional evidence later in the process.
Admissible and Inadmissible Grounds

The Grounds of Appeal that are admissible under the Verification & Appeals Procedure are: Arithmetical or other error of fact; Defects or Irregularities in the conduct of the assessment or advice relating thereto; Extenuating circumstances.

The University does not accept Appeals which question the academic judgement of examiners, or appeals on any grounds other than those stipulated in 15.3 of the Procedure. In addition to this the University does not permit students to request for assessments to be re-marked as the academic marking processes are robust and overseen by External Examiners.  Appeals submitted on these grounds will be rejected.

Where to send the Appeal

This Verification and Appeal Form should be completed, signed and sent to:


Student Case Services, Registry, Cardiff University, PO Box 927, 30 – 36 Newport Road, Cardiff CF24 0DE 
If you have queries regarding the procedure please telephone 02920 876628. If you require the Verification and Appeals Procedure in an alternative format, please do not hesitate to contact Student Case Services.
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	Full Name
	
	Student Number
	

	Address to which all correspondence should be sent
	
	Email address
	

	
	
	Telephone Number
	

	Programme 
	
	Year of study
	

	School
	
	Personal Tutor
	


I wish to seek verification of the decision of the Examining Board on the following grounds that (tick one or more relevant boxes).  Please see section 15.3 of the Verification and Appeals Procedure for the definition of appeal grounds:-

 Your mark(s) and/or result(s) published by the University contain arithmetical or other errors of fact;

There was a Defect or Irregularity in the conduct of the Examinations and/or other Assessments or in written instructions and/or advice relating thereto.  And the Examining Board, were not aware of such defects, or irregularities or advice at the time of the original decision.  You must show how the defects have had an adverse effect on your academic performance;


Extenuating circumstances, which were not known to the Examining Board, at the time of the original decision.  You must, show good reason why you did not report such circumstances  at the correct time, and show they have had an adverse effect on your academic performance. 
Please note that you are not permitted to seek verification or appeal on any other grounds.  Appeals which are solely on the grounds of academic judgement will not be accepted.
	Modules of Appeal

Please indicate the details of all modules or assessments for which you are appealing the decision:  

	Module code
	Module title

	
	

	
	

	
	

	
	

	
	Please continue on a separate sheet of paper if necessary

	SECTION 1 – Arithmetical error or other error of fact 

1.1. Please state why you believe the result as published by the University contains arithmetical or other errors of fact.

Please continue on a separate sheet of paper if necessary

	SECTION 2 – Defects or Irregularities in the conduct of the assessment or advice relating thereto
2.1. Please state the defects or irregularities in the conduct of the examinations or in written instructions or advice relating to the examinations you believe to have occurred; 

2.2. Please state why you believe the defects or irregularities detailed in 2.1 above had an adverse effect on your academic performance.
Please continue on a separate sheet of paper if necessary

	SECTION 3 – Extenuating Circumstances

3.1. Please outline the extenuating circumstances which you claim impacted upon your performance (in the modules identified in Section 1) and the evidence you have presented in support of your claim.



	3.2. Did you report the circumstances to the Examining Board prior to its decision?


	Yes 
( 
see 3.3 below
No 
( 
see 3.4 below

	3.3. If YES, please outline who you reported the extenuating circumstances to, the information you disclosed and the independent evidence you presented?

3.4. If NO, please outline why you did not report the extenuating circumstances prior to the decision of the Examining Board.  
(Students must show good reason why such circumstances could not have been made known to the Examining Board when the student was assessed).
Please continue on a separate sheet of paper if necessary

	4. Please indicate what you would like to happen as a result of your appeal:




Any information that you wish to be taken into account in the consideration of your appeal must be attached to this form.   Please ensure you attach all evidence, as the University will not accept any further evidence or representations.  Appeal forms which are not signed by the student will not be accepted.

Evidence Presented
	Date of Evidence
	Document Type (e.g Medical Certificate, Counsellors Letter, Police Report, Death Certificate, etc.)
	Period Covered by Evidence

	
	
	

	
	
	

	
	
	

	
	
	


Declaration
I declare that I have read the University Verification and Appeals Procedure (www.cardiff.ac.uk/7253) and that the information given on this form and documentary evidence attached, if any, is a true statement of the facts to the best of my knowledge and belief.

...................................................
...................................

Signed (Student)
Date
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