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1. LOG IN AND FIND THE APPEAL REQUEST ENTRY

1.1 LOG IN AND FIND THE APPEAL REQUEST ENTRY

ﬂ = UNNC Portal a C ¥ ® 0 O

Nottingham

« Home Service Cards » v

# Home
All categories

News & Notices

Many more Service Cards will be added to the Student Portal over time. If you couldn’t find a service here, please reach out to The Hub for further enquiries.

2. Find the catalogue of Academic and Enrollment Support

Favourite |Academic and Enrollment Support

B Student Services Request a review from the Academic Appeals Committee on a final decision that was
Academic Appeals Request made by an ic body regarding student progression, awards, or the Apply Online

Service Cards outcome of Extenuating Circumstance claim.
My Task UNNC Academic Calendar states academic key dates, start/end of semeste
5 registration, teaching and exam periods.*Kindly note that the relevant infori . .
. ‘ . ) r ficademic Calendar Academic Year 2025/26 and 2026/27 is provisional and subject to change. T] 3 . Flnd the SeerCE Ca rd Of
1. C||Ck serV|Ce Ca rdS fl rSt published for planning purpose. .
Academic Appeals Request
My Student intern ap With this service, d can obtain d

related d includin| and CliCk lApply on“ne,

Academic Documents Transcript, Student Status Letter, Module List for Current Year, Summer/Wj|
R Arrangement Letter, Standardised Weighting Specification for UG Programi

equest Confirmation Letter, Graduate Transcript, Special Letter and External Document such as
Draft Actions College Report where applicable.

My Processed

4

Service (
Apply for a course (programme) transfer during the transfer window. Note, Year 1

(preliminary year), PGR and exchange-in students cannot use this online form. Apply Online

Course Transfer Application
88 Quick Access

Extenuating Circumstances Students are able to request an extenuating circumstances claim if they believe that their

Claim (EC) performance on certain assessment(s) has been affected. Apply Online

A Software Library

n.‘ " = UNNC Portal O Cc ® @0 o

& Home  Service Cards Academic Appeals Re.. »

Academic Appeals Request

9 Evenls
Card ID: USP-SC-047
¢ Favourite =
Category: Academic and Enraliment Support
B Student Services - =
Summary: Request a review from the Academic Appeals Committee on a final decision that was made by an academic body regarding studant progression, assessment, awards, of the
oulcome of Extenuating Circumstance claim
ce Cards
My Task Eligibility: This service Is avallabic to all students of the University with the exceplion of Stucents who have had their fegistration suspended by the University. other than at thelr own request
under the voluntary interruption of studies pracedure.
My Actions
> Prerequisite Appeals wil only be accepted if submitted within one calendar month of the student (sppaliant) raceiving nofification of the decision against which student (appellant) wishes to
e € 3
sl appeal (or publication of resuits in the case of classification appeals)
My Student inte Appeals submitied oulside this imescale will unly be considered in the most exceplianal circumstance and where there s good reason, supported by evidence, for e late
submission
My P
Dr: Service: Students have the right to appeal to the Academic Appeals Commitiee against the final decisions of an academic bady charged with making decisions on assessment, progression
and awards.
vice Card(NEW)
Iniliale the process by clicking on Start in the Action section baiow.
g ess
Contact: academic-appeals@nattingham. edu.cn
A e Library
Document
3 calendar Student User Guide for Academic Appeal. pdf
() Cam
Reference:

I University Policies Academic Appeals Procedure

Academic Appeals Policy

4. Click here to start your

4= oppeal request




2. FILL OUT AN ACADEMIC APPEALS REQUEST

2.1 BASIC INFORMATION COLLECTION

Nottingham UNNC Portal

A Home « Home  Service Cards Academic Appeals Re... Start - Academic App... » v
# Home
B3 News & Notices
© Events 2 .
University of
Favourte v Nottingham

UK | CHINA | MALAYSIA

Click here to save the application

B3 Student Services

. ACADEMIC APPEAL FORM
Serve Carcs as a draft temporarily

y and must be submitted within one calendar month of notificat
t for th e

n of that

My Tasks 2 have had thelr regisiration suspended by
e UnWersTy, omer Than at Ther own TeqL
My Actions
My Processed
- ste ail sections of the
O Ao plete ail sections of the form

ords) and it your submission 1o the facts of the case. You may attach supplementary documentation 10

« Remain within the word fimit (12

resubmit the form in @ manner that enables proper consideration of the appeal to take place
ich do not it the grounds listed in Section 2 below should not be pursued under the

your submission is
ces with which
acasermic appeals procedut

I 1 confiem that | understand the insiructions regading the 3 y and I
[ Next Page 1

ar you will be askex

© Quick Access
® a re dissatisfied bu

Click here to tick the box to confirm
you have read through Academic Click here to the next page

DR S Appeals Regulations

Nottingham UNNC Portal

A Home <«  Home Service Caras. Acagemic Appeals Re.. Start - Academic App... » v
& Home
G submit | SveasDraft (7] Save as Template S print () Refresh Comments Fost As -
B3 Ne
Events Tite: * Please Selec ~ || FirstForenameqs). *

Family name / Sumame: *

Favourite
B studen s ~ Student 1D Number. *
s ds
Email Adaress: *
My Tasks 2
(Cptional) Email Adaress: @
My Actions
My Proc

Contact telephone number. *
Draft Actions
(optional) number

@ Quick Access -
Undergraduate/Postgragiiate: * Please Select v
Farully. * Please Select v
Horme DepantmenyScnoot * Please Select v
Programme of Study. * Please Select v
‘Year of Study: * Please Select v

Personal Tutor. *

f any contact detalls Change Quring e cours of Ihe apPeal you MUst INTorm academic-appeals@nott £du.cn the Secretary of the Academic
Appeals Committee.

[ 210.177.7.170 485

Click here to the previous page



https://www.nottingham.edu.cn/en/academicservices/appeals/home.aspx
https://www.nottingham.edu.cn/en/academicservices/appeals/home.aspx

2.2 APPEAL RIGHTS AND GROUNDS

Nottingha UNNC Portal

# Home « Home  service Cards Academic Appeals Re... start - Academic App.

# Home

3] News & Notices

e University of
@ Nottingham

Favourile v
UK | CHINA | MALAYSIA

B3 Student Services ~
Section 1 - The Right to Appeal

Service Cards Please indicate the type of decision that you wish to appeal against. Remember that you may only appeal a final o a prowisional outcome.
My Tasks 2
imposed and/or the totake 10 progress to the next stage of a taught course/phase
My Actions of research study.
s ]
My Processed A decision to terminate a student's current programme of study.
o

O AN A classification decision.

A decision not to award the qualification for which a student Is registered, @

® QuickAccess v P
A decision of a University Fitness to Practise Committee or Practice Assessment Panel.

) The outcome of an Extenuating Circumstances Claim

[Page Up | Next Page 3

Choose the type of decision that
you wish to appeal against

5101777.170 W5

Nottingham UNNC Portal

# Home «  Home Service Cards Academic Appeals Re... Start - Academic App... » v
# Home
& submit Save o2 Draft & print | Comments v
(B3 News & Notices
© Events
University of
2 Favourte v Nottingham
UK | CHINA | MALAYSIA
B3 Student Servic ~
Section 2 - Grounds for appeal
Service Cards To appeal against one of the types sion Bsted above, you must be able fo demonstrate that one (or more) of the following circumstances apply
— — — —
My Tasks 2 Procedural iregularity: That parts of the documented assessment procedut ot apy orrectly and this disadvantaged 1
— | significantly enough 10 have materially affected the decision made, rendering it unsound.
My Actions.
— | Prejudice or bias: That prejudice or bias on the part of one of more of the Examiners took place and can be proven of there are reasonable
My Processed grounds to support the perception of prejudice of bias
Manifestly unfeasonable: the decision making body 100k 3 JECiSion wWhich NO reasonable Person would find comprenensidie. You must provide
Ovaft Actions. substantive argument as to why this s the case.
S o The following ground is only applicable if you have not already submitted an Extenuating Circumstances Claim
uick Acces: v
Performance in assessment was afected by extenuating CIrCuMSIances: circumstances that matenaly af per
C] | which supporting evidence exists, and these were not kniown 1o the Board of Examiners at the time the decision was made and the student

for good reason. could not have made them known to their SchoolDepartment before the decision

[PageuUp | [Next Page 4

Choose the appeal ground(s)

101777170 W5



University of

Nottingham

«  Home

(B3 News & Notices

© Events

€2 Favourte

If you choose the ground of
Procedural Irregularity, please

the name of the documented
assessment procedure and
where it is published

University of

Service Cards

fill out the popped blanks of -

UNNC Portal

Academic Appeals Re... Start - Academic App...

Save a3 Template & Print () Refresh | Comments

Section 2 - Grounds for appeal

University of
Nottingham

UK | CHINA | MALAYSIA

To appeal against one of the types

ou must be able 1o demonstrat

t one (or mi

of the following circumstances apply

Manitestt
substanti

The foliowing groltR % onty 20olicabie If vou ha

assessment
ision made,

re were not applied correctly and this disadvantage
ering it unsound

ne student

Upload attachments here

umstances that mater
Examiners at

udent's performance, for
s made and the student

Next Pags 4

UNNC Portal

Nottingha

# Home &«  Home

# Home

3] News & Notices

Events
2 Favourite v
B3 Student Services

Service Cards

My Tasks 2
My Actions

My Processed

Drat Actions

® QuickAccess v

5101777.170 W5

Service Cards

Academic Appeals Re... Start - Academic App...

Section 2 - Grounds for appeal

To appeal agamst one of the types

— | Prejudice or bias Th:
grounds o support t

Manifestly us
substantive argument as i

y this 1 the case.

University of
Nottingham

UK | CHINA | MALAYSIA

The following ground s only applicabe if

porting evidence e
or good reason, could ot have m:

[Pagetp]

ave not already submi

Please provide a brief explanation as to why the evidence of the circumstances could not have b
Examiners at the time of the onginal decision. (please

n made available to the Board of
I In this column If you have selected the above ground)

Next Page 4 |

If you choose the ground of Performance in
assessment was affected by extenuating
circumstances, please fill out the popped
blanks of your explanation as to why the
evidence of the circumstances could not
have been made available to the Board of
Examiners at the time of the original
decision.




2.3 STUDENT SUMMARY AND EXPECTED OUTCOME

UNNC Portal

Service Cards

r University of
Nottingham

# Home

# Home

3 News & Notices

€7 Favoute
Student Services

Service Cards
My Tasks

My Actions

My Processed

Draft Actions

@ Quick Access.

Provide a summary of your appeal
request here (text only), you will be
able to attach supporting evidence

in Section 4.

UNNC Portal

Home

B University of -
Nottingham =

# Home «

Service Cards
# Home
B3 News & Notices
vents
7 Favourite
B3 Student Services

Service Cards
My Tasks

My Actions
My Processed

Draft Actions

@ QuikAccess

Provide the expected

)

(text only), please have your

outcome of your appeal

expected outcome detailed
and listed here.

Academic Appeals Re.

“ Nottingham
UK | CHIA | MALAYSIA

ta relating 1o fiving
\dditionaly. Please

ing this word fimit will b
will be used to make an i

ed
nsidacation of your appsal

g.In your summary you should indlude

sue(s) informally with the School Department

e the i
o explanation of the in chronological order. ncluding the key points to support the ground (or grounds) you befisva

[Pagen] [NextPages|

Academic Appeals Re...

University of
Nottingham

UK | CHINA | MALAYSIA

Please note that the summary

- should not exceed 1200 words.

Appeals exceeding this word
limit will be rejected.

Section 4 - What outcome are you hoping for as a result of this

Please note, & may not
beyond the power of th

# is not permis:

University Regulations or if the remed

7] Please ensure that the oulcome you expected is specified in terms of your study arrangement and be in accordance with university reguiations

[PageUp | Next Pags 6




2.4 SUPPORTING MATERIALS AND SUBMIT

r

University of

# Home . & Home  ServiceCards
# Home
(B3 News & Notices
Events
£y Favourne
Student S
Service Caras
My Tasks

My Actions

Click ‘ADD’ to attach more
supporting materials

University of
' Nottingham

# Home «

Home  Service Cards

UNNC Portal

Academic Appeals Re. Start - Academic App...

University of
Nottingham

UK | CHINA | MALAYSIA

Travel record, etc.

Fill out the title of the supporting
materials, e.g. Outpatient report,

avatable

@
2 @ Aco Attachment
3 @ Aca Atiachment

] Piease ensure all e doc

PagaUp

Upload the relevant evidence here, both original
documents and the translations are needed.

UNNC Portal

Academic Appeals Re Start - Academic App...

# Home

1B Hews & Notces.

Click submit to finish the step

Tick the boxes to confirm
before submission

<« Home

< submit
News & Notices

7 Favourite
£ Student Services

Service Cards
My Tasks

My Actions.
My Processed

Draft Actions

& Quick Access

fo.arn.7.100 W6

= UNNC Portal

My Tasks

B 1 confm trat 1n
e now bt notinc!

2 In suoming s form | give my consent

spersty Staf responsites for the
my 2ppeal | understand ta 5

mesponoence wil be kept on

sugaton ang

I.Im‘ver.sily of
Nottingham

UK | CHINA | MALAYSIA

Tecom

signature: *

10 snsure that the

iz your

Paga Up

Search... Q

Wy Actions Service Cards Academic Appeals Re...

SaveasDraft  [7] SaveasTemplate | & Primt () Refresh | Comments

Past Succeed

Section 6 Signatura

Submit succeed! Serial Number: AAF202302001
Window will be closed.

| confirm that this my

Start - Academic App...

‘and that any supporting documentation is listed and attached,

Paged

» v

et _ N

University of
Nottingham

UK | CHINA | MALAYSIA

peal. | understand that new arguments or criteria known to

me now but not included | th st offrevised appeal.

In submitting this fornfll g n| antlUniversity staff responsible fer the investigation and
consideration of my appef). | ind forrespandence will be kept on my University record
Signature: *

Date: * 2023-02-06

The appeal form must be signed and dated and returned no lal
are appealing.

Click ‘OK’ to complete

sion against which you

Itis your responsibility to ensure that the form has been completed correctly and that any supporting documentation is listed and attached.

Page Up

Page 8




3. THE RESPONSE YOU MAY RECEIVE AT THIS STAGE

3.1 REVISIONS REQUEST

In case your Academic Appeal Form needs to be revised, you will expect to receive an email below requesting
revisions of your appeal.

% £ A: BPM Test <bpmtest@nottingham.edu.cn>

2k ¥k: 2023 & 2 B 15 B 10:44:43 (UTC+08:00) Beijing, Chongging, Hong Kong, Urumagi

WebE A:

F5: [New Task] Submitter: Process Name : Academic Appeals Request: Ticket No.: AAF202302014

[This is a test email, please ignore]
Dear

Please kindly note that the following BPM task was just assigned to you.|Click to Process now.

Process Name: Academic Appeals Request t
Submitter:
Submit Date: 2/15/2023 10:40:09 AM Click ‘Process’ to
Ticket No.: AAF202302014 enter the system
From:
Summary:
I unlvelsimnlm = UNNC POrta|
- r—mm;._‘ ‘ & Home My Tasks » v
e . Serial No. : — : Owner Past At Step Timeout
[co~ 0l M Rev
e B Move the mouse to the clock, the
remaining time for revision will
. show up

(23101777170 987




3. Once you complete
the revisions, click here

to submit

i = UNNC Portal

& Home My Tasks

1. Check the comments
from case handler at
the top of the page

‘Academic Appeals Re...

*If you are unable to meet the

requested timeline, click here to apply
for an extension and a separate
extension page will pop up

University of

Nottingham

UK | CHINA | MALAYSIA

Comments

2. Check the revision
deadline here

Di0.177.7.170 7

Revisions aue by-expiration date: * 1 v 00~

ACADEMIC APPEAL FORM

‘Appeals may only be made against 2 final decision of an academic body and must be submilied within ane calendar month of notification of that
decision. The open to al students of the University of Nottingham, except for those who have had their registration suspended by
the University own request under the Voluntary Suspension of Registration procedure

it the form in a manner Ihat enables proper consideration of the appeal to take place
dissatisfied but which do not it the grounds listed in Section 2 below should not be pursued under the

+ Experiences with which you
academic appeals procedure.

Title: * i || First/Forename(s) 00

Family name / Sumame:

3. Click here to submit the
application to Case handler
for approval

Draft Actions

&) Quick Access.

01777170 47

1. Fill out the blank for your rationale

of extension request; upload

Comments

supporting evidence if there is any

Revisions due by-expiration date -
e

Extend Timeline: Revise the appeal from

| would like to request an extension for revising the appeal form, the rationale is as follow
X000CK

Attachment (optional

&=/ medical evidence jpg [ ]
g

g Adg aliachm
I mmnvoow

In this case. Ihe revised form will be submitied by 2

2. Choose the date (new deadline)

that the revised form could be




Notmenem = UNNC Portal

# tHome ¢ Home My Tasks Academic Appeals Re... » v

Events -
umvel_sllg of
S . Nottingham
UK | CHINA | MALAYSIA

B stdent Services

Comments
Service Cards
My Task 3
My
My Processed Revisions due by-expifbic
Dralt Actions

@ Quid 3

1 would like to requestfin extension for revising the appeal form, the ratig 25 fallows

4. Click ‘OK’ to close the page

v

Di0.177.7.170 7

When your extension request is approved by case handler, you could find the task in ‘My Tasks’ and the
updated new timeline, please follow the step 3.1 for the revision of your appeal request.

* Please note that if you missed the approved revision deadline, your appeal request will be automatically
submitted to Case Handler.

Notinghem = UNNC Portal

# Home & Home My Tasks » v
A Home
1 = -
[ ) ice:
St Procembame  Summmiry ower | omthe Swp Teou
Events 6/2 144 Make Rev 5D18H21M
1 Favoure - ic als 3 Request Re.
Student SENices. A ° " e
Service Cards
My Tasks 3 . .
Check the updated timeline here
My
e
Dral NS
& Quid s
S — Page 1 of1 o Displaying 1 - 3 of 3




3.2 LATE SUBMISSION EXPLANATIONS REQUEST

According to UNNC Academic Appeals Procedure, the academic appeals request needs to be submitted within

one calendar month of the student receiving notification of the decision against which they wish to appeal (or

publication of results in the case of classification appeals).

As such, if you submit the academic appeal request out of time, you would be requested to explain the late

submission,

%k A: BPM Test <bpmtest@nottingham.edu.cn>
2%k 2023 2 A 28 B 16:29:41 (UTC+08:00) Beijing, Chongging, Hong Kong, Urumgi
Wtk Az

X8 [New Task] Submitter: Process Name: Academic Appeals Request. Ticket No.: AAF202302017

[This is a test email, please ignore]
Dear

Please kindly note that the following BPM task was just assigned to you. Click tolProcess NOW.

Process Name: Academic Appeals Request
Submitter:

Submit Date: 2/16/2023 9:18:12 AM
Ticket No.:

From:

Summary:

1

Click here to process your
Academic Appeals request

If you have any business related question, please check with the business department.

If you have any technical question or if you are not sure, please contact IT Service Desk via email or phone.

Sarial No. Process Name  Summary

Academic Appeals

Check the status of your Academic
Appeals request here

10


https://www.nottingham.edu.cn/en/academicservices/appeals/home.aspx

Univessity of UNNC Portal

Nottingham
My Tasks Academic Appeals Re...

r Univel:situ of
Nottingham

UK | CHINA | MALAYSIA

Comments

Check the comments
from case handler here ‘

You should provide an expla

Appsls may only be made aga
decision T :
the

he appeals process 1 op
sity, other than at their o

jenices with which y
academic appeals procedure.

Titl: *
Family name / Sumame: ~

Student ID Number.

Email Address.

of tha for
wed limit (1200 words) and limit your subemission 10 the facts of the case. You may attach supplementary documentation ta

clear you will be askd o

the late submission of your

ACADEMIC APPEAL FORM

final decision of an scademic body and must be submitd witin one calendar manth of ot
of th ol Noffingharn, except for thuse who have had the
request under the Voluntary Suspension of Registration procedure

jon of that
spended by

submit the form in a manner that enables proper consideration of the sppeal to take place
ch do ol f e grounds listed In Secton 2 below shauld not be pursued under the

Check the deadline here

University of
Nottingham

# Home

Raasons for late submission

Fill out the late submission reason
here, and attach relevant supporting
materials if there are any. »

@ Add Attachmant

Please note, it may not be possi
beyond the powar of the Univer

Section 4 - What outcome are you hoping for as a result of tis appeal?

e the outcome you seek If it is not permissible under University Regulations ar Ifthe remedy sought is

11




University of = UNNC Portal

Nottingham

# Home & Home My Tasks Academic Appeals Rs...

# Home
Subenit = Taater Comments = mom v € et G print
Notices

Click here to submit the form Fassons ot rissin

vial Number: AAF202302017

will be clesed

@ Add Atachmant

The notification window means that you
have submitted your appeal request
along with the late submission reasons

3.3 THE RECEIPT OF THE APPEAL APPLICATION

e You will expect to receive an email receipt titled ‘Receipt of your Academic Appeal Request’ from the

appeal team when a complete appeal request is made.

e If you have any technical problems while submitting your appeal request, please contact Academic Appeal
Team at academic-appeals@nottingham.edu.cn with a clear description and the screenshot(s) of the

issues.
e If you have any enquiry regarding to the Academic Appeal Procedure, please contact Academic Appeal

Team at academic-appeals@nottingham.edu.cn.

12
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