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1. LOG IN AND FIND THE APPEAL REQUEST ENTRY 

1.1 LOG IN AND FIND THE APPEAL REQUEST ENTRY 

 

  

 

 

 

1. Click ‘Service Cards’ first 

2. Find the catalogue of Academic and Enrollment Support 

3. Find the Service Card of 

Academic Appeals Request 

and click ‘Apply Online’ 

4. Click here to start your 

appeal request 
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2. FILL OUT AN ACADEMIC APPEALS REQUEST 

2.1 BASIC INFORMATION COLLECTION 

 

 

 

 

 

 

Click here to tick the box to confirm 

you have read through Academic 

Appeals Regulations 
Click here to the next page 

Click here to save the application 

as a draft temporarily 

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
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2.2 APPEAL RIGHTS AND GROUNDS  

 

 

Choose the type of decision that 

you wish to appeal against 

Choose the appeal ground(s) 
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If you choose the ground of 

Procedural Irregularity, please 

fill out the popped blanks of 

the name of the documented 

assessment procedure and 

where it is published 

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.  

Upload attachments here 
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2.3 STUDENT SUMMARY AND EXPECTED OUTCOME  

 

 

 

 

 

 

 

 

Provide a summary of your appeal 

request here (text only), you will be 

able to attach supporting evidence 

in Section 4. 

Provide the expected 

outcome of your appeal 

(text only), please have your 

expected outcome detailed 

and listed here. 

Please note that the summary 

should not exceed 1200 words. 

Appeals exceeding this word 

limit will be rejected. 
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2.4 SUPPORTING MATERIALS AND SUBMIT 

 

 

 

Upload the relevant evidence here, both original 

documents and the translations are needed.  

Fill out the title of the supporting 

materials, e.g. Outpatient report, 

Travel record, etc. 

Click ‘ADD’ to attach more 

supporting materials 

Tick the boxes to confirm 

before submission 

Click submit to finish the step 

Click ‘OK’ to complete 
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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. 

 

 

Click ‘Process’ to 

enter the system 

Move the mouse to the clock, the 

remaining time for revision will 

show up 
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*After clicking the extension, below is the popped extension request page. 

 

1. Check the comments 

from case handler at 

the top of the page 

2. Check the revision 

deadline here 

3. Once you complete 

the revisions, click here 

to submit 

*If you are unable to meet the 

requested timeline, click here to apply 

for an extension and a separate 

extension page will pop up  

1. Fill out the blank for your rationale 

of extension request; upload 

supporting evidence if there is any 

2. Choose the date (new deadline) 

that the revised form could be 

submitted 

3. Click here to submit the 

application to Case handler 

for approval 
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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. 

 

 

 

 

4. Click ‘OK’ to close the page 

Check the updated timeline here 
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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, 

 

 

Click here to process your 

Academic Appeals request 

Check the status of your Academic 

Appeals request here 

Click here to to see the details 

https://www.nottingham.edu.cn/en/academicservices/appeals/home.aspx
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Scroll down the page to Section3, 

 

Check the comments 

from case handler here 

Check the deadline here  

Fill out the late submission reason 

here, and attach relevant supporting 

materials if there are any. 
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3.3 THE RECEIPT OF THE APPEAL APPLICATION 

• 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. 

4. FAQS 

• 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.   

• If you have any enquiry regarding to the Academic Appeal Procedure, please contact Academic Appeal 

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

 

 

Click here to submit the form 

The notification window means that you 

have submitted your appeal request 

along with the late submission reasons 

mailto:academic-appeals@nottingham.edu.cn
mailto:academic-appeals@nottingham.edu.cn

