
ACADEMIC 
APPEAL

Requesting a review of a decision of the Board of Examiners is 
a right student may use to challenge a decision affecting their 
grade or progress, when relevant factors have not considered.
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Need help?

If you need more information and advice on how to make an 
academic appeal, the Help Zone can help with:

· Advising you on the different steps of the academic appeal 
procedure.
· Helping you decide whether it is relevant to submit an academic 
appeal.
· Advising you on how to write your letter of appeal.

HELP ZONE
Students’ Union (first floor)
Queen Margaret University

Musselburgh, EH21 6UU
0131 474 0000

helpzone@qmu.ac.uk



GROUNDS FOR APPEAL

Mitigating circumstances that could not have been made 
available to the Board of Examiners for good reasons and 
could have led to a different decision (e.g. sudden illness, 
bereavement, accident, family issues, financial or housing 
struggles, personal problems).
 
Material irregularity in the procedure of the Board of 
Examiners or in the conduct of the assessment (e.g. 
incorrect information given - time, place, or date of exam 
- wrong paper issued, inappropriate conditions of exam, 
breach of assessment regulations).

YOU CANNOT APPEAL IF...

• Your ground of appeal (e.g. Extenuating 
Circumstances) could have been considered by the 
Board of Examiners had notice been given prior to the 
meeting 
and you have no valid reason for having failed to give 
such notice.

• You already informed the university of your 
circumstances when submitting Extenuating 
Circumstances.

• You have a disagreement with the academic judgment 
of the marker.

SUBMITTING AN ACADEMIC APPEAL

Your appeal must be submitted to the University Secretary 
in writing within 21 days after the publication of the 
decision of the Board of Examiners or receipt of the 
academic transcript.
 
Your letter must include the following information: 

· name and matriculation number
· up to date contact details
· title and year of programme
· examination or result being appealed 
· ground for appeal
· supporting evidence
· remedy you are seeking.

 
Please note that a template letter is available in your 
Students’ Union.
 
The university will acknowledge receipt of your appeal 
within 3 working days and will transmit it to the Dean of 
your School who will respond to you within 21 days (leave 
excluded) giving you a decision or the date the decision will 
be made.
 
Make sure that you provide EVIDENCE when submitting 
your academic appeal.


