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Student Details
	Full Name:

	

	Address:


	

	Mobile:
	

	E-mail:
	

	Date of Application:
	



Programme Details
	Full Title of Programme :
	

	Level of Entry (e.g. Level 4/year 1):
	

	Part Time or Full Time:
	

	Date of application to the programme:
	

	Notification of outcome type, of application e.g. letter/email:
	


	1. Informal Stage
	Yes/No

	Have you contacted the Head of School?
	

	Have you received a reply/feedback from the Head of School?
	


Criteria for Appeal (please tick criteria which applies, refer to the HE Admissions Appeals Procedure for further information):
	A
	A procedural irregularity
	

	B
	Evidence of bias or prejudice
	

	C
	New material information which may have affected the decision
(In this instance reasons why this was not made available at the time of the application MUST be given and failure to do so may impact on progression of the appeal)
	



	If you have received feedback from the Head of School please explain why you remain dissatisfied with the explanation and state your reason(s) for requesting an appeal, focusing on the specific ground upon which you are basing your appeal e.g. A, B or C:





	Please state the outcome you are seeking:



	Please list the evidence you would wish to submit in support of your appeal:


Evidence attached:-  Yes / No (* circle as appropriate)

	Declaration
	

	I have accessed and read the HE Admissions Policy and the associated procedures relating to the programme for which I made the application. 
	Yes/No

	I have received or had access to appropriate programme related promotional documentation prior to my application to join the programme.
	Yes/No

	I have provided all relevant information which I feel will aid the deliberations of those responsible for considering my appeal. 
	Yes/No

	I acknowledge and give consent for the application and the information contained within it to be disclosed to the parties involved in my appeal.
	Yes/No



Student signature:						Date:
Once complete please hand in your form to the University Centre reception in a sealed envelope for the attention of the Head of Higher Education/Admissions Appeal. A receipt will be issued. Please keep copies of all the documents relating to your appeal.
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	2. Formal Stage
	

	Application received by:
	

	Date received:
	

	Additional Documents attached
	Yes/No

	Receipt issued to student
	Yes/No

	Acknowledgement email sent to student
	Yes/No

	Recorded on Control log
	Yes/No

	Vice Principal responsible for HE informed by email
	Yes/No

	Copy of email attached
	Yes/No



	Other Notes/Comments



	3. Adjudication
	

	Name of Adjudicator:
	

	Date of consideration of application:
	

	Does the application meet the criteria for admissions appeal?
	Yes/No

	Has the student been emailed the outcome at this stage?
	Yes/No

	If yes to above, provide date:
	



	Other Notes/Comments






	4. Investigation
	

	Notification of the awarding/validating body invoking their admissions appeal procedure, providing copies of the application and evidence supplied by the applicant:
	Yes/No

	If yes to above, date sent:
	

	Notes on any follow up activity and dates:

	

	If this is an NCD programme, has a report been requested from the Head of School?
	Yes/No/NA

	Date requested:
	

	Date received:
	



	Provide details of the appeal panel meeting including date, time and location and confirm all members of the meeting have been notified:





	5. Appeal Hearing
	

	Chair of Panel (name and title):
	

	Members of the panel:
	

	Representative of School, and title
	

	Apellant’s representative and relationship/title
	

	Outcome of the panel:
	

	a) Panel upholds the original admission decision
	Yes/No

	b) Admission decision is to be reconsidered in favour of the apellant
	Yes/No

	Date of panel:
	

	Signature of Chair:
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