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Procedural Appeal Form
Please read the important information below. By submitting this form you're confirming you've read and understand this.
· You can use this form to make a procedural appeal (an appeal against the outcome of the Fitness to Study, Student Attendance, Student Criminal Convictions and Charges, or Disciplinary Procedures).

· If you wish to appeal the outcome of an Academic Misconduct Panel or process, you should use the Academic Appeals Form (linked at https://www.bimm.university/appeals-and-complaints/)

· You should ensure you've read and understand the appeals procedure before submitting an appeal. https://www.bimm.university/appeals-and-complaints/

· There is an option below for you to nominate a representative; this would be someone you have authorised to act on your behalf throughout the process. Note that this cannot be a BIMM University staff member or your doctor, and it will not usually be appropriate or helpful for you to nominate a legal representative. If you are nominating a representative, you must also email cap@bimm.ac.uk from your BIMM University account to provide written authorisation.

· It's very important that your appeal is submitted on time according to the Student Appeals Procedure. Deadlines are outlined within the Procedure document. If your appeal is late, you will be asked to explain why and provide evidence to support any reason(s) for the late submission.

· Please note that decisions remain in place unless/until the appeals process changes it.

· Before submitting your appeal, please contact your Course Leader, Lecturer or Wellbeing Team for Advice and Support. You should attempt to resolve your appeal informally in the first instance to avoid having to submit an appeal, where possible, and for support with the process.

· You can access support via BIMM's Wellbeing team: https://www.bimm.ac.uk/student-wellbeing/ (or, if you are a MetFilm School student via https://www.metfilmschool.ac.uk/student-life/student-support-wellbeing/)


About you
	Your details

	Full Name 
	

	Preferred Name
	

	Pronouns
	

	Student ID
	

	University Email
	

	Campus
	

	Faculty
	

	Course & Year of Study
	
	Year
	

	SR Visa Student
	Yes      
	☐	No 
	☐


	Disability support and/or process adjustments 

	Please outline any disability-related adjustments to the appeals process that would be helpful for you. (We define a disability as in The Equality Act 2010 - that is, a condition which has a significant, adverse, and long-term effect on a person’s ability to carry out normal day-to-day activities.).

	 






	Do you have an Individual Learning Support Plan place for your studies?

	☐	Yes

	☐	No, but I would like information on how to get one.

	☐	No, and I don't need any information on how to get one.





About your appeal
	Informal process

	The Student Appeals Procedure explains that, where possible, you should try to resolve the matter informally in the first instance. If you haven't done this yet, please contact the relevant local area (for example, a lecturer, course leader, academic administrator, or Student Wellbeing team).

Please give details below of anyone you have already contacted to resolve the issue informally.

	Person(s) contacted:

	
	Date:
	Click or tap to enter a date.
	Please let us know why informal resolution isn’t possible or appropriate in your case or explain what advice and support you’ve already received and why this hasn’t resolved your query or concern.













	Please tell us which procedure your appeal relates to

	



	Decision under appeal

	Please tell us the outcome or decision you are appealing.

	






	What date were you notified about the decision or outcome you are appealing against?

	


	With your appeal form you must also include a copy of the letter or email communicating the decision you are appealing (e.g. the outcome of a disciplinary or Fitness to Study process). If you don’t attach this, it could delay the consideration of your appeal.





	Procedural appeals must be submitted within 21 days or receiving the outcome of a Fitness to Study Procedure, or 14 days of receiving a Student Attendance, Student Criminal Convictions and Charges, or Student Disciplinary Procedure outcome.

If your appeal is late, please explain why and attach evidence to support your reasons(s) where available.

	






	Grounds for appeal

	Please tell us the ground(s) on which you’re appealing (select all that apply)

	☐	New evidence has become available that could not be presented at the time of the investigation or hearing which could have materially affected the decision, and there is good reason why this new evidence could not have been presented previously. 

	☐	There is evidence of procedural irregularity, including administrative doubt as to whether the result might have been different had there not been such an irregularity; those who determined the outcome were not aware when they made their decision, and which could not reasonably have been presented to them.

	☐	There is evidence of prejudice or of bias on the part of those making the decision.

	☐	The sanctions imposed were disproportionate or the findings of the panel were unreasonable/irrational or illogical in their process. 



	Your appeal statement

	Please provide your formal appeal statement. Some useful tips for writing your appeal statement are:
· Remember that the appeal panel won’t know anything about your case, so give all the relevant details and context.
· Try to write your appeal in date order. Give dates of any circumstances that have impacted you, as well as dates of important communications, events, or meetings.
· Refer back to the ground(s) of appeal you selected and explain why you think you meet those ground(s).
· Be specific about the impact of any circumstances on your progress or your marks where relevant.
· Refer to the evidence you are submitting, explain how it supports your case.


	





























	What do you want the outcome of your appeal to be?

	








	Supporting evidence 

	Please outline the supporting evidence you will be submitting with your appeal. You will need to submit evidence with your appeal for this to be investigated, and evidence will ideally be independent and verifiable, and relate the to the event(s) you described in your appeal.

If you cannot submit evidence with your appeal today you will need to email your evidence to cap@bimm.co.uk within 5 working days.

Examples of evidence might be: (this list is not exhaustive)

· fit note (with relevant date to the assessment).
· medical appointment letters or patient summaries.
· death certificate, order of service, or obituary.
· police report (of relevant incident).
· explanation from the Student Wellbeing Team at your campus.
· letter of support/explanation from a third party (e.g., medical practitioner, or healthcare professional).


	Type of evidence (please list below)

	

	

	

	

	

	

	



	Representation 

	You may wish to nominate a representative. This is someone you have authorised to act on your behalf throughout the appeals process, and we will copy them into all communications unless you ask us not to.

This cannot be a BIMM University /MetFilm School staff member or your doctor, and it will not usually be appropriate or helpful for you to nominate a legal representative.

If you are nominating a representative, you must also email cap@bimm.ac.uk from your University account to provide written authorisation. We will not be able to correspond with your representative until you do this.

Please give us the name of your representative and explain their relation to you.

	Name 
	

	Surname
	

	Relationship to you
	

	Email
	



Declaration 
By signing this form, you agree that the University can hold and process any data you have submitted for the purposes of processing your appeal. You also agree that any data you have already submitted to the University for other relevant purposes (such as mitigating evidence claims or assessment scripts) may be collected for investigation.  

You should be notified within 5 days of the Appeals Panel whether your appeal has been successful, and if appropriate a resolution will be offered. If you are dissatisfied with the outcome, you may be able to request an internal review within 21 days or make a complaint to the Office of the Independent Adjudicator for Higher Education (OIA).
	Student signature
	Date 

	
	



Please return this form along with supporting evidence to: cap@bimm.co.uk
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