


Do ensure to read the University Academic Appeals Policy Relating to Non-Grade Appeals and the 
Mitigating Circumstances Guidance before you lodge a non-grade related appeal.

Stage I: The Appeal
must be actioned in within 5 working days following the decision being appealed

a. You need to complete the Non-Grade Related Appeal Form and submit it to the Secretary of the Academic Appeals Committee (AAC) at
appeals@richmond.ac.uk. You should attach any evidence to support your case. If your appeal is based on mitigating circumstances, please read the
Mitigating Circumstances Guidance carefully.

b. The Academic Appeals Committee will review the information provided typically within 10 working days of receipt of the appeal. The AAC
decision notice will ordinarily be circulated to the student and any relevant University individuals in writing within 5 working days of the decision
date.

c. There may a rare occasion when a formally-instituted hearing is deemed to be necessary. Please read the Hearing section of the
Academic Appeals Policy Relating to Non-Grade Appeals for more details.

d. If the appeal is not resolved to your satisfaction at Stage I, you may take your case to the next stage of the Non-Grade Appeal procedure.
Note, you can only take your case to Stage II once you have exhausted the option of Stage I.



Stage II: Further Appeal to the Office of the Provost 
must be actioned within 5 working days of the AAC decision

a. You need to complete the Further Appeal Form and submit it to the Office of the Provost at provost@richmond.ac.uk requesting a review of 
the AAC. You should attach all correspondence collected to date and any evidence to support your case. If your evidence contains something you did 
not present previously, you need to explain why it should be considered at this stage.

b. The Office of the Provost will make a final determination and deliver the decision in writing within 10 working days of receipt of the Further 
Appeal. At this point, the University’s institutional procedures for a Non-Grade Related Appeal have been comp leted.

c. If you are dissatisfied with the overall outcome of your Non-Grade Related Appeal, you may take your appeal to the Office of the 
Independent Adjudicator for Higher Education.  
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