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Post Examination Board Enquiry Form

Please ensure that you read the following notes before completing this form:

This form gives you an opportunity to informally raise queries that you may have regarding the decision of an Examination Board or equivalent committee. You should complete it if you are unsure of the reason for a decision and/or you are thinking of making an academic appeal. Please note however that you may not challenge academic or professional judgement, and so you cannot (for example) simply disagree with the marks or feedback that you have been given.
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The School will look at the issue(s) you have raised and decide on an appropriate response.  This will depend on the nature of the issue(s).  It may be possible to resolve some issues without the need to submit a formal academic appeal.  For example, if you think there has been an error in the calculation of an overall unit mark or degree classification, your School may be able to check this for you and either reassure you that the calculations are correct by explaining how they have been carried out, or else make a correction.

Sometimes, it will not be possible to resolve matters informally.  For example, it is not normally possible to informally raise mitigating circumstances after results have been confirmed and published, because students are usually expected to formally raise mitigating circumstances in advance of an assessment and by the deadline set by the School (for details of the University’s Policy and Procedures on Mitigating Circumstances see: 
http://www.regulations.manchester.ac.uk/policy-on-mitigating-circumstances/).  
However, your School will be able to advise you on the process of making a formal appeal.

This form is therefore to be used to make initial enquiries with your School.  It is not an appeals form and does not initiate the formal appeals process.  Your School will let you know if it might be possible to address the issues you raise informally, and if so it will liaise with you about this.

To give your School time to consider your enquiry, you should submit this form within 5 working days of notification of confirmed results to the School contact details given in your results communication.  

The deadline for a formal appeal remains 20 working days from notification of the Examination Board or equivalent committee’s decision (more detail on formal appeals can be found below).

Please note that you may only make enquiries on your own behalf.  Any enquiries submitted by a third party will not be accepted unless accompanied by written authorisation from you. 
















1. About You

	Full Name:

	ID Number:

	School:

	Programme of Study:

	Year of Study:

	Tel no:	
	Mobile no:

	University E-mail: 

	Alternative E-mail:



2. About Your Enquiry

	Once you have read the notes at the start of this form, please briefly state below the nature of your enquiry (for example, ‘I think my degree classification may have been calculated incorrectly’):














	What would you like to happen as a result of your enquiry? (For example, ‘I would like the School to explain how my degree classification has been calculated’):













Further Notes

If it is not possible to resolve your enquiry informally, or if you are not satisfied with the informal response, you may be able to submit a formal academic appeal.  However, you should bear in mind that:

· Appeals which question academic or professional judgement are not allowed.  For example, you cannot appeal simply because you disagree with a mark that you have been given and think you deserved a better one.
· You can only appeal on specific grounds, as set out in the Academic Appeals Procedure (http://www.regulations.manchester.ac.uk/regulation-xix-academic-appeals-procedure/) 
· If you wish to submit a formal appeal on the ground of mitigating circumstances, you will need to provide a credible and compelling explanation why you did not raise the circumstances prior to the Examination Board (or equivalent body) making its decision, and your explanation will need to be suitably evidenced

Please note that formal appeals are to be submitted to your Faculty, not your School – contact details of Faculty Offices are available on the appeals form which can be found via the link above.
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