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Academic Appeal – Preliminary Meeting

	Student Name
	
	Student ID
	

	Programme
	
	Year (1/2/3/4)
	

	Date
	
	Start Time
	
	End Time
	

	Present at Meeting
	Name
	Role  (e.g. tutor / SUSU rep.)

	
	
	

	
	
	

	
	
	


	Notice to Appeal (Stage 1) form

	
has been completely filled in and has been submitted (with any evidence) to the Faculty's CQA Team


is not complete or has not been submitted to the CQA Team (Preliminary Meeting cannot proceed)


	Introduction

	At this Preliminary Meeting, discuss your case, including your evidence, with the staff member. You may be accompanied by an independent adviser from SUSU or another Member of the University. You are encouraged to provide a written statement outlining the important points you wish to raise (in the "Discussion" section below). This Preliminary Meeting form should be filled in by the student before the Meeting (it can be amended at the Meeting), or at the Meeting by the student or the staff member. This form will serve as a note of the meeting, signed as a correct representation of the Meeting by student and staff member.

Students are advised to consult SUSU. The SUSU Advice Centre can offer advice and support to students considering submitting an appeal, and to students at all stages of the appeals process. The SUSU Advice Centre has also produced useful guidance documents entitled 'Helpful Features of a Student Statement' and 'Problems Affecting your Studies' which are at:  http://www.susu.org/help-and-support/advice-centre/
The first steps in the appeals process are your Notice to Appeal and this Preliminary Meeting. Based on this information and an internal investigation, the Faculty will re-visit the decision that gave rise to the appeal. You will receive an outcome letter (Preliminary Report) from the CQA Team, which completes Stage 1 of the appeals process. If you are not satisfied with the Stage 1 outcome, you have the right to submit a formal Academic Appeal (Stage 2). Note that Stage 2 appeals cannot be lodged until Stage 1 has been completed, and that Stage 2 appeals should be submitted within five working days of the date of the Preliminary Report.
The full regulations are given in the Calendar on  http://www.calendar.soton.ac.uk/sectionIV/student-appeals.html  and a summary of these procedures, provided by the Student and Academic Administration, can be found at  http://www.southampton.ac.uk/studentadmin/appeals/
Note that the University Mediation Service can be utilised by students who are appealing/have appealed, particularly when experiencing communication/working relationship problems which may ensue after a difficult appeal. Mediation, which is an entirely confidential service, can be a powerful tool to work through such issues. Contact the Mediation Coordinator at K.Grant@soton.ac.uk or telephone 02380 597098 to discuss whether mediation may be appropriate.
Any further Introduction comments from student or staff member should be added below (expand box).

	Discussion

	

	Preferred outcome of the appeal

	

	Recommendation from staff member

	Note that a recommendation that the student should not proceed with this appeal needs to be confirmed by the Appeals Officer of the Academic Unit or the Faculty. The student will retain the right to lodge a Stage 2 appeal.

	Signatures

	The above is a correct representation of the Preliminary Meeting.

Signature student:






Date: 


Signature staff member:





Date: 

Signature other attendees: 





Date: 


The student should bring this completed and signed Preliminary Meeting form to the FPSE CQA Team or to the Student Office, and should retain a copy for his/her records. Alternatively, a scanned copy of this form can be emailed to fpse-cqa@soton.ac.uk.
Note that where agreement on the outcomes of a meeting cannot be reached student and staff member may submit separate records of their understanding of the outcome of the meeting.

	

	Outcome of Stage 1

	This section will be completed after the Preliminary Meeting as soon as the Faculty has agreed its position and made it clear to the student whether it is to change its original decision, offer an alternative decision or abide by the original decision. The student cannot lodge a Stage 2 Academic Appeal until the Preliminary Report has been issued. Stage 2 appeals should be submitted within five working days of the date of the Preliminary Report.

The Preliminary Report (outcome letter) has been sent to the student on:                  
                                                                                                                   (date)      
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