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Introduction

This policyisintended to detail the Institute’s provision and support for students who wish to submit
an assessmentappeal.

In IADT, an Assessment Appeals Board is a subcommittee of Academic Council.
It is recommended that this procedure is used in conjunction with the following:

1. QQl Assessment and Standards revised 2013
2. |IADT Marks and Standards Policy
3. |IADT External Examiners Procedures

Scope

This policy and procedure applies to all taught programmes of study leading to an IADT
award.

Definitions

The following definitions: (as outlined in QQl Assessment and Standards revised 2013) have been
adopted by IADT:

e Appeal: “Anappealisarequesttoa higherauthority forthe alteration of the decision or
judgement of alowerone. Inthe context of the assessment of students, the lower authority
could be a board of examiners,and the higherauthority the academiccommittee or one of
its sub-committees. An appeal isarequest fora review of adecision of an academicbody
charged with decisions on student progression, assessmentand awards”. The QAA28 code of
practice ‘defines an “appeal” asarequestfora review of adecision of an academicbody
charged with decisions on student progression, assessment and awards’.

In IADT the lowerauthority is the Assessment board, students may appeal to the higher
authority whichisthe Assessment Appeals Board.

e Review:
A review means the re-consideration of the assessment decision, either by the original
assessoror by other competent persons”. Areview may resultin one of the following
outcomes: grade unchanged, grade increased orgrade decreased.
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https://www.qqi.ie/Publications/Publications/Assessment_and_Standards%20Revised%202013.pdf

A reviewisanintegral part of the appeals process

e Administration Recheck:

A recheck meansthe administrative operation of checking (again)the recording and
addition of the combination of all component scores foramodule and/or stage. A recheck
may resultin one of the following outcomes: grade unchanged, grade increased or grade
decreased.

Re-checks and reviews should be completed intime forthe appropriate QQl grant of awards date.
The relevant external examinershould be notified and/or consulted if any change in classification is
decided by the academiccommittee following review. Re-checks should be managed directly by the
responsible academicunit.

Correction of Error

If followingameeting of an IADT Assessment Board, an erroris discoveredinthe recording or
calculation of a grade and/or inthe recording of an overall result, a Correction of Error form will be
completed by the Head of Department, and signed by the Registrar. Thisformwill be submittedto
the Assessment Appeals Board for noting & sign off. An updated transcriptwillthenbeissuedtothe
student by the Office of Academicand Student Affairs.

Grounds for appeal of assessment

A studentwho wishestolodge an appeal may do so on a limited number of grounds, these include
administrative errors/material irregularityin assessment procedures oran appeal on
medical/personal/extenuating circumstances.

The student must clearly identify the module(s) and the elements for which the appeal is being
made. The application mustalso specify the grounds on which the appeal is soughtand must
containallinformation that the studentrequires to have takeninto accountin the appeal.

1. Appeal on administrative error or a material irregularity in assessment procedures

An appeal of an assessment result shall be considered only if any of the following minimum
standards of programme delivery werenot met by IADT:

a) Astudentbelievestheywere adversely affected by anirregularity in how the assessment
was conducted; e.g. in written examinations, insufficient/inaccurate information on
examination papers and continual assessments, or faulty ITequipment.

b) Theybelievethey were adversely affected by an administrative error, resultingin an
incorrect grade beingrecorded onthe student database

c) Theybelievethatdue process was notfollowed, and seek verification that theirwork was
assessedinaccordance with IADT procedures, and that the process was fairand consistent.
For example;
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e Werestudentsinformed of assessment requirements (modes, weightings)?

e Was appropriate feedback provided to students on assessment?

o Werethe assessment processes reviewed by external examiners, as laid downin
IADT External Examiner Procedures?

2. Anappeal on medical, personal or extenuating circumstances

An appeal may be made on the grounds of medical, personal or extenuating circumstancesif a
studentbelieves they were adversely affected by factors which the Assessment Board was unaware
of when makingits decision, e.g. personal or medical reasons.

However, these are notinthemselves grounds forchangingagrade. You may at the discretion of
the Appeals Board be allowed to resubmit atthe next exam period as a first sitting.

a) Appeals on Medical Grounds:

In the eventofillness duringan assessment period, astudent may lodge an appeal. An
appeal on medical grounds must be supported by appropriate, signed and dated medical
certification on headed paper.

b) Appeals on Personal Grounds:

An appeal on personal grounds, e.g., relating to personal difficulties, must be supported by
documentary evidence provided by arecognised professional (e.g. psychologist, counsellor,
etc.). Documentary evidence provided must be legibleand stamped by the relevant
professional.

c) Appeals on the Grounds of Extenuating Circumstances:

A studentseekingan appeal on the grounds of extenuating circumstances relating to other
factors such as the death of a relative orotherincident, must submit written evidence; for
example, adeath notification or Garda report Grounds for appeal of an assessment.

Assessment appeal submission

Before a student submits an appeal

Afterresults have been published, students can discuss these with their programme coordinator or

otherappropriate staff. The aimisto understand these resultsand provide guidance forstudentsin
the future. This early communication can provide useful clarification and feedback and may help to

inform a student’s decision on whetherto proceed ornot with an appeal.

However, once an appeal issubmitted to the Registrar’s Office, itisnolongerappropriate fora
studentto consult with faculty staff about the appeal lodged.

Written assessments
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In programmes where written examinations are conducted astudent may make a requesttothe
Office of Academicand Student Affairs to view theirscripts. To ensure applications to view scripts
are processed within the appeal deadline date, three full days are set aside, commencing one day
afterformal publication of results and ending the day before the appeal submission deadline.

To organise viewing of yourscript, please complete a Requestto View Examination Scriptform and
bringto the Academicand Student Affairs Office.

To view yourfilesin the Faculty Admin Office, please contact the relevant officeto organise a
date/time, explaining that you wish to do this with a view to makingan appeal.

Practical assessments

For practise based programmes, students may decide to review their student assessment feedback
sheets, these are available from student files retained in the Faculty Office.

Assessment Appeals Board

The Office of the Registrar convenes an Assessment Appeals Board. The Board is made up of the
Registrar (Chair) ora nominee, aHead of Department (otherthan the Departmentin which the
studentisregistered), and a current Academicstaff representative from Academic Council. Other
relevant staff, such as the Examinations Officer orthe Manager of Academicand Student Affairs,
may be presenttorespondtothe Board’s queries.

Terms of Reference
To conduct the formal appeals process of the Institute.

Standing Orders for the Assessment Appeals Board

e The Assessment Appeals Board will convene as necessary afterassessment periods
scheduledinthe academiccalendar.

e The Board shall meetto consideran appeal, along with the response from the programme
teamto the studentsappeal.

e The Board will arrive at one of the following decisions

0 Toupholdthe appeal
0 Torejectthe appeal

e TheRegistrarwill provide arecording secretary for the Board meeting.

e Incarryingoutitsduties, the Board may request furtherfactual information from the
relevant Academic Department, the Examinations Office, or any other relevant offices within
IADT.

e Thedecisionsof the Board are recorded in Minutes

e Minutes of the Appeals Board are circulated tothe Faculty Administrator, Head of
Department and the Examinations Office. Copies of the Minutes and letters to the students
are stored on a restricted access folderonthe Institute’ shared drive.
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Whatthe Appeal Board does notdo

The Assessment Appeals Board does not attempt to replicate the assessment functions of an
Assessors Board and, as a consequence, does notinvolve itself in re-assessing any assessment
elementsof astudent’swork. Therefore, itisrequested thatyoudo not include any assessment
materials such as dissertations, essays, programs or reports, with yourappeal submission, asthey
will notbe considered.

Decision of the Assessment Appeals Board:

The Assessment Appeals Board will review all documentation relating to the appeal, including a
response from the Faculty, and will make adecision ontheirfindings. The decision of the Appeals
Board will be conveyed in writing by the Registrar’s Office to students within five working days of the
outcome of the Appeals Board, informing them of the outcome of the Assessment Appeals Board. If
the appealissuccessful, the appeal feeis refunded viathe student’s bank account.
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Appeals assessment Procedure

Havingviewedtheirscript orfeedback sheet, astudent may decide to proceed with an appeal. The
appeals process will include an administration recheck of astudent’s grades.

Note: Followingthe decision of an Assessment Board, and pending the outcome of any appeal
process, the studentis advised to follow the recommendations of the Assessment Board.

Deadlines

Deadline dates are set for appeal submissions after every Assessment Board, deadlines are within
five working days of the formal (online) publication of results. Submissions should be lodged with
the Office of Academicand Student Affairs within thesetimelines.

Submission deadlines willbe strictly adhered to.
Appeals Fees
Appeal feesare €25 per module, up toa maximum of €100 persitting. Thisfee must be paid online

via https://epay.iadt.ie/open. Evidence of payment must be submitted with yourappeal submission
form.

Submitting an appeal

1. To make an appeal the student should completethe Appeal Application form and attach

evidence of paymentand any supporting documentation. Forms and supporting documents can
be delivertothe Academic+ Student Affairsin Room A027, Atrium Building, oronline by the
specified deadlines. The deadline forreceipt of appeals of resultsis 5 working days afterthe
posting of exam results online. This date will be included in the Academic Calendarand Student
Handbook each year.

2. Do notinclude anyassessment materials such as dissertations, essays, programs or reports, with
your appeal submission, asthey willnot be considered.

3. Whendraftingan appeal, students should endeavourto moderate the language of their
submission toreflect the facts around theirspecific case, and avoid inappropriate references,
generalisations, anecdotal third party hearsay or personalised comments.

Complaints againstanindividual should notform part of the appeal. If a student wants to make
a complaintagainsta staff memberoranotherstudent, they shouldreferinthe firstinstance to
the IADT Complaints Procedures and/orthe IADT Mutual Respect Policy (both on IADT website).

4. Students may wishto contact the Student Unionforsupportand advice on how to proceed with
an appeal.

5. Third party appeals will not be accepted.
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Assessment Appeals Board

The Registrar carries out an initial assessment on which appeals have sufficient ground to go
before an Appeal Board.

For appealsthatare deemed to be of sufficient grounds to continue, the Senior Quality
Officer (SQO) forwards soft copies of these to the relevant Faculty foraresponse. A
deadlineisset by which the SQO mustreceive the response (see Appendix 2 for Faculty
Response Form) back from the Faculty, in soft copy format.

The Office of the Registrar convenes an Assessment Appeals Board.

The decision of the Appeals Board will be conveyed in writing by the Registrar’s Office to
students within five working days of the outcome of the Appeals Board, informing them of
the outcome of the Assessment Appeals Board. If the appeal issuccessful, the appealfeeis
refunded viathe student’s bank account.

In exceptional circumstances, astudent may challenge the findings of the Assessment
Appeal Board by initiatingan appeal tothe President.

Appeal to the President

Such an appeal should be lodged as soon as possible, but no later than ten working days afterthe
student hasreceived the decision of the Assessment Appeals Board; thisistoensure minimum
disruptiontoa student’s continuing studies.

To initiate an Appeal to the President, astudent must show substantial grounds for disputing
the findings of the Assessment Appeals Board, e.g. evidence of faulty procedure on the part
of the Assessment Appeals Board, clear conflict of interest on the part of a member (or
members) of the Appeals Board orsignificant new evidence which was not available to or
considered by the Appeals Board.

An Appeal tothe Presidentis avery serious undertakingand should only be enteredinto if
the student believes that the Assessment Appeals Board did not discharge its duty properly.

An Appeal tothe President should not be initiated solely on the grounds that a student does
not agree with the decision of the Assessment Appeals Board.

The Presidentshalldecide between the two following courses of action:

O Rejectthe appeal
0 Askthe Assessment Appeals Board to review its decision (citing reasons why thisis
considered necessary)

The President willissue aresponse to the appeal within five working days.
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Appendix One - Forms

The following forms are included in this appendix:

1. Appeal against Examination/Assessmentresults Application Form
This form is to be should be completed in full by the student who is appealing their grades

2. Faculty Response to Appeal of Assessment Result (Recheck + Review)
Formis completed by the Faculty in response to an appeal by a student and on completion of
a recheck of the result and review of the assessment decision.

3. Faculty Correction of Error Form
This Form is completed when an error is discovered in the recording or calculation of a grade
and/orin the recording of an overall result.
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Appeal against

. il
inati jadt ™’
Examination/Assessment Results [l

Application Form

This form should be completed in full by the student who is appealing their grades

Student Name

Student Number

Programme Title

Stage (Year)

Date of Results
Publication

Address

Student Email
Address

Mobile Phone
Number

Clearly state the
Module(s) titles and

the elements for

which the appeal is
being made

Grounds for Appeal

You must specify the grounds on which you have based your appeal. You may appeal againstan
examination/ assessment results on the following grounds only— please tick the relevant box (es)

Administrative Error You believeyour performance was adversely affected by an

or a material irregularity in how the assessment was conducted, egin
irregularityin written exams, insufficient orinaccurate information on the
assessment examination papers or faulty ITequipment

procedures You believeyou were adversely affected by an administrative

error which hasresultedinanincorrect mark beingrecorded
on the student database

You believe due process was notfollowed and seek
verification thatyour work was assessed in accordance

Documentary If you are seekingan appeal onthe grounds of an administrativeerroror

Evidence a material irregularity in assessment procedures which have made areal
and substantial difference to yourresult, you must attach any relevant
documentation which supports your case
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Appeal on Other
Grounds

Please tick this box if you believeyour performance was
adversely affected by factors which you were unable or
unwilling (forvalid reasons) to disclose before the Examination
Board reachedits decision, ie personal or medical reasons

Medical or personal nature:

An appeal on medical grounds must be supported by appropriate
signed and dated medical certification on headed paper.

An appeal on personal grounds, i.e. relatingto personal or
psychological problems, must be supported by documentary
evidence provided by arecognized professional(e.g. psychologist,
counsellor, social worker).

Documentary evidence provided must be legible and must be dated
and stamped by the relevant professional.

Other extenuating circumstances:

If you are seekinganappeal onthe grounds of extenuating
circumstances relating to other factors such as the death of a relative
or otherincident, written evidence must be submitted, forexample a
death notice or Garda report.

For furtherinformation please consult
https://www.iadt.ie/study/current-student-info/appeal-of-assessment-

result

Statementin Support
of an Appeal

Please provide astatementin the space below to supportyour case for
appeal. If necessary, you may attach a separate sheet. This application
must contain all information that you wish to have takeninto accountin

the appeal.

Signature of Student

Date
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Appeals Board Use Only

Decision Upheld by Appeals Board Yes No

Date of Appeals Board Meeting

Signature of Appeals Board Chair

Exams Office Use Only (if appeal is upheld)
Grade Changed Yes No

Date Grade Changed

New GPA

New Academic Standing

Signature of Exams Officer
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Faculty Response to Appeal of

Assessment Result (Recheck + !QAQAEO
Review)

A response is required for each module/assessment appealed.

Student Name

Student Number

Programme Title Stage
(Year)

Title of Module Appealed

All appealed assessments must be rechecked - a recheck means the administrative
operation of checking the recording and addition of the combination of all component
scores for a module. Normally, more than one person should participate in verifying this
chain of checks (e.g. a lecturer and a Faculty Administrator)

This result has been Rechecked with Grade Change Yes No
rechecked and the
outcome s (tick

relevant box) Theresult is changed To
From
Rechecked with No Grade Change Yes No
Signed
Position
Date
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Review A review means the re-consideration of the assessment decision,
eitherbythe original assessor or by other competent persons.
Appellants mustindicate the grounds on which they have
requestedareview

Grounds for Appeal

Give your comments, if any,

onthe grounds forthe

appeal

Review of Assessment
Decision

The presumption is in favour of the original marks. Comments
should generally be used to justify changes in these marks.
Where appropriate, relate proposed changes to the grounds
for appeal.

This assessment decision
has been reconsidered
and the outcome is (tick
relevant box)

Comments

Reviewed with Grade Change Yes No
The result is changed to

from

Reviewed with No Grade Change Yes No

Change in Overall Result
following Recheck or
Review

(Note: The Faculty must
notify the relevant External
Examiner if any change in
classification of an award is
decided following the
Assessment Appeals Board
meeting.)

If the resultis changed, by eitherrecheck orreview, please record
any implications this has forthe student’s overall result forthe
sitting.

Signed

Position

Date

Office Use Only

This report has been copied to the student’s Faculty record

Student record databaseupdated

File copy retained with examinations appealsrecord for sitting
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Faculty Correction of Error Form adt ™/

DUN LAOGHAIRE

This form is to be used by Faculties only —to be completed and signed by the relevant Head of
Department. When completed, this should be forwarded to the Senior Quality Officer for noting at
the Appeals Board

Student Name

Student Number

Programme Title

Stage (Year)

Date of Results Publication

Details of Correction of Module Titles where an error Grade change recommended
occurred

Error

Signature of Head of
Department
Date

Appeals Board Use Only

Approved by Appeals Board Yes No

Date Approved

Signature of Appeals Board Chair

Exams Office Use Only

Grade Changed Yes No

Date Grade Changed

New GPA
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