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Appeals Policy 
Decisions on appeals are made by people with considerable relevant and current or 
recent experience of the complexities that may arise in the assessment process. 

The Appeal Committees of the undergraduate course and the postgraduate course do 
not need to be the same. 

APPEALS PROCEDURE FOR UNDERGRADUATE STUDENTS 

1) This section sets out the mechanism and grounds for appeal. For the purpose 
of this section, “examination” is understood to include any written, practical or 
oral examination, or continuously assessed coursework that counts towards the 
final assessment. 

2) Factors adversely affecting a student’s performance in an examination or in 
assessed coursework over the year, such as personal illness or the illness of a 
close relative or partner, must be drawn to the attention of the examiners 
formally in writing by the student as soon as possible, and before the meeting 
of the Board of Examiners. 

3) A student may appeal against an examination result on the grounds of: 

 (a) Substantial information directly relevant to the quality of performance in 
the examination which for good reasons was not available to the 
examiners during their decision making. Failure to observe the 
requirement mentioned in paragraph (2) to report the factors that may 
have adversely affected a student's performance, or failure to report such 
factors on the basis that the student did not anticipate an unsatisfactory 
result in the examination, does not constitute a good reason for an appeal. 

 (b)  Alleged irregular or improper conduct of an examination. For this purpose 
“conduct of an examination” includes conduct of a meeting of the Board 
of Examiners. 

4) Appellants must be specific about the ground or grounds under which they 
believe their appeal should be considered.  It must also be specified clearly the 
basis or bases on which these formal grounds are invoked. 

5) Any appeal must be submitted in writing to the Registrar as soon as possible. 
For all undergraduate appellants, only in special circumstances may an appeal 
be considered more than two weeks after the results of an examination have 
been available to the appellant. The decision as to whether or not special 
circumstances exist will be made by the College Senate. 

 



 

6) The Registrar or their nominee and two members of the Appeal Committee are 
empowered to decide whether or not a case of appeal should be heard by the 
full Appeal Committee.  

7) The appellant needs to submit the written presentation of the case prior to the 
first hearing. It should contain all the relevant arguments on the basis of which 
the appeal is being made. Other than in exceptional circumstances and with the 
approval of the Convener, the appellant will not at any point thereafter be 
permitted to introduce new circumstances into the appeal.  The appellant will 
have the opportunity to comment in their presentation and on information 
provided by the Convener of the Board of Examiners. The final written 
presentation must be submitted three weeks after receipt of this information by 
final year students or graduates and one week after receipt of this information 
for other undergraduate appellants. 

8) If the appeal is considered then it is dealt with by the Convener, Appeal 
Committee secretary and one other academic member of the Appeal 
Committee. The Convener has the power to require the Board of Examiners to 
reconvene and to reconsider the appellant’s results or to refer the case to the 
full Appeal Committee. 

9) If the appeal is heard by the Appeal Committee the appellant will be given 
reasonable notice of the date of the hearing and will be entitled to attend and to 
be accompanied by one member of Zurich City Business School or relevant 
partner institution, whichever is more appropriate to the situation on hand. The 
appellant may present their case in person or may nominate another member 
of the College to do so on their behalf.  On hearing an appeal, the Committee 
has the power to amend the original decision of the Board of Examiners, to 
confirm it, or to require the Board of Examiners to reconvene to reconsider the 
appellant’s results. 

10) The decision of the Appeal Committee is final, and only in exceptional 
circumstances can an appellant appeal the decision on any grounds.  The 
decision as to whether or not exceptional circumstances exist will be made by 
the Board of Examiners. 

11) Each action of the Committee must be reported to the Principal. The 
Committee is required to report to the Principal biennially indicating the 
number of appeals heard by the Committee, the number rejected by the sub-
committee, and the grounds for rejection. 

 

 

 

 



APPEAL PROCEDURE FOR POST-GRADUATE STUDENTS 

In considering appeals, the Board of Examiners acts on behalf of and with the full 
powers of the College Senate. 

i. Factors that may adversely affect a candidate’s performance in an 
examination, such as personal illness or the illness of a close relative or 
partner, immediately before or during the examination, or in the case of 
post-graduate students their supervision, must be drawn to the attention of 
the examiners in writing by the student as soon as possible, and before the 
meeting of the Board of Examiners.  

ii. A candidate may appeal against an examination result on the grounds of:-  

a. substantial information directly relevant to the quality of 
performance in the examination which for good reason was not 
available to the examiners when their decision was taken.  Failure to 
observe the requirement mentioned in paragraph (i) above to report  
factors that  may have adversely affected a candidate’s performance, or 
failure to report such factors on the basis that the candidate did not 
anticipate an unsatisfactory result in the examination, does not ever by 
themselves constitute a good reason for an appeal 

  b. alleged improper conduct of the examination.  

*For the purpose of this regulation, “examination” is understood to include any 
element of the examination and assessment process, including any written, 
practical or oral examination, and continuously assessed coursework that counts 
towards the final assessment.  

Appellants must specify the formal ground or grounds under which they believe 
their appeals should be considered. They must also specify the basis or bases on 
which the formal grounds are invoked.  

Appeals are submitted, in writing, to the Registrar in the first instance within 
three months of the result being made available to the candidate. Only in 
exceptional circumstances will an appeal be considered if submitted outside this 
period.  Postgraduate appeals are also heard by the Registrar.  

The written presentation of the case, which the appellant is required to submit 
prior to the prima facie hearing, should contain all the relevant arguments on 
the basis of which the appeal is being made. Other than in exceptional 
circumstances and with the approval of the Convener, the appellant will not at 
any point thereafter be permitted to introduce new circumstances into the 
appeal.  

 

When hearing an appeal, the appellant will be given reasonable notice of the 
date of the hearing and will be entitled to attend and to be accompanied by one 



other member of the College community.  The appellant may present their case 
in person or may nominate another member of the College community to do so 
on their behalf.  On hearing an appeal, the Appeal Committee has power either 
to vary the original decision of the Board of Examiners or to confirm it.  

Each action of the Appeal Committee must be reported to the Principal.  The 
committee is required to report to the Principal biennially indicating the 
number of appeals heard by the Senate, the number rejected, and the grounds 
for rejection.    

 


