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 1.  Introduc�on. 

 1.1  An appeal is a pe��on to change a decision par�cularly about an academic ma�er. 
 The basis for a student’s appeal of an academic decision may be either that the 
 academic judgment was unfair in the view of the student or that the ins�tu�on’s 
 academic policies were applied incorrectly in the view of the student. 

 1.2  Students are responsible for their academic choices and for mee�ng the standards 
 of academic performance established for each course in which they register. 

 1.3  Students may appeal an academic decision if they believe that an academic 
 judgment was unfair or that the ins�tu�on’s academic policies were not followed 
 or were applied incorrectly. Both student and lecturer or decision-maker involved 
 have a right to a meaningful opportunity to be heard and to respond to 
 informa�on and to documenta�on presented. 

 2.  POLICY & SCOPE 

 Learning Works is commi�ed to respect the dignity of the individual and seeks to 
 respect and promote the principles of diversity and inclusion. Learning Works adopts a 



 zero-tolerance policy on ma�ers related to aggression, harassment (physical and/or 
 verbal), aggression and unfair discrimina�on. 

 3.  CONFIDENTIALITY 

 All cases are bound with full confiden�ality and non-disclosure. Learning Works adopts 
 a strict policy of confiden�ality on all cases. 

 4.  PROCEDURE 

 The ins�tu�on’s appeals process includes an informal resolu�on procedure as well as a 
 procedure for formal appeal of an academic decision. The ins�tu�on expects the 
 student to a�empt an informal resolu�on before making a formal appeal. 

 At the informal resolu�on process the student should discuss the ma�er directly with 
 the party involved and make a reasonable effort to resolve the issue. If this does not 
 lead to resolu�on a formal procedure needs to be made consis�ng of the following 
 process: 

 a.  The student and/or staff members logs in a formal, documented complaint to any 
 member of Learning Works top management team of his/her trust. If the relevant 
 administrator made the original decision about which the appeal is being raised, 
 an appropriate administrator will be assigned to the administra�ve role in the 
 appeals process. 

 b.  A wri�en report is forwarded directly to the head of the ins�tu�on. The la�er 
 evaluates the case and appoints an ad hoc board to inves�gate the case. The Head 
 of the Ins�tu�on chairs the ad hoc board, 

 c.  A formal hearing is scheduled by the ad hoc board within a maximum of 8 days of 
 appointment. The ad hoc board calls in any individual it deems fit for the effec�ve 
 proceedings of the hearing. 

 d.  Following the formal hearing, the ad hoc board formulates the required ac�on/s 
 and informs the appellant of the decision taken. 

 5.  APPEALS 
 The decision of the appeal board is final. 



 6.  RECORD KEEPING 

 A documented record of all appeals is kept at the administra�on office of Learning 
 Works. A dedicated file is allocated, which will also contain recorded decisions 
 taken by the appeals board. All records are kept for a minimum period of six years. 
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