APPEALS PROCEDURE FOR COURSE-WORK NOT
SUBMITTED ANONYMOUSLY 
 (Language exercises in French, Spanish, German, Italian)
For practical reasons it is not a requirement that language exercises be submitted anonymously.  If a student considers that the mark awarded for such exercises at the end of the teaching period in each semester is unfair, he/she should discuss the matter initially with the member of staff who set the exercises.  (This should only be done after receiving the mark for the whole semester, not after receiving marks for individual exercises.)  
If the student is still dissatisfied, he/she can submit a written appeal to the Head of Department within a week of the end of the teaching period,
 including copies of all the exercises submitted during the semester and on which the mark was based.  
The Head of Department (if necessary, in consultation with the Department’s Director of Teaching and Learning) will rule if there is a prima facie case for considering the appeal further.  If it is ruled that there are grounds for considering the appeal further the Head of Department will ask a Referee, who will be a member of staff familiar with the language in question, to consider the exercises in question.  The Referee will be empowered to confirm or to raise or lower the original mark.  The Referee’s decision will be final.
If the exercises have been set by the Head of Department the Director of Teaching and Learning will decide if there is a prima facie case for considering the appeal further and will also select the Referee.

The same procedure and timetable applies to work submitted anonymously.
In general, an attempt will be made to come to a decision within three weeks of receiving an appeal.

� In December in semester 1 and in May in semester 2.





