Guidance for submitting an Academic Appeal
If you are a student and want to submit an Academic Appeal to UWE please first read the additional
guidance on the Appeals pages of the UWE website.
If you decide to submit an appeal, you need to do so via this link: https://forms.uwe.ac.uk/sites/appeals
Please be aware:




It is best to have all details ready before starting the online submission.
If you have been inactive for more than 10 minutes when completing the form you might lose
your details and have to resubmit it. This is due to Browser settings.
You may find it useful to save your appeal statement in word and have this ready to copy and
paste into the form.

You will need to log into UWE with your UWE login credentials.
A copy of the following form should open.

If you have any technical difficulties with online submission, please contact Academic Services as soon
as possible at: academicappeals@uwe.ac.uk or on +44(0)117 32 83371
The form is divided into a number of pages; you will see a ‘Next’ button at the bottom of each page until
you reach the end of the form where you will see a ‘Submit’ button.
Please read all the information on the first page and then click ‘Next’ to begin.

If you do not see any content in the form and you are working in Internet Explorer, you might need to
change the settings as follows: To change settings in Internet Explorer you need to access your Menu Bar
(you may need to click on Alt to show Menu Bar or right click in address bar and add menu bar), go to
Compatibility View settings, and add this address:
https://forms.uwe.ac.uk/sites/appeals/Pages/Welcome.aspx?source=https://forms.uwe.ac.uk/sites/appe
als/Pages/Thankyou.aspx
Filling in the form

Your login details are automatically completed.
You need to enter your UWE student number correctly. This is crucial for a correct submission and
handling of your appeal, so please ensure it is correct.
When entering details you may need to click outside the box to enable you to move to the next page.
You must fill in all compulsory fields. These are highlighted in red or ‘cannot be blank’ if hovered over.
You cannot move to the next page or submit the form until you have entered all compulsory fields.
Unfortunately it is not possible to show a message of what is missing, so please check all the fields on
the page if the next or submit button is ‘greyed out’.

Fill in your details on the page then click on ‘Next’.
On the next page you need to complete your Programme/Award details (and current status), when
you have finished click on ‘next’ at the bottom.

On the next page you need to complete the modules details for which you are appealing.

After you have completed all of the module details for which you are appealing, click on the ‘next’ button.
The next page of the form is for your Key Details.
This is where you write your appeal statement and explain the key points on which you wish to base your
appeal. The box will automatically expand as you enter or paste in your text.

After you have completed the key details click on the ‘next’ button and the following page will appear:

(You should click reply on the confirmation email you will be sent in order to submit supporting evidence
you wish to include as part of your appeal).
After you have answered the additional questions, click on the ‘next’ button.
The final page of the form is the Declaration page. Please read this, check the tick box at the bottom of
the form.

Once you are ready to submit the appeal click on the submit button.

After you have submitted the form you will see the following ‘Thank you’ message:
(This might take a while since a number of checks are carried out. Please look at the browsers activity
to check whether any processing is taking place. After a few seconds you will see a page with

Processing workflow and finally the Thank you message)

You will also receive an email confirmation (this may take several hours to come through to you) that you
have submitted the form with an attached PDF file providing details of your appeal. Please note however
that the PDF might not show all details if you have entered a lot of text in the Details section.
Submitting Evidence
Please follow the guidance carefully in the email in order to submit your appeal evidence. An example of
the email is found below:

A further e-mail from the address ‘do-not-reply……….. will be sent to the e-mail address identified (UWE email unless alternative Correspondence Email address indicated). This may take a number of hours to
arrive.

