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Policy name: Appeals Policy and Procedure 

Approved: 25th November 2016 

Revision 1 approved 10th March 2017 

Revision 2 approved by Board of Studies 9th November 2018 

Revision 2 approved by Board of Governors 6th December 2018 

 

1. Context 

1.1 All undergraduate and postgraduate programmes offered by the Royal Irish Academy of Music, 

hereinafter referred to as RIAM or the Academy, are delivered by RIAM and awarded by the 

Designated Awarding Body, Trinity College Dublin, the University of Dublin, hereinafter referred to as 

Trinity. RIAM recognises that following notification of examination results, a student may wish to 

review, or appeal, the decision of the Boards of Examiners.  All administrative re-check of marks and 

appeals concerning Undergraduate and Postgraduate programmes will be processed directly 

through RIAM.  

2. Purpose 

2.1 This document sets out the procedure for students wishing to appeal a decision concerning their 

academic progress and /or request a reconsideration of their academic results. 

3. Benefits 

3.1 This policy ensures the transparent management and equitable conduct of academic appeals. 

3.2 Protects students from incorrect or unfair examination practice.   

3.3 Manages student expectations of what does, and does not, constitute an academic appeal.  

4. Scope 

4.1 This policy applies to all Undergraduate and Postgraduate programmes delivered by the Academy 

and awarded by Trinity. 

4.2 Students registered and taught on courses in RIAM are subject to RIAM’s appeal policy and do not 

have recourse to the appeals process of Trinity. 

4.3 Appeals that question academic or professional judgement will not be permitted. Students may not 

therefore question a mark or classification because they are disappointed by the result. 

4.4 Students will normally be expected to meet the minimum required learning outcomes at module and 

programme level. 

5. Definitions 

5.1 Appeal: An Academic Appeal is a request to review a decision of the Board of Examiners in relation 

to assessment.  Such decisions may affect a student’s progress, award, or classification of their 

degree or qualification. 

5.2 Re-check: Re-check means the administrative operation of checking (again) the recording and 

combination of component scores for a module and/or stage. 
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5.3 Complaint: A complaint is defined as a formal expression of dissatisfaction about the provision of 

the programme, including teaching and supervision or an academic or non-academic RIAM service 

or facility.  An appeal differs from a complaint regarding the delivery of any of the RIAM services 

which should be considered under the separate Student Complaints Procedure. 

6. Principles 

6.1  RIAM is responsible for the internal quality assurance of the programmes it offers and RIAM ensures 

that its programmes meet Trinity’s academic and quality assurance standards and the requirements 

under the Qualifications and Quality Assurance (Education and Training) Act 2012. 

6.2  RIAM ensures that its programmes meet national and international standards to ensure RIAM 

competitiveness globally. 

7. Policy 

7.1 Appeals 

7.1.1 Students must exhaust the appropriate appeals mechanism at the lower end of the appeals 

process prior to bringing an appeal forward to a higher level. 

Level 1 Re-check of marks: following review by the Head of Faculty, the Administrative 

Officer (Registry) will forward any recommendations for amended marks to the Director for 

approval. 

Level 2 Court of First Appeal: all recommendations of the Court of First Appeal will be 

forwarded to the Director for approval. 

Level 3 Court of Second Appeal: all decisions of the Court of Second Appeal will be 

brought, by the Chair of the Court to the Chair of the RIAM Board of Governors for approval. 

7.1.2 Students are entitled to have representation appropriate to the level of the appeal hearing, 

according to the procedures below. 

7.1.3 Request for a review of marks awarded must be received within 10 working days of students 

receiving their results. Requests received after the deadline will only be considered in 

exceptional cases. 

7.1.4 Undergraduate appeals must be received within 10 working days of students receiving their 

results. Appeals received after the deadline will only be considered in exceptional cases. 

7.1.5 Postgraduate appeals must be received within 10 working days of students receiving their 

results. Appeals received after the deadline will only be considered in exceptional cases. 

7.1.6 Students with outstanding appeal requests which may affect their degree outcomes are 

advised NOT to proceed with their degree conferral until the outcome of the appeal has been 

confirmed. 

8. Procedures 

8.1 Re-check of marking process: Re-check of Examination Scripts or Performance Examinations 

8.1.1  Grounds for Re-check Process 
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Having received information about their results, students may request that their results be 

reconsidered where they have reason to believe one or more of the following grounds may 

apply: 

(i) that there were procedural irregularities in the examination process; such as an error in 

calculation; 

(ii) that the examination paper specific to the student’s module contained questions on 

subjects which were not part of the module syllabus prescribed for the examination. 

8.1.2  In submitting such a case for reconsideration of results, students should state under which 

grounds the request is being made. 

(i) In the case of ground (i) above, the request should be made through the student to the 

Administrative Officer, Registry.  

(ii) In the case of ground (ii) above, the request should be made through the student liaison 

officer to the Administrative Officer, Registry. 

(iii) The Administrative Officer, Registry will request comment from the Chair of the relevant 

Module Committee and/or Head of Faculty and ask that they provide all relevant 

documentation relating to the module. 

(iv) The Administrative Officer, Registry may consult the external examiner, where 

appropriate.  

8.1.3 NOTE: Issues relating to concerns with bias or lack of proper assessment on the part of one 

or more of the examiners in marking the script or in assessing the student’s performance at 

examination should be directed to the Court of First Appeal. 

8.1.4 Once an examination result has been published it cannot be amended without the 

permission of the Director.  Recommendations for Appeals from the investigation by the 

Administrative Officer, Registry will be subject to approval by the Director. 

8.1.5 All examination materials relevant to the performance of any student must be retained by 

RIAM for 13 months from the date of the meeting of the final Board of Examiners.  

Examination scripts and other complete written materials related to the work done in an 

earlier year that have not been finally marked and/ or moderated should be retained until the 

work of the final Board of Examiners has been completed and in accordance with the 

Records Management and Retention Policy. 

8.2 Procedure for Court of First Appeal 

8.2.1 A student may appeal decisions of Boards of Examiners relating to academic progress to a 

Court of First Appeal. The Courts of First Appeal shall not hear requests for re-check/re-

marking of examinations and assessments. These should be processed according to the 

regulations set out above.  

8.2.2 Grounds for the Court of First Appeal: 

The Court of First Appeal shall convene to consider appeals on matters of academic 

progress arising out of examinations or other academic circumstances where a student case: 
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(i) represents unanticipated mitigating circumstances that affected the student’s 

performance; 

(ii) is based on a claim that the regulations of RIAM were not properly applied in the 

applicant's case or there was bias or improper assessment on behalf of the examiner; 

(iii) is not adequately covered by the ordinary regulations of RIAM. 

8.2.3 NOTE: an appeal other than for mitigating circumstances cannot be heard against the 

normal application of RIAM academic regulations which have been approved by the RIAM 

Board of Governors. 

8.2.4 NOTE: Appeals will not normally be permitted, where the piece of work has been subject to 

double or second marking, or where the external examiner has confirmed the mark in 

question. 

8.2.5 Appeals that question academic or professional judgement will not be permitted and the 

Court of First Appeal cannot change the mark or grade awarded, but it may change the 

consequences as follows:  

(i) Appeals for permission to sit a special examination in accordance with RIAM 

regulations. Such appeals are considered following the supplemental examination 

session. Special examinations may be recommended in exceptional circumstances 

only, where a student has been unable to complete their examinations at the 

supplemental session due to illness or other grave cause. 

(ii) That a student be permitted to proceed to the next year (e.g. by being allowed to carry, 

or compensate for, a failed subject). 

(iii) That a student be allowed to repeat a year, in full or 'off-books', where not otherwise 

entitled to do so. 

(iv) That an exclusion on a student be lifted. 

8.2.6 Ex Officio Membership of the Court of First Appeal 

The membership of the Court will vary according to the ex-officio requirements of each 

programme and whether it is an undergraduate or a postgraduate programme. Members of 

the Court of First Appeal may not sit on the Court of Second Appeal. 

(i) Chair of relevant Course Committee (Chair); 

(ii) second representative of the relevant Course Committee; 

(iii) representative of other lecturing staff; 

(iv) undergraduate/postgraduate student representative; 

(v) Administrative Officer, Registry (Secretary to the Court - in attendance). 

8.2.7 Appellants (students) and their designated student liaison officers may attend to present their 

case. 

8.2.8 Timing of the Court of First Appeal 
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The Court of First Appeal shall take place to hear appeals following annual and 

supplemental examinations and before the relevant meetings of the Court of Second Appeal. 

The dates of the Court of First Appeal should be set well in advance and notified to all 

relevant members of the academic staff and posted on the General Office noticeboard. 

Deadlines should be set for the submission of appeals for consideration at the Court of First 

Appeal and notified to academic staff and students. 

8.2.9 Bringing an Appeal to the Court of First Appeal 

(i) All appeals arising from the decisions of Courts of Examiners should be made directly to 

the Court of First Appeal. 

(ii) The student has responsibility for advising the student liaison officer in good time of 

his/her intention to make an appeal.  

(iii) A student may make an appeal through the student liaison officer, or if the student 

liaison officer is unable or unwilling to act, through one of their lecturers, to the Court of 

First Appeal.  

(iv) Students may request a representative of the RIAM Students' Union to represent them 

as an alternative to their student liaison officer or Lecturer.  

(v) The student liaison officer, or another representative of the student’s, will attend the 

Court of First Appeal to represent the student, and the student may also attend if he/she 

so wishes.  

(vi) An appeal should be made using the relevant form.  

(vii) Appropriate background documentation and supporting evidence should be included. 

8.2.10 Approval Process for Recommendations of the Court of First Appeal  

(i) A record should be made of the deliberations of Court of First Appeal, giving grounds for 

each decision. 

(ii) The recommendations of the Court of First Appeal should be forwarded to the Director 

for approval.  

(iii) All recommendations should be returned on the prescribed form of the Court of First 

Appeal/Court of Second Appeal Form (Appendix 1). 

(iv) Recommendations of a Court of First Appeal shall not be seen as binding until they 

have been approved by the Director. 

(v) Once the Director’s approval is obtained, the Chair of the Court of First Appeal should 

instruct the student's representative to inform the student of the outcome of the appeal.  

8.2.11 Decisions of a Court of First Appeal may be appealed to the Court of Second Appeal. 

8.3 Procedure for Court of Second Appeal 

8.3.1 The Court of Second Appeal meets regularly to consider appeals arising out of examinations 

or other academic circumstances where a student’s case: 
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(i) represents unanticipated mitigating circumstances that affected the student’s 

performance; 

(ii) is based on a claim that the regulations of RIAM were not properly applied in the 

applicant’s case; or  

(iii) is not adequately covered by the ordinary regulations of RIAM. 

The dates of the Court of Second Appeal are set well in advance and are notified to all 

relevant members of the academic staff and posted on the General Office noticeboard.  

8.3.2  NOTE: an appeal other than for mitigating circumstances cannot be made against the 

normal application of RIAM academic regulations which have been approved by the RIAM 

Board of Governors.  

8.3.3 The Court of Second Appeal will consider appeals concerning events occurring more than 

one month previously only in the most exceptional circumstances.  

8.3.4 Appellants must have exhausted the appropriate appeals mechanism in the first instance 

through the Court of First Appeal prior to coming before the Court of Second Appeal.  

8.3.5 Appeals should be made in writing by a student liaison officer or, if the student liaison officer 

is unwilling to act, by the student alone, having first consulted with the student liaison officer.  

8.3.6 Student liaison officers (and students if acting on their own behalf) who are filing an appeal 

must use the procedural form, must indicate the precise grounds upon which the appeal is 

being made, and what the appeal is attempting to achieve on the student’s behalf, e.g. 

permission to repeat the year, special examination etc.  

8.3.7 The attention of those bringing an appeal is directed to the assistance offered by the General 

Office in helping them to complete their records, advise on providing copies of medical 

certificates and other appropriate documents. 

8.3.8 A nominated Lecturer acts as secretary to the Court of Second Appeal.  

8.3.9 The Administrative Officer, Registry and a Lecturer attend the Court as non-voting members. 

8.3.10 For appeals to the Court of Second Appeal, student liaison officers should note that their 

student (the appellant) must attend at the statement of their case to the Court.   

8.3.11 In exceptional circumstances, the Court may permit an appellant not to appear before it.  

8.3.12 Any student who has an appeal underway that could have implications for their degree result 

is advised NOT to proceed with degree conferral until the outcome of the appeal has been 

confirmed.  

8.3.13 Appeals that question academic or professional judgement will not be permitted and the 

Court of Second Appeal cannot change a mark, but it can change the consequences of the 

results achieved under appeal. 

8.3.14 Ex Officio Membership of the Court of Second Appeal 

Members of the Court of Second Appeal may not have sat on the Court of First Appeal. 
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(i)  Chair of Board of Governors (Chair); 

(ii)  second representative of RIAM Board of Governors; 

(iii) representative of the lecturing staff (non-voting member); 

(iv) undergraduate/postgraduate student representative; 

(v) nominated lecturer (Secretary to the Court - in attendance); 

(vi) Administrative Officer, Registry (non-voting member). 

8.3.15 The decision of the Court of Second Appeal is brought by the Chair of the Court of Second 

Appeal to the Chair of the RIAM Board of Governors for approval at the next scheduled 

meeting. An example of the format of this submission is outlined in Appendix 1. 

9. Office of the Ombudsman 

If a student feels that they have been unfairly treated or are not satisfied with the decision on an 

appeal or complaint, it is open to students to contact the Office of the Ombudsman. By law the 

Ombudsman can investigate complaints about any administrative actions or procedures as well as 

delays or inaction in dealings with the institution. The Ombudsman provides an impartial, 

independent and free dispute resolution service. 

10. Responsibility 

10.1 The Chair of Board of Studies is responsible for overseeing this policy and its three yearly cyclical 

review. The Administrative Officer (Registry) is responsible for its operating procedures in relation to 

all undergraduate and postgraduate programmes. 

11. Legislation and Regulation 

11.1 Qualifications and Quality Assurance (Education and Training) Act 2012. 

11.2  Standards and Guidelines for Quality Assurance in the European Higher Education Area (2005). 

11.3 Code of Practice for Provision of Education and Training to International Learners (2015). 

11.4 National Framework of Qualifications (NFQ) 

12. Related Documents 

12.1  Assessment and Academic Progression Policy 

http://www.Trinity.ie/teaching-learning/assets/pdf/Ass_Acad_Prog_Policy.pdf 

12.2 Recognition of Prior Learning Policy 

http://www.Trinity.ie/teaching-learning/assets/pdf/RPL%20Policy%20Final.pdf 

12.3 RIAM Records Management Policy   

http://www.Trinity.ie/teaching-learning/assets/pdf/Acad_Awards_Policy.pdf 

12.3 External Examiners Policy 

http://www.Trinity.ie/teaching-learning/assets/pdf/ExtExaminersPolicyJune2015-Final.pdf 
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12.4 Trinity Calendar for Undergraduate Studies part II 

https://www.Trinity.ie/calendar/undergraduate-studies/complete-part-II.pdf 

12.6 Trinity Calendar for Graduate Studies and Higher Degrees part III 

https://www.Trinity.ie/calendar/graduate-studies-higher-degrees/ 

12. Document Control 

Approved by Board of Studies 25th November 2016.  

Revision 1 approved by Board of Studies 10th March 2017. 

Revision 2 approved by Board of Studies 9th November 2018 

Revision 2 approved by Board of Governors 6th December 2018 

Next review: Academic year 2019/20. 
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Appendix 1: 

COURT OF SECOND APPEAL 

Minutes of the meeting of [date] for approval by the RIAM Board of Governors 

 

 

 

 

Present:   

 

 

 

In Attendance:  

 

Case 01/10 [student name] [student number] Student Liaison Officer’s Name:  

 

The student was appealing to [insert].  The Court, having heard the case, rejected/approved the appeal on 

the basis of the evidence provided. 

The student liaison officer and the student attended the hearing and withdrew during the Court’s 

deliberations. 

 

Case 02/10 etc. 

 

 

 

Signed:       

(Chair of Board of Governors) 

 

Date:       


