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1. Introduction 
 

1.1 Appeals against a decision not to admit an applicant to a programme of study leading to a 
Leeds Arts University award are restricted to those that cite irregularity in the decision-
making process (eg failure to make a reasonable adjustment relating to a disability).  Such 
appeals must be initiated within four weeks of the date of the original decision.  
Disagreement with the academic judgement of an admissions panel cannot of itself 
constitute grounds for an appeal. 

 
1.2 The University makes every effort to ensure that applicants have the best experience while 

applying to our programmes. We recognise that there are times when applicants may have a 
specific concern about the provision of an interview or a related service. The complaints 
procedure aims to help to resolve such concerns in a manner which is as fair and expeditious 
as possible. 

 
1.3 An appeal is defined as a request for reconsideration of an admissions decision.  

A complaint may be about: the administration of an application; or a perception that a 
University or national policy or relevant legal requirement has not been correctly 
implemented or adhered to.  

 
1.4 Grounds for appeal or complaints must be founded on one of the following criteria:  

 
i. There exists new evidence, which can be corroborated, and could not have been 

brought to the attention of the University prior to the selection process; 
ii. That the application was not considered in accordance with the Admissions Policy and 

other published procedures; 
iii. There is evidence of prejudice or bias on the part of those involved in the selection 

process.  
 

 
2. Procedure  

2.1  Complaints or appeals will only be considered from the applicant and not from any third 
party. 
 
Informal procedure 

2.2  In the first instance applicants who wish to query the decision of the University or make a 
complaint should contact a member of the Admissions Team within four weeks of the date of 
the original decision. The member of staff first approached will attempt to resolve the appeal 
or complaint informally.  S/he shall enquire into the complaint and will respond to the 
applicant within 7 working days. 

 
2.3 If the applicant is not satisfied with the outcome then the procedures set out below should be 

followed. 
 
2.4  If the person first approached, following a discussion with the applicant, feels that the appeal 

or complaint should be dealt with formally, the applicant should follow the formal procedure.   
 

Formal procedure 
2.5  An applicant wishing to lodge an appeal should do so within four weeks of the date of the 

original decision, informing the Academic Registrar of the decision on their application.   
An applicant wishing to make a complaint should do so within four weeks of the matter with 
which the complaint is concerned.  
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2.6  The appeal or complaint must comprise of a statement setting out, in writing and in full, the 
grounds for the appeal or the nature of the complaint.  
 

2.7  If an appeal or complaint is lodged, the Academic Registrar will contact the applicant to 
acknowledge receipt of the appeal or complaint. The University will endeavour to deal with 
any appeal or complaint in a timely manner.  

 
2.8  Appeals and complaints shall be considered in the first instance by the Academic Registrar. 

They shall decide whether there is a prima facie case for consideration. The Academic 
Registrar shall be permitted to request further information from the applicant and/or anyone 
within the University in order to assist in the determination of the prima facie case. The 
applicant and/or staff shall normally be required to produce such further information within 
10 working days of the issue of the request.  
 

2.9  If the Academic Registrar decides that there is not a prima facie case for consideration, the 
appeal or complaint is dismissed and the applicant informed of the decision.  
 

2.10  In the event that a prima facie case is established the appeal or complaint will be considered 
by the Academic Registrar and Pro-Vice-Chancellor Academic who will obtain written 
statements from members of the University staff and all other persons as appropriate.  

 
3. Appeal Outcomes 
3.1  If the Academic Registrar and the Pro-Vice-Chancellor Academic determine that an admissions 

decision was made where there was evidence of irregularity in the decision making process, 
the programme team will be instructed to reconsider the application. Should the 
reconsideration result in a decision to admit the applicant (subject to any conditions being 
met), but at such a time in the cycle that the original entry point is not possible, a suitable 
alternative entry point will be offered.  
 

3.2  Should the Academic Registrar and Pro-Vice-Chancellor Academic determine that there was 
no evidence of irregularity in the decision making process, the applicant will be informed 
accordingly with a statement explaining the appeal has been rejected.  

 
4. Complaints Outcomes 

4.1  The investigation of a complaint will result in either the complaint being rejected or upheld 
wholly or in part. Should a complaint be rejected, the applicant will be informed accordingly 
with a statement as to why the complaint has been rejected.  
 

 4.2  If the investigation determines that the complaint is upheld in whole or in part, the University 
will take such action or provide such remedy as may be appropriate.  Should the findings 
suggest that changes to procedures or policies are appropriate this will be stated in any 
correspondence to the applicant. 

 
5. Reports and Documentation 

5.1  A summary of admissions appeals and complaints and their outcomes is reported to the Higher 
Education Quality and Standards Committee and Academic Board for monitoring purposes. 

 


