Institut Prima Bestari, Malaysia

Registered with Ministry of Higher Education under Higher Educational Institution Act 1996.

Information for students considering an appeal against a unit grade
(including graduation project/dissertation)

Intending appellants should read the following information prior to submitting an appeal.

Board of Examiners has determined valid grounds for submitting an appeal. These guidelines
also apply to appeal against graduation project/dissertation students, with the additional
guideline that alleged inadequacy of supervision is not a valid ground of appeal.

In accordance with the Institute Legislation, students intending to submit an appeal must be
concise in their appeal ground and aim to keep it as 2-3 pages. In instances where additional
information is required — a limit of 10 pages will apply.

Where students have concerns about the teaching and/or assessment, students must raise
these with the Head of School prior to submitting an appeal.

As the Appeals Committee in Board of Examiners does not uphold all appeals, students
should be realistic in evaluating whether their appeal is likely to be successful.

Initial screening of all appeals is undertaken by the Vice Principal (Examinations). The Vice
Principal will identify appeals that do not state grounds, where the grounds stated are
unacceptable or where additional information is required. These appeals will be returned to
the student who will be given 7 calendar days to resubmit and/or provide additional
information. In all cases of uncertainly, the matter will be referred to the Chief Executive
(Ketua Eksekutif) and President for final discussion and decision.

It is not possible to appeal against a grade of supplementary assessment, as that is not a final
grade.

The appeals process is a thorough one and may take up to 8 — 12 weeks to process. In
instances where the unit is part of a highly prescriptive course, eg. Unit with major status,
priority will be given to these appeals.

Students are required to submit their appeal on the following form:
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Institut Prima Bestari, Malaysia

Registered with Ministry of Higher Education under Higher Educational Institution Act 1996.

OFFICE USE ONLY
Appeal Against a Unit Result Cover Sheet Received:
(including graduation project / dissertation) Appeal No.

Student Number:

Title:

Surname:

Given Names:

Email (must be supplied)

Postal Address:

Course:

Division / School:

Appeal against grade in the unit:

Unit Code:

Unit Title:

Semester and Year Taken:

Grade Awarded:

Campus:

Unit Coordinator:

Head of School:

Tutor/Supervisor:

GROUND (S) FOR APPEAL (Supporting appeal documentation must be attached to this cover sheet)

O The grade was not based on the assessment methods specified in a study guide or unit handout at the start of the
unit (as specified in a study guide or unit handout). After the start of the unit, variations to the published
assessment methods and weighting require the support of a majority of the students in the unit; subsequently all
students must receive written notification of the change. Any variations should be finalized by the end of week 3.

O A piece of work handed in on time had not been marked.

O The student’s progress in the unit had been disadvantaged by not obtaining feedback on assessed work within a
reasonable time.

O Other grounds (except those in the list of not valid grounds) if the Board of Examiners accepts these as reasonable
(please clearly state these grounds in the appeal).
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FINAL CHECKLIST (Note: Your appeal will not be considered if you have not ticked all the boxes)

| have contacted my Unit Coordinator and discussed the mark
If no, explain why:

| have provided a breakdown of my marks

| acknowledge that | have read the Appeal Against a Unit Result Information and
Aware what constitutes grounds for a valid appeal

| have attached a supporting letter for this appeal

| have attached documentation to support my claims

| understand and accept that if my appeal does not state grounds; or the grounds
stated have been classified as invalid by Board of Examiners, the appeal will not

be considered and will be returned to me

| understand that if | am appealing against more than one unit | must submit a separate
appeal form for each unit

| understand that the appeals process may take 8 — 12 weeks

Prior to the meeting of the Board of Examiners:

O 1do not want access to written staff comments on my appeal

N
| |
| |
| |
| |

O 1do want access to written staff comments on my appeal, and can be contacted in the following way

(choose one)

O Email, at the above email address
O Fax, to the following number

O Post, at the above postal address

Student Name:

Date:

Signature:

Send this completed form, and the attachments, to:

Student Appeal Committee

Board of Examiners

INSTITUT PRIMA BESTARI

S-2-1, Block A, CITY MALL

88300 Kota Kinabalu,

Sabah, Malaysia

Email: exam@pine-academy.edu.my
Fax: +60 88 — 448 344

Tel: +60 88 — 448 385
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