Writing an appeal:
Below is an example of how you can format your personal statement and what information you can include. You don’t need to include the bolded paragraph titles; these are just for prompts.
Once you have written it, please send it to the Office of Student Advocacy who can review it and suggest any changes or additions that may be necessary. 

“Dear College Progress and Appeals Committee,
My name is {Name} {Student number} and I am studying {Program enrolled in}
I am writing to Appeal my Final Result for {specific course(s)} in {Semester, year} due to {state the Appeal criteria you meet}
Note* The Appeal Criteria is:
a. due regard was not paid to an allowable adverse circumstance; 
b. the student was disadvantaged due to a disruption during the conduct of the assessment; 
c. the mark for an assessment item(s) (including the final examination) is inconsistent with the stated marking criteria; 
d. the type or weighting of an assessment item(s) differs from information in the Course Outline;
e. the content or topic of an assessment item(s) does not reflect the content of the course; or 
f. the student's performance in the course was adversely affected by circumstances which were not apparent at the appropriate time.

Background information, i.e., recount events/identify problems you experienced – Explain, in depth with examples, how you meet the criteria
Details of your performance in other courses, i.e., You performed well in all other courses, you performed well in the other assessments in this course etc.
What action you have taken, i.e., Contacted the Course Coordinator – outline their response.
What supporting evidence you’re providing (if appropriate), i.e., letter from doctor, counsellor, table showing your grades, Reasonable Adjustment Plan, emails to/with CC etc. Explain how the documents specifically relate to the criteria.
Closing paragraph
Restate your request, I.e. Do you want a review of your overall grade, a remark of a specific assessment, a supplementary assessment etc. 
Thank the reader for their consideration”
Sign off with student name and student number.
