Appeal Against Academic Assessment – Letter Requesting an Extension 
This is an example only and you should make sure that the letter you submit is in your own words and reflects your personal situation.  Letter formatting, content and suggested information to attach are included [within brackets].  This sample letter is a request to the dean for an extension on the appeal timeline – but you can appeal for an extension at each level of the appeal and could use a similar letter but address the letter to the member of staff that will be considering your appeal next. Take care in the preparation of your letter as it is very important – for help with your letter you can contact an Education Officer on 08 6488 2295 or email your letter to education@guild.uwa.edu.au and request editing assistance.
Your name

Your address – put in the address that the uni should correspond with during the time of your appeal

Contact phone numbers – home and mobile

Email address

[Indicate primary contact source]

Date

Title, first name and surname of dean

Dean, [insert name of the faculty]

University of Western Australia

35 Stirling H’Way 

Crawley WA 6009

RE: Appeal Against Academic Assessment – Request for Extension
Dear [insert title and surname],

I am writing to request an extension to the 12 university days allowed in which to submit an appeal against academic assessment.

[Insert a comment about what has led to your need for an extension and either provide a date by which you believe you will be able to submit, or you can ask for the staff member to indicate a new expected timeframe.  If you are suggesting the date, then you need to provide some justification – an example is provided below]

I am an international student and required to return to my home country over the extended university break.  While I checked and noted my results as soon as they were released I have had considerable difficulty accessing the university staff over the allowed time.  With the university closure and other commitments of the unit coordinator and head of school, there were considerable delays in receiving feedback and also accessing other staff for advise about the appeal process.

I have appealed to the head of school and am currently working on my appeal statement.  As indicated in the policy, I have sought the assistance of a Guild Education Officer but am not able to meet with them until [insert the date].  To allow time for this meeting and any editing of my letter, I anticipate that I will need an extension until [suggest date].  

Thank you for your consideration of this request.

Yours sincerely,

[Sign here]

Your Name

Your Student Number

