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STUDENT LOGS-ON 

TO APPEAL 

Fill in module related 
template 

Fill in non-module related 
template 

MODULE RELATED 

APPEAL? 

1. Update the appeal to the 

database. 

2. Email sent to relevant officer 

at the faculty / school/ 
department / centre. 

OFFICER LOGS-ON 
(upon receipt of email) 

Additional Approval 
Required? Seek special approval 

Additional Documents 
Required? 

1. Update decision into 

database. 

2. Student notified of decision 
via email. 

Student to submit 

documents 
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