
Appeals Policy



OVERVIEW

Purpose
The purpose of the appeals policy is to provide guidelines to
aggrieved individuals, Parents or Guardians and other parties
wishing to appeal the examination, assessment, application
or other decision made by the UCT Online High School.

Custodian Deputy Registrar

Approval Authority Registrar & School Principal

Version History Version 1, Effective 27 July 2022
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General

This policy was developed by the custodians and adopted by the leadership of
UCT Online High School, in collaboration with UCT Online High School (the
“School”). The School reserves its rights to amend this policy.

UCT Online High School has made every effort to ensure the accuracy of the information
in our handbooks. However, we reserve the right, at any time, if circumstances dictate, to:

(i) make alterations or changes to any of the published details of the substance and
opportunities on offer, or

(ii) add to or withdraw any of the provisions and opportunities on offer.

Parents / guardians and learners are given every assurance that changes will only be
made as and when appropriate, and you will be fully informed as soon as possible.
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1. Policy Introduction

1.1. Scope

The UCT Online High School's appeals and grievance policy ("Policy") applies to

the UCT Online High School as a whole, including all staff, learners, parents or

guardians of the UCT Online High School and extends to all areas of

engagement.

The procedures set out in this Policy apply and must be followed where a learner

wants to appeal an academic decision or where there is a grievance against the

UCT Online High School, a staff member or a fellow learner.

1.2. Policy statement

1.2.1. Learners are responsible for their academic choices and for meeting the

academic performance standards established by the UCT Online High

School and applied to all programmes and assessments.

1.2.2. The UCT Online High School and staff, together with the relevant assessment

body, are responsible for establishing the methods and criteria for evaluation

and carrying out evaluations and assessments of the performance by

learners.

1.2.2.1. Academic decisions made by staff and the assessment bodies, and

the evaluation and assessment criteria applied, are recorded in

various documents made available to learners by the UCT Online

High School and will be followed during all evaluations.

1.2.2.2. Learners and parents or guardians may appeal an academic

decision if they believe that the decision was unfair or that the

academic policies were not followed or applied incorrectly. All

Page 5 of 15



parties involved in the appeal have a right to a meaningful

opportunity to be heard and to respond to information and

documentation presented.

1.3. Important terms

1.3.1. Academic appeal - refers to a request to change a decision about an

academic matter. The basis for a learner's appeal of an academic decision

may be either that a marking or moderation (or review of marking or

moderation) error has occurred or that the awarding body did not apply its

procedures consistently, properly or fairly and is applied for in respect of an

awarding body examination only after the learner has received the outcome

of the post-results services.

1.3.2. Aggrieved individual - a person who appeals a decision, or issues notice of a

grievance.

1.3.3. Assessment body examinations - refer to the summative assessments

prepared and marked or evaluated by the relevant assessment body,

independently of UCT Online High School.

1.3.4. Assessment body - refers to the relevant assessment body responsible for

the official assessment of qualifications made available by the UCT Online

High School.

1.3.5. Continuous assessments - refers to the various internal assessment

opportunities prepared and marked or evaluated by UCT Online High School,

independently of an awarding body.

1.3.6. External assessment - means any assessment activity, instrument or

programme where the design, development and implementation has been

initiated, directed and, coordinated by Provincial Education Departments

and the Department of Basic Education  either collectively or individually;
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1.3.7. Informal Assessment Task – means the ongoing assessment of learners for

developmental purposes leading towards a formal assessment task;

1.3.8. Internal assessment - means an assessment, contemplated in section 1 of

the General and Further Education and Training Quality Assurance (Act No.

58 of 2000);

1.3.9. Director of Programmes, Design & Impact - refers to the office of the

Director: Programmes, Design & Impact of the UCT Online High School.

1.3.10. Grievance - refers to a complaint by a learner regarding a matter other than

an academic appeal, which may include a dispute between the learner with

another learner, the guardian or parent, or staff member, the provision of

services by staff, or to a learner or the UCT Online High School, and aspects

relating to non-academic policies.

1.3.11. Marking error - means the awarding of a mark which could not reasonably

have been awarded given the evidence generated by the learner, the criteria

against which learner's performance is differentiated and any procedures of

the awarding body in relation to marking, including in particular where the

awarding of a mark is based on:

1.3.12. Administrative error - a failure to properly execute an administrative task in

accordance with the applicable criteria, rules and procedures; or an

unreasonable exercise of academic judgement.

1.3.13. Staff - refer to all employees of UCT Online High School, including Teachers,

Tutors, Support Coaches, examination staff, etc.

1.3.14. Learner - refers to any person that is enrolled with the UCT Online High

School as a learner for an academic programme and/or  qualification.

1.3.15. Qualification results - a learner's examination / final result or qualification

status is subject to the assessment policies of the Assessment body. The
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timing of the results for any external summative assessment is determined

by the respective Assessment body.

2. Internal Appeals: Continuous Assessment

Learners may request, in writing, a re-mark of a continuous assessment

assignment at any stage of the qualification. However, no re-marks will be

considered after an assessment body's examination (summative assessment) has

been written. Re-marks may result in an increase, decrease or no change to your

mark. A re-mark must be requested in writing by the learner’s parent or guardian

to the learner's Teacher for review, and any such request must be submitted

before any external assessment is written.

3.1. Informal resolution procedure

3.1.1. The informal resolution process includes two possible steps:

3.1.1.1. Informal resolution with the staff member responsible for the academic

decision. Where appropriate in the circumstances learners/parents/

guardians should discuss the matter directly with the staff member

who made the academic decision. The learner / parent / guardian must

begin the informal resolution process within ten (10) school days of

receiving the academic decision.

3.1.1.1.1. The staff member responsible has 5 school days to respond to

the request with an outcome.

3.1.1.2. Informal resolution by the Deputy Principal: Where the applicant and

the staff member cannot resolve the matter or the circumstances are
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not appropriate for the individual to approach the staff member

directly, the individual must submit a written informal resolution

request to the Portfolio Manager within 15 (fifteen) school days of the

learner's receipt of the academic decision. The Director of Student

Experience will facilitate an informal resolution between the learner

and staff member where appropriate or take reasonable steps

appropriate to the circumstances of the situation on a case by case

basis.

3.1.1.3. The UCT Online High School reserves the right to request the applicant

to provide reasons for requesting the Principal to facilitate the informal

resolution.

.Admissions Appeals

3.1. Should a parent or guardian disagree with the UCT Online High School’s

decision to admit the learner, an appeal may be lodged within one calendar

month from the date on which feedback was sent to the said parent or

guardian.

3.2. The relevant appeal form must be sent to the Admissions counsellor.

3.3. All appeals must be accompanied by additional supporting evidence.

3.4. All evidence will be reviewed by The UCT Online High School’s Committee in

consultation with any other official or specialist whose input may be required.

3.5. A response will be given within 15 work days of submission of the appeal.

3.6. The decision of the UCT Online High School is final and no further internal

appeals will be entertained.

Page 9 of 15



Academic Appeals: Assessment Body

Examinations

After the viewing of an examination answer script, a candidate who wrote the

National Senior Certificate examination may apply for a re-mark to the Independent

Assessment body. The decision of the independent assessment body is final.

The candidate must follow the processes and requirements of the independent

assessment body which may include the payment of a  fee.

5.1. Assessment appeal

5.1.1. Should a SACAI registered institution, parent or learner disagree with

SACAI’s decision, an appeal may be lodged within one calendar month

from the date on which feedback was sent to the registered institution.

5.1.2. The relevant appeal form must be completed.

5.1.3. All appeals must be accompanied by additional supporting evidence.

5.1.4. An appeal fee is payable. (The institution will be issued with a bulk invoice

for all applications submitted; no parent should pay SACAI directly.)

5.1.5. All evidence will be reviewed by SACAI in consultation with any other

official or specialist whose input may be required.

5.1.6. The decision of the relevant assessment body is final.
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5.2. Progression Appeal

A parent/guardian has a right to appeal the final decision made by the school to

progress or retain a learner and must follow the following process;

5.2.1. to appeal a progression or retention decision, the parent/guardian must

submit a written request, not later than three (3) days after the official

opening of schools, to the Deputy School Principal specifying the reasons

why the progression or  retention decision is being contested;

5.2.2. the appeal must be referred to the progression committee for

consideration and decision;

5.2.3. within fourteen (14) days of receiving a request to appeal, the committee

shall make a final determination in this  regard; and

5.2.4. the onus shall be on the parent as the appealing party to show why the

progression or retention decision should be overturned.

A grievance differs from an academic appeal as it relates to service or personal

issues and not the academic outcomes of course work. A learner may file a

grievance in the cases of an unresolved difference or dispute between themselves

and the UCT Online High School, staff member or fellow learner related to services

rendered or non-academic decisions.

Learners are encouraged to resolve grievances informally with the relevant party

as soon as possible.

Where grievances cannot be resolved at the preliminary informal stage they will

be escalated to the Deputy Principal. If the Principal is unable to resolve the

matter it will be escalated to the UCT Online High School Operations and

Governance Committee.
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The UCT Online High School will always consider the circumstances of the learner

and the grievance on a case by case basis and take necessary steps to protect the

aggrieved individual, including keeping the identity of the individual confidential,

where necessary.

6.1. Grievances with a staff member

6.1.1. Where an aggrieved individual has a grievance with a staff member, the

learner and / or their parent(s) should discuss the matter with the relevant

staff member in an attempt to resolve the grievance amicably.

6.1.1.1. Where this is not possible, the learner or their parent(s) should

report the grievance to the Deputy Principal who will facilitate a

meeting in the attempt to arrive at a resolution. The Deputy

Principal will seek to resolve the matter and the matter will be

closed at this level. The outcome of this process will be given in

writing to all parties involved.

6.1.2. The Deputy Principal will investigate the grievance and may request further

information from the learner / parent and staff member or conduct a

meeting with the relevant parties. As may be required, the grievance

information will be provided to the assessment body of the qualification

that the learner is enrolled for.

6.1.3. The Operations and Governance Committee will take all reasonable steps in

resolving the grievance, with involvement from the assessment body where

this is required, and provide the learner / parent and staff member with a

written outcome.

6.2. Grievances with fellow learners
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6.2.1. Where a learner cannot resolve a grievance with a fellow learner informally,

the aggrieved learner, or their parent, must lodge a written complaint with

the Head of Student Wellness. The Head of Student Wellness l will facilitate

a meeting in the attempt to arrive at a resolution.

6.2.1.1. The outcome of this process will be given in writing to all parties

involved.

6.2.1.2. If the matter remains unresolved the Head of Wellness is

required to escalate the matter to the Deputy Principal who will

investigate and attempt to resolve the matter.

6.2.2. The Deputy Principal will take all reasonable steps in resolving the

grievance, which may include disciplinary action against the accused

learner based on the circumstances of the grievance. Any action taken by

the UCT Online High School against an accused learner will be confidential

between the accused learner, the UCT Online High School and the

awarding body as may be required.

6.3. Grievances against the UCT Online High

School

6.3.1. Learners / parent(s) must submit grievances against the UCT Online High

School in writing to the Principal who will refer the grievance to the relevant

UCT Online High School Operations and Governance Committee for

investigation.

6.3.2. The UCT Online High School Operations and Governance Committee will

consider and investigate the complaint, which may include a meeting with

the learner and any relevant third parties taking the circumstances into

account. As may be required, the grievance information will be provided to

the awarding body of the qualification that the learner is enrolled for.
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6.3.3. After an investigation into any grievance brought by a learner / parent, the

outcome may be communicated as follows, taking the circumstances of the

learner and grievance into account:

6.3.3.1. in writing to the individual learner / parent and the various parties

involved;

6.3.3.2. in writing to the learner body; and

6.3.3.3. verbally through a learner / parent meeting.

All grievances brought to the attention of the UCT Online High School will form

part of a learner's formal record maintained by the UCT Online High School.

Frivolous Grievances

Where we determine that an academic appeal, grievance or complaint is abusive,

unreasonable, or a learner / parent is unreasonably pursuing a complaint that has

previously been investigated, the UCT Online High School reserves its right in

relation to any response to the academic appeal, grievance or complaint, and in

particular, may elect not to pursue the procedure set out in the Policy. Should this

occur, it must be communicated in writing to all parties involved within ten school

days of receiving the academic appeal, grievance or complaint.

We reserve the right to communicate certain details about any investigations or

actions taken in terms of this Policy to staff and learners of the UCT Online High

School as well as the respective awarding body, subject to the protection of the

learner(s) and staff member(s) involved in the investigations or actions.

If a mutually-satisfactory outcome, course of action, or conclusion cannot be

reached following from the procedures set out in this Policy, or any other kind of

dispute arises between you and the UCT Online High School, you agree that it will
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be resolved individually, without resort to any form of class action, and, to the

extent compliant with applicable law in your relevant jurisdiction.
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