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1.0 Introduction:

This policy provides a clear procedure for learners, trainers, tutors, and company staff to make
appeals regarding assessments or other decisions made by our institution or the Awarding
Bodies we use. Our aim is to ensure that all appeals are handled fairly, transparently, and
efficiently.

2.0 Grounds for an Appeal:

Appeals can be made concerning:

e Quality/results of assessment

e Decisions regarding reasonable adjustments or special considerations

e Administrative errors

o Withdrawal of certification or action plans resulting from monitoring audits
e Decisions following a malpractice/maladministration investigation

Learners can appeal assessment decisions if they believe:

e The Trainer/Tutor has made an incorrect assessment decision

e There has been a clerical error in recording the result

e |If the internal appeal process does not resolve the issue, learners can escalate their
appeal to the Awarding Body of the qualification.

3.0 Appeal Decision Makers:

Only individuals with appropriate competence and no personal interest in the decision will handle
appeals.

4.0 Information Dissemination:

All learners, trainers, tutors, and staff will be informed about the appeals process and how to
access this policy.

5.0 Records:

We will maintain comprehensive records of all appeals and provide necessary information to the
Awarding Bodies.

6.0 Submitting an Appeal:

To submit an appeal, an Appeals Form must be completed, including all relevant information and
supporting evidence. The appeal must be lodged within 10 days of the incident that prompted the
appeal.

7.0 Appeals Process:

1. Acknowledgement: The appeal will be acknowledged within five working days.

2. Logging: The appeal will be logged in our records.

3. Investigation: An investigation will be conducted within 20 working days of receiving the
appeal.

4. Outcome Notification: The appellant will be informed of the outcome:
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5. Upheld: Actions to be taken will be detailed.
6. Not Upheld: Reasons will be provided, and the appellant will be informed of their right to
request an appeal review by the Awarding Organisation.

In assessment decision appeals, the Quality Assurance Manager will ensure procedures were:

¢ Consistent with the appropriate Conditions of Recognition

e Applied properly and fairly

e If adiscrepancy is found, the appellant and the Awarding Organisation will be notified, and
a corrected result will be issued.

8.0 Appeals Review:

If an appeal is not upheld and the appellant is dissatisfied, they can request a review by the
appropriate Awarding Organisation. We will provide the necessary appeals policy, procedure, and
forms for this process.

9.0 Impact on Other Learners:

If an appeal outcome suggests that other results may be affected, we will investigate these
results to maintain the integrity of our qualifications. We will:

e Identify other affected learners

e Reassess evidence with another Assessor

e Suspend the Assessor until the review and any retraining is completed
e Cooperate with the Awarding Body and provide requested evidence

¢ Amend original judgments and provide revised documents

e Arrange for an external quality assurance visit

¢ Implement any improvement plans identified by the review

e Challenging Assessment Methods

If an appeal challenges the validity of an assessment method, we will refer the issue to the
Awarding Body and cooperate with their stipulated actions.

10.0 Monitoring and Review:

Feedback on this procedure will be monitored and used to make necessary amendments. This
policy will be reviewed annually to ensure it meets current requirements and effectively addresses
learner needs.

11.0 Contact Information:

For more information or assistance, please contact:
Appeals Officer:

Email: kellie@unyte.co.uk

Phone: 01902 504413

This policy ensures that all appeals are managed in a fair and timely manner, maintaining the
integrity of our qualifications and supporting our learners' success.
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