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Formulating an Appeal against the final decision of the Assessment Board 

 

Student/Learners may appeal against the decision of the assessment board decisions. This appeal should be 

formulated via established appeal procedures. 

 

This will be done in three stage process in the institute. 

 

Stage 1 – Informal Assessors Appeal 

 

The appeals procedure involves a review of the appeal, by the Assessor(s). The Assessor(s) will make enquiries 

based on the nature of the appeal and on this evidence decide if any further work relating to the appeal should 

be authorised.  For the majority of cases, the appeal can be resolved at this stage.  

 

The Learner must complete and present the appeals application form within 7 working days after receiving the 

assessment results from an assignment. 

 

The Assessors will communicate the outcome of their decision to the Learner either immediately or no later than 

7 working days.  

 

The Assessor will consider the appeal on evaluation of: 

 

 Provide the Learner with a clear explanation/reiteration of the assessment decision following re-

evaluation of the evidence. 

 Amendment of the Learner’s assessment record if appropriate. 

 Give feedback to the Learner on the outcome of the decision. 

 

In cases where the Learner remains dissatisfied after notification of the outcome of stage 1, the Learner may 

progress further and submit a written request to the Internal Verifier within 7 working days of receipt of the 

outcome of stage 1. 

 

Stage 2: Internal Verifier Appeal 

 

Stage 2 of the appeals procedure permits the Learner to present their case to the Internal Verifier.  

 

The Internal Verifier will consider an appeal for stage 2 provided that: 

 • The appeal application is submitted by the assessor and recorded on the GCMS appeals application form. • The appeal is submitted within the time limit of 7 working days of receipt of the outcome of stage 1. • Assessor’s stage 1 appeal process has been exhausted.  

 

The internal Verifier will consider the appeal on evaluation of: 

 

 The Learner evidence and associated records 

 The Assessor’s rationale for the decision 

 The opinion of another Assessor 

 The opinion of the Learner. 

 

The Internal Verifier will communicate the outcome of the decision to the Assessor within 7 working days. A 

report of the decision and outcome will be sent to the Learner within 10 working days from receipt of the 

appeals application form. 
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Stage 3: Senior Management Panel 

 

In the event of stages 1 and 2 being exhausted without a satisfactory resolution, stage 3 of the appeals 

procedure should be invoked.   

 

The Learner must make their appeal in writing to the Head of Academics or Lead IQA within 7 working days from 

receipt of the outcome in stage 2.  

 

The Head of Academics/Lead IQA will nominate a senior member of staff, and another experienced member of 

teaching staff to lead the enquiry provided that they have played no part in the original assessment process.   

The investigation will take into account the written submission from the applicant and will include a check on the 

awarding body procedures that were followed in arriving at the assessment decision, and whether those 

procedures were compliant with the Code of Practice and applied fairly.  

 

The procedures which are open to investigation include the full range of processes involved in, and leading to, 

the award of grades.  The appeals process is not directly concerned with making judgements about the quality of 

learners’ work since this is the responsibility of the Assessor and Internal Verifier. 

An appeal investigation does not generally involve a further review of the Learners’ work, but such action may be 

authorised following the investigation in stage 3. 

The Internal Verifier concerned at stage 2 must forward relevantly details to the appeals panel and these should 

include: 

 Appeal Application Form 

 Assessment and evidence records 

 All relevant correspondence and feedback given to the Learner at stages 1 and 2. 

After the investigation, the appeal will either be rejected (disallowed) or upheld (allowed).  If the appeal is 

upheld (allowed) any necessary, further work on the Learners’ scripts or results will be undertaken. Any such 

work will always be carried out in full compliance with the Code of Practice and JCQ agreed procedures.  

The outcome of the appeal will be formally reported back to the Learner and Internal Verifier in writing within 7 

working days of the appeal being received at stage 3. 

Stage 4 – Academic Board Appeals Panel 

If the Leaner remains unhappy with the decisions made at stage 3, the Learner has the right to forward their case 

to the Academic Board Appeals Panel. If the Learner wishes to proceed to the formal hearing, they must inform 

the College in writing within 7 working days of receiving the outcome letter in stage 3. 

 

Following receipt of notification to proceed to a formal hearing the College will convene a panel within 10 

working days.  The panel will comprise of at least three individuals who have not previously been involved in the 

case: a member of the College’s senior management team, the Quality Nominee and an independent person, for 

example a member of the College’s Academic Board and or an experienced member of the assessment and 

verification team. 

  

 

Both the Assessor and the Learner will be given an opportunity to hear each other’s submission to the panel.  

  

The panel's findings will be formally reported back to the learner within 5 working days of the hearing.  The letter 

will include the outcome of the appeal and the rationale behind the decision made.  
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The decision of the Appeals Panel will be the final internal decision; however, a learner can refer a decision to 

the awarding body. 

 

All records of the request for the appeal, the evidence, deliberations of the panel and the result will be kept in a 

confidential file, held by the Examinations Officer. The College will notify the relevant awarding body of any 

outcome of an appeal if it has implications.  

 

Awarding Body Appeal 

 

How to appeal  

The College Principal or a private Learner should submit a written request for a Stage 1 Appeal to the relevant 

awarding body.   

Appeals must be made within 14 days of receiving the outcome of the enquiry about results. This time scale is 

determined by the regulators and does not make allowance for the time the centre may be closed for holidays.  

The College Principal or private Learner submitting the appeal must set out as clearly as possible the nature of 

the concern. 

  

The Code of Practice issued by the regulators (Ofqual in England) states that appeals should focus on whether an 

awarding body has:  

 Used procedures that were consistent with the Code of Practice  

 Applied its procedures properly and fairly in arriving at judgements.  

When an application for an appeal is received, awarding bodies have various mechanisms for deciding whether it 

will be accepted or not.  Some awarding bodies will refer the application to a committee or sub-committee, while 

in others a senior officer may make the decision.    

 

The decision whether or not to accept the appeal is based on:   

 

 The grounds of the appeal put forward by the College or Learner 

 Whether an appropriate investigation has been carried out. 

 The timescale of the application 

 

If an appeal is not accepted, the reason(s) for this will be given. 

 

 

 

 

Signed: Mr Ibrar Ahmed (Director) 

Date:  03/09/2020  

Policy review date:  02/08/2021  

 


