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Policy
“Appeals Procedure”
1.
Introduction

Candidates who do not submit satisfactory evidence to demonstrate their competency will not be recommended for a pass.
This policy outlines what should happen if individual candidates choose to appeal the decision.

2.
Candidate feedback 

Any assessor who judges a candidate’s portfolio to not adequately meet the learning outcomes to the required standard will provide feedback including:

· the specific reasons why their portfolio has not met the required standards

· advice or suggestions on how to meet the required standard

· further support to attain the standard

Candidates can appeal against any decision.

3.
Making appeals
Candidates have the right to appeal or complain about any element of the delivery, implementation and assessment of qualifications.  Candidates who wish to appeal against the decision should:

· put in writing their appeal and reasons for appeal to the Quality Assurance Co-ordinator (Kate Mercer)
· include any supporting evidence

· be offered opportunity to meet with the Internal Verifier or Quality Assurance Co-ordinator to discuss the appeal

4.
Responding to the appeal

Once an appeal or complaint is received by the Quality Assurance Co-ordinator, the Quality Assurance Co-ordinator will write to the candidate within 5 days confirming receipt of the appeal or complaint and outlining the following actions will be take within 14 working days:
· appointment of investigating officer – this can be either the Quality Assurance Co-ordinator or Internal Verifier as long as the officer has not been involved in the assessment of the candidate

· notification will be made to City + Guilds 

· a review of the candidates portfolio will take place by the investigating officer

· a formal response will be made 

· a record will be kept on file

Candidates will also be referred to the City and Guilds external verifier.

5.
Decision making

The following options will be made available to the investigating officer;
· Portfolio is recommended for credit pass.  This option is suitable if the investigating officer is satisfied that the portfolio meets the required standard

· Portfolio is not recommended for credit pass.  This option is suitable if the investigating officer is satisfied that the portfolio does not meet the required standard

The investigating officer decision is final.
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