
 APPEAL AND COMPLAIN PROCEDURE


	Candidate/Student

	

	Assessor/Tutor (PP)

	

	Internal Verifier (PPD)

	

	Centre Co-ordinator (PPB)

	



The [insert Centre Name of your Centre] Appeals and Complaints procedure is open to all Candidates/Students and staff. The procedure is designed to resolve disputes arising from any candidate/student complaints, assessment or verification practices/decisions, qualification requirements or issues concerning quality.

If a candidate wishes to appeal or complain about an assessment decision or any other aspect of the centre’s activities relating to the assessment and verification/moderation of qualifications, they must in the first instance, follow the [insert Centre Name of your Centre]  Appeals & Complaints procedure.

The procedure is as follows:

In the first instance the Candidate/Student should discuss this with his/her Assessor/Tutor. If at this point if the issues of concern are resolved then the matter is closed. 

If the appeal or complaint is not resolved then the Candidate should put this in writing to his/her Internal Verifier within 7 days. The Internal verifier will then investigate the issues concerned with the Assessor and if necessary seek further information from the candidate/student – it may be appropriate for a discussion to be held involving all the parties concerned. If at this point the issues of concern are resolved then the matter is closed and will be confirmed in writing by the Internal Verifier within 7 days.

If the appeal or complaint is not resolved then the issues of concern will be referred to the Centres Co-ordinator, the Centre Co-ordinator will then investigate the issues of concerned with the Assessor and Internal Verifier and if necessary seek further information from the candidate/student – it may be appropriate for discussions to be held involving all the parties concerned. If at this point the issues of concern are resolved then the matter is closed and will be confirmed in writing by the Centre Co-ordinator within 7 days.

If it is found that after following the Centres Appeals & Complaints procedure and all avenues with in the Centre that the case is not resolved then the Centre co-ordinator will respond to the Candidate/Student in writing within 7 days. The Candidate at this point must follow the awarding bodies Appeals & Complaints procedure. All candidates will have been notified of this or given a copy at their induction.
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