Appeals Policy

Updated March 2008
Procedure

This policy is designed to provide information to learners who undertake an examination or assessment that is within the control of Animi Training. Where the assessment is set and assessed by an external awarding body, Animi Training will be able to advise learners how an appeal to the awarding body can be made.  

Animi Training will provide learners with a copy of the Appeals Policy at the start of their training programme and inform them about the appeals process during their induction.

Appeals can be lodged against a grade for work that contributes towards final assessment on the following grounds:

· procedural irregularity in any part of the assessment

· error in calculating or recording marks on which the original decision was made

· evidence of prejudice or bias on the part of the examiner

Timescale
An appeal against an individual assessment must be lodged to the Centre Manager within 2 working weeks of the learner receiving the assessment results, by completing the Appeals Form. 
An appeal against a final grade or competence awarded must be made within 2 weeks of formal notification of grade.

The Centre Manager will investigate the circumstances of the appeal and reconsider the assessment decision in consultation with the Internal Verifier.

The Centre Manager will notify the learner in writing of the outcome within 5 working days.

Outcomes
The outcomes of an appeal may be:

· confirmation of original decision

· reassessment should take place
· Further appeal to the awarding body
Where the learner believes the decision to unsatisfactory, he/she can seek further appeal through the CEO, which should be done in writing. The learner will be informed of the final decision in writing within 5 working days.
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· Candidates who are unhappy with any aspect of the testing process should first discuss the problem with the ECDL Test Centre Manager or representative within 5 working days of receiving their result. 

· The candidate must make the reasons clear at this time. 

· ECDL testing is undertaken using automated testing software which has been approved by the ECDL Foundation. In the event of a candidate raising a complaint the test report that will have been produced by the system will be fully discussed with the candidate. 

· An action plan will be agreed and a further test date scheduled. In some circumstances the candidate may be offered a free re-test (e.g. if there had been hardware or software problems). 

· If the candidate is unhappy with the decision of the Test Centre Manager the candidate must write to the CEO within 5 working days who will fully review the complaint and attempt to find a solution. 

· The Test Centre will keep a written record of each stage of the process with dates and outcomes. 
· If a Candidate is not able to resolve an appeal at the Approved Centre then he/she has the right to appeal to BCS directly. Candidate appeals must be made to BCS within ninety days of the date of the assessment and will incur a fee of £10. This fee will be refunded if the Candidate’s result improves following the appeal. Appeals should be sent to the BCS Qualifications Quality Team at qualityteam@hq.bcs.org.uk

· A BCS Representative will investigate the circumstances of the appeal and make a report to the appeals panel. In order to assist with the investigation Centres must ensure that supporting evidence is provided. Appeals panel decisions will be given in writing to the Centre Manager and this decision is final and cannot be overturned.
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The appeal will be investigated by senior members of OCR’s staff. The purpose of the investigation is to decide whether, on the basis of the written evidence, any further work relating to the appeal should be undertaken. 

The candidate will be notified in writing of the outcome of the investigation. 

If the candidate remains dissatisfied, the appeal may be taken to OCR’s Appeals Committee under the following conditions: 

· the appeal is submitted in writing by the candidate 

· the appeal is submitted within 14 calendar days of the receipt of the outcome of the review. 

The charge of £60 for any appeal which proceeds to the OCR Appeals Committee will be refunded if the appeal is upheld.  

Candidates have the right to present their case in person to the Appeals Committee. 

Candidates will be notified in writing of the outcome of their appeal within 5 calendar days of the review. A report of the review will be published within 4 weeks of the review. Consideration of an appeal by the Appeals Committee concludes OCR’s procedures. 

Appeal Form
Part A – To be completed by the candidate

	Surname:
	     

	Forename:
	     

	Telephone number:
	     

	Address:
	     

	Course Title:
	     

	Unit:
	     

	Element:
	     

	Date of assessment:
	     

	
	

	Reason for dispute/appeal:
	     


	Signed:
	     
	Date:
	     


Part B – To be completed by the Centre Manager
	Surname:
	     

	Forename:
	     

	Appeal Decision:
	     

	Have you communicated your decision to the candidate?
	 FORMCHECKBOX 
Yes  FORMCHECKBOX 
No

	Did the candidate accept your decision?
	 FORMCHECKBOX 
Yes  FORMCHECKBOX 
No


	Signed:
	     
	Date:
	     


Centre Appeal Policy has resulted in learner wanting to appeal to OCR





Where access to the OCR external verifier is denied, the appeal is submitted to the OCR external verifier via the Professional Officer, Coventry





Appeal Submitted to the OCT external verifier at the next visit





Investigation carried out, including obtaining advice from OCR as necessary and relevant parties informed of outcome





Appeal not resolved





Appeal submitted in writing to OCR
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