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Appeals Procedure 
 

An Appeal 

An appeal may be where a learner feels that: 

 The mark or grade awarded for work does not fairly represent the actual achievement 

 They did not perform as well in the assessments as they might have done for reasons  

      outside their control 

 
Stage One 

The first thing to do is to discuss the matter with your tutor.  The learner must explain their concerns/

reasons for disagreeing within five working days of the notification of the mark/grade.  The assessor 

(tutor) will discuss this with a member of the same team or the internal verifier and then within five 

working days will either: 

 

 Confirm the original mark/grade/result in writing giving reasons 

 Amend the mark/grade/result in all relevant records both internally and externally 

 

If you now agree with the assessor, this is the end of the Appeals Procedure.  If you do not agree then 

proceed to Stage Two. 

 
Stage Two 

If you wish to continue your appeal, you must fill in an Appeals Form, and return it to : 

Gill Hughes, Lead Internal Verifier, Town Hall, Knowsley Street, Bury, Lancs,  

BL9 0SW. Forms will be available in Centre offices. 

 

The Lead Internal Verifier will look at the original paperwork and consider the assessment  

decision.  The Lead Internal Verifier will inform the learner of the decision within five working days. 

 

If the learner then agrees with the outcome, this is the end of the Appeal.  If they do not agree, then 

they must proceed to Stage Three. 

 

Stage Three 
If the learner is not happy with the decision, they can request a personal hearing before the appeals 

panel. 

 

The learner must request a personal hearing in writing to the Lead Internal Verifier within two working 

days.  After the meeting the Lead Internal Verifier will convey the outcome of the Appeal within five 

working days.  Any amendments to internal records will be made as appropriate. 

 

Complaints Procedure 

If a learner still considers that the Appeals Procedure has not been applied fairly and/or the decision is 

unfair they then have redress to the Service’s Complaints Procedure.  The learner must fill in the  

complaints form in the ‘Your Voice Counts Leaflet’ available from Centre Offices.  Completed forms 

should be returned to Giovanna Kerwin, Quality & Marketing Officer, Town Hall, Knowsley 
Street, Bury, Lancs, BL9 0SW. 


