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1. Statement of Intent/Scope and Purpose 
 

East Riding College is committed to providing all learners with a fair and transparent assessment 
process.  The general principles include the following: 
 
• impartiality of decision makers 
• distinction between appeals and complaints 
• academic judgement 
• privacy and confidentiality 
 
Assessment, in any form, is the means by which the College tests whether a learner has achieved 
the objectives of a programme of study and the standards of an award.  It is fundamentally 
important that learners are assessed fairly and on equal terms with each other for the same award. 
 
Learners are informed of the relevant Academic Appeals Policy or the NVQ Appeals Procedure at 
the outset of their programme of study and an assessment and grading plan is shared with the 
learner at the beginning of the course and at relevant points throughout. The document is 
publically available on the VLE in appropriate sections and on the College website,  
 
In the event of a learner being dissatisfied with an assessment or grade for internally assessed 
work, the regulations detailed below apply. 
 
All stages of the procedure must be clearly documented showing realistic timescales and 
outcomes. 
 

2. Responsibilities 
 
The policy includes clear information on the key responsibilities for implementing this policy. 
 

3. Considerations for Policy 
 
Guidance and regulations from both FE and HE Awarding Organisations is considered when 
producing this policy. There is particular reference to the QAA UK Quality Code for Higher 
Education, specifically the expectations and practices for concerns, complaints and appeals. 
There is additional reference to the Office of the Independent Adjudicator (OIA) ‘The good 
practice framework: handling complaints and academic appeals’ (December 2016).   
 

4. Risk Assessment 
 
The risks of non-compliance with this policy are related to not meeting Awarding organisation 
requirements, and specifically, for Higher Education, not meeting the expectations of the code of 
practice and good practice framework of the OIA. These are mitigated by ensuring the policy is 
accessible to staff and students, is regularly reviewed, follows the most up-to-date guidance and 
regulations, and that it is implemented as required throughout the College. 
 

5. Evaluation, Impact and Monitoring  
 
There will be an annual report on appeals which will be presented to the Curriculum Standards 
Forum in the summer term.  This will include a summary of the outcomes to appeals at stage 2 
and 3. The policy will be subject to an annual review cycle.  

 

http://www.qaa.ac.uk/assuring-standards-and-quality/the-quality-code/subject-benchmark-statements
http://www.qaa.ac.uk/assuring-standards-and-quality/the-quality-code/subject-benchmark-statements
http://www.qaa.ac.uk/assuring-standards-and-quality/the-quality-code/subject-benchmark-statements
http://www.qaa.ac.uk/assuring-standards-and-quality/the-quality-code/subject-benchmark-statements
https://www.oiahe.org.uk/media/1859/oia-good-practice-framework.pdf
https://www.oiahe.org.uk/media/1859/oia-good-practice-framework.pdf
https://www.oiahe.org.uk/media/1859/oia-good-practice-framework.pdf
https://www.oiahe.org.uk/media/1859/oia-good-practice-framework.pdf
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PROCEDURES RELATING TO ACADEMIC APPEALS 
 
Grounds for Appeal 
 

1. A learner who has received an assessment/grade for work and wishes to challenge that 
assessment/grade if she/he believes that: 

 
a) that there existed circumstances affecting the candidate’s performance of which the 

tutors had not been made aware when the recommendation of decision was made, and 
that had the tutors been aware of those circumstances, it was reasonably likely that the 
tutors would not have made the recommendation or decision, or would have made a 
different recommendation or decision 

b) that there were procedural irregularities in the conduct of the assessment process 
(including administrative error), of such a nature as to cause reasonable doubt as to 
whether the tutors would have reached the same conclusion had the irregularities not 
occurred 

c) that there are reasonable grounds to believe that the recommendation or decision was 
influenced by prejudice or bias on the part of one or more of the tutors. 
 

 
Informal Resolution - Stage 1 

 
2. The first stage offers an opportunity for an early resolution and should be an informal 

discussion, within 7 days of the assessment taking place, between the learner and the 
tutor/assessor making the assessment to identify if the issue can be resolved.  
 

3. In the case of an NVQ programme, if the issue has not been resolved with the Assessor, the 
learner should discuss the issue with the named Internal Quality Assurer/Verifier within a 
period of a further 7 days. If this is still not resolved, the External Awarding Organisation will 
be notified.  
 

4. If the learner remains dissatisfied then they should discuss the matter with the relevant Head 
of Curriculum within 7 days of the initial discussion with the Lecturer/Assessor or Internal 
Verifier. 
 

5. Where an agreed outcome is confirmed by all parties the issue shall be deemed resolved and 
no further action will be taken. The informal stage will not be recorded. Where there is no 
resolution agreed the learner may proceed to stage 2 for a formal resolution within 5 days. 
The Head of Curriculum should inform the learner of the procedure for applying in writing to 
the Director: Curriculum Programmes, Learning and Quality, for a formal review. 

 
Formal Resolution – Stage 2 
 

1. On receipt of a formal written appeal the Director: Curriculum Programmes, Learning and 
Quality, will confirm that the appeal is submitted under the correct procedures, falls within 
the grounds upon which an appeal may be made and is submitted within the 5 days of the 
informal resolution. The Director: Curriculum Programmes, Learning and Quality , will consider 
if the issue is a complaint or academic appeal, if there is a clear outline of the appeal, 
appropriate supporting evidence, the potential outcomes for the learner, and what assistance 
can be provided to the learner in resolving the issue. 
 

2. The Director: Curriculum Programmes, Learning and Quality, will respond to the formal appeal 
within 5 days confirming either; direction to an alternative procedure, proceeding to formal 
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appeal panel or rejection because the appeal is not made under permissible grounds. 
Responses to learners to formal appeals will include details and explanations of additional 
procedures, formal appeal process or reasons for rejection.  
 

3. Where a Formal Appeals Panel is required the Director: Curriculum Programmes, Learning and 
Quality, will arrange a meeting with the learner and the Head of Curriculum or tutor within 
five working days of the initial response. The learner may bring with them a friend, a 
parent/guardian, employer or student representative. Alternative modes of attendance (e.g. 
video link) can be requested and will be considered where possible.  
 

4. Adequate notice of the Formal Appeals Panel will be communicated to all parties within 5 
working days. Information will include the composition of the panel and any information to be 
considered.  
  

5. As chair and independent member of staff the Director: Curriculum Programmes, Learning and 
Quality Principal, reserves the right to remove individual parties from aspects of the Formal 
Appeals Panel as appropriate to issues under discussion.  
 

6. Learners will receive written outcomes of the formal resolution stage within 48hrs of the panel 
concluding. Possible outcomes of the formal resolution stage include a rejection to the appeal 
or where the appeal is upheld.  
 

a. Rejected Appeals - Appeals will be rejected where they are deemed not to be made 
under permissible grounds. Communication of rejected appeals will include a clear 
explanation outlining the reasons for each decision. The learner will also receive 
information about escalating appeals to stage 3 (Appeals Review Panel), grounds for 
stage 3 appeals, time scales for appeals, and access to learner support.   

b. Upheld Appeals - Where an appeal is upheld the College will explain how and when it 
will implement an appropriate remedy. Where a learner remains dissatisfied with the 
outcome information on escalation to stage 3 will be included.  
 

Records will be kept for all Formal Appeals Panels.   
 

7. If the matter remains unsolved after the stages 1 and 2, and the learner wishes to pursue the 
appeal further, then they shall inform the Director: Curriculum Programmes, Learning and 
Quality Principal, accordingly within 5 working days of the Formal Review Panel outcome. The 
Director: Curriculum Programmes, Learning and Quality, shall notify the Principal who shall, 
within 10 working day, set up a meeting of the Appeals Review Panel. 
 

8. The Director: Curriculum Programmes, Learning and Quality, shall be empowered to reject an 
appeal which is considered frivolous or constitutes a complaint and will inform the learner in 
writing within seven days. For Higher Education related appeals information and guidance to 
the Office of the Independent Adjudicator for Higher Education (OIA) will be included. 

 
Appeals Review Panel – Stage 3 (Final Stage) 
 

9. Written requests for an Appeals Review Panel must be completed within 5 working days of the 
outcome notification for the Formal Review Panel. Grounds for a review include, but are not 
exhaustive of issues such as where procedures of the Formal Review Panel were not followed, 
consideration of whether the outcome was reasonable in all circumstances, or new evidence 
previously unavailable, for valid reasons, can be provided by the learner.  
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10. The Principal shall convene a meeting of the Appeals Review Panel and circulate to the 
members details of the issue in dispute. The learner shall be notified not less than five working 
days in advance of the date and time of the meeting and must indicate to the Principal’s 
Assistant his/her intention to attend.  Failure for the learner to attend the meeting without 
good cause shall be taken as evidence of the learner’s intention to withdraw the appeal. 

 
11. The Panel shall be composed of: 

a. The Principal (Chair) 
b. A Head of Curriculum (not involved previously) 
c. One member of the Curriculum Standards Forum chosen by the Chair (not involved 

previously) 
d. An Internal Quality Assurer/Verifier/Moderator 

 
12. The Panel shall first hear from the learner (or their representative) relating to issues under 

discussion. The Panel will consider whether relevant procedures were followed at previous 
stages, whether the outcome was reasonable considering the circumstances, ensure the 
learner has received clear explanations as to why the academic appeal was rejected 
previously, and any new valid evidence provided. The Panel may then hear from any other 
person it deems suitable. It is not open to any other person present except the Chair to call in 
any other person to the meeting. The decision of the Chair on any matter of procedure should 
be final. The Chair may adjourn the meeting to enable steps to be taken towards clarifying a 
disputed point of fact material to the case. The Chair may decide to elicit the views of the 
external verifier, assessor, or moderator if appropriate. 

 
13. Decision will be reached by the Panel with no other person present. In reaching a decision, 

the Panel shall attempt to act in the best interests of the learner concerned, giving him/her 
the benefit of any doubt wherever this is, in the view of the Panel, compatible with the 
maintenance of the academic standards of the College’s programmes. If a vote is taken, a 
decision will be taken by a majority vote, the Chair not voting, although in the event of an 
equality of votes s(he) shall have the casting vote. Decisions of the Panel shall be 
communicated to the learner, the tutor, Head of Curriculum and Director: Curriculum 
Programmes, Learning and Quality in writing within 48 hours of the meeting and to the 
Curriculum Standards Forum at its next meeting. Possible outcomes of the Appeals Review 
Panel resolution stage include a rejection to the appeal or where the appeal is upheld.  
 

a. Rejected Appeals - Appeals will be rejected where they are deemed not to be made 
under permissible grounds. Communication of rejected appeals will include a clear 
explanation outlining the reasons for each decision.  

b. Upheld Appeals - Where an appeal is upheld the College will explain how and when it 
will implement an appropriate remedy.  

 
     Records will be kept for all Appeals Review Panels.   

 
14. Learners on NVQ Programmes have further rights to appeal through the NVQ Appeals Procedure 

as detailed in the NVQ Code of Practice (revised 2006).  Further information is included in the 
following college guidelines: NVQ Appeals Procedure. 
 

15. Learners on Higher Education Programmes have further rights to appeal and will be provided 
with information and guidance for  the Office of the Independent Adjudicator for Higher 
Education (OIA) will be included. Information will include details on the 12 month time limit 
for complaints to the OIA.  
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Privacy, Confidentiality and Data Protection 
 

16. All evidence submitted in support of an appeal at any stage shall be treated with respect for 
the privacy of the learner and shall be confidential to those members of staff concerned with 
the matters raised in the appeal, either in the curriculum area against which the appeal is 
lodged, or any Appeals Panel. 

 
17. Any member of staff involved with an appeal in any capacity will ensure that the General Data 

Protection Regulation (2018) is complied with at all times. 
 

18. Awarding Organisations/Institutes/Validating Bodies will request to see evidence that records 
of appeals are maintained. The Awarding organisation will not be judging either the appeal 
process or the decisions reached (JCQ, 2006)  

 
Recording and Monitoring of Appeals 
 

19. The Quality and Teaching Standards Unit (QTSU) shall be responsible for keeping a record of 
the following information in relation to each appeal at stage 2 and 3: 

 
a. the type of decision against which the appeal is lodged; 
b. the ground(s) on which the appeal is based; 
c. the outcome of the appeal; 
d. the time taken for each stage; 
e. the ethnic origin, gender and any disability of the appellant provided that the appellant 

has consented to this information being collected for this purpose. 
 

20. The Curriculum Standards Forum shall receive an annual report on appeals decided within each 
academic session, summarising the information referred to above. 

 
21. The QTSU shall keep under review, and make recommendations to the College Management 

Team, or other Organisations as it deems appropriate, as to the: 
 

a. adequacy of advice, guidance and support mechanisms for learners; 
b. adequacy of staff development and support for those operating the appeal procedures; 
c. the level of understanding of staff and learners of the procedures; 
d. the effectiveness of the overall procedures in meeting their aims. 

 
Appeals to Awarding Organisations 
 

22. All Awarding Organisations must provide and publish information on its enquiries and appeals 
arrangements (NVQ Code of Practice, 2006). The Quality Contact or most appropriate person 
will appeal on behalf of single candidates or groups of candidates. Internal candidates and/or 
their parents/carers cannot appeal to Awarding Organisations directly. The Quality Contact or 
most appropriate person will consult the relevant Awarding Organisation guidelines on the 
Appeals Process. In the majority of cases the Quality Contact will be the Director: Curriculum 
Programmes, Learning, Quality however this may vary depending on the programme, cohort 
size and awarding organisation. 

 
Higher Education Appeals  
 

23. Higher Education appeals reflect and meet the expectations and practices of the UK Quality 
Code for Higher Education. The UK Quality Code sets out principles for addressing academic 
appeals and complaints.  The College ensures that the UK Quality Code is met by developing 
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a fair and transparent procedure for handling complaints and appeals which is accessible to 
all students The policy aims to achieve the guiding principles with ensures that: 

 
a. appeals are used to improve the student experience  
b. appeals procedures are accessible and  
c. information is clear and transparent  
d. people raising appeals are treated with dignity and respect, and their well-being 

properly considered 
e. the appeal process is proportionate and allows for cases to be resolved as early as 

possible 
f. the appeals procedure is fair and impartial 
g. confidentiality and anonymity are appropriately assured 
h. appeals are resolved in as timely way as possible  

 
24. The Higher Education Committee will be responsible for the right of challenge for appeals that 

have been rejected at the end of stage 3.  This responsibility follows the exhaustion of the 
College Academic Appeals Policy.  The relevant University/Awarding organisation (e.g. 
Pearson) will be informed and will support the appeal according to its own procedures. The 
College will supply all of the records. The College will report annually to  Curriculum Standards 
Forum and validating institutes on all appeals relating to Higher Education learners. 
Information on validating institutes appeals procedure can be found: 
 

a. University of Hull – Quality & Standards  
b. University of Huddersfield – Regulations 
c. Pearson – Centre Guide  

 
25. Higher Education learners are provided with information and guidance to the Office of the 

Independent Adjudicator for Higher Education (OIA) throughout the College Appeals process. 
The OIA deal directly with learner complaints where the internal procedures does not produce 
a satisfactory conclusion in the view of the complainant. The OIA is the operator of learner’s 
complaints as established in the Higher Education Act 2014. Learners are made aware of the 
12 month time limit for complaints to the OIA.  

 
Academic Appeals Procedure Flowchart 
 

26. A summary of the academic appeals procedure can be seen in Annex 1.  
 

https://www.hull.ac.uk/choose-hull/university-and-region/key-documents/quality.aspx
https://www.hull.ac.uk/choose-hull/university-and-region/key-documents/quality.aspx
https://www.hud.ac.uk/registry/regulationsandpolicies/studentregs/
https://www.hud.ac.uk/registry/regulationsandpolicies/studentregs/
https://qualifications.pearson.com/content/dam/pdf/Support/Quality%20Assurance/BTEC-Centre-Guide-to-Assessment-L4-7.pdf
https://qualifications.pearson.com/content/dam/pdf/Support/Quality%20Assurance/BTEC-Centre-Guide-to-Assessment-L4-7.pdf
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Stage 2 - Formal Resolution
DCLQ Responds to appeal within 5 working days of receipt

Alternative procedure.

Rejection Upheld appeal

Proceed to formal appeal panel.
Written outcome within 48 hours.

Rejection of appeal.
Not made under permissible 

grounds.

Annex 1. Academic Appeals Procedure. EXAMPLE 
 

 
 
 
 
 
 
 
 
 

 
 

Stage 1 - Informal Resolution 
Learner appeals to tutor, assessor or programme leader within 7 days of assessment. 

Resolution Agreed. 
Learner and staff take remedial action.

No further action required.  

No Resolution Agreed. 
Learner is referred to HoC with 7 days.  

No Resolution Agreed. 
Learner notified of 

opportunity to appeal in 
writing to DCLQ for stage 2.

Resolution Agreed. 
Learner and staff take 

remedial action.
No further action required.   

No further learner action.
Record of Formal DCLQ 

Rejection.

Request appeal 
review within 5 

days.

Stage 3 
Principal Meeting within 10 days.  

Notify within 5 working days. 
 


