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Appeals Policy
Policy Statement

City College strives to deliver the highest standard of teaching learning and assessment to each of its students. To achieve this, the College recognises the need for continual review and improved across all its systems and processes. This policy should be applied if students choose to make an appeal against either an academic assessment decision, a recruitment decision or in relation to student discipline. 
An appeal is a form of request from a student to review a decision which they consider a disadvantage to themselves. The College recognises two types of appeal – internal and external appeal. A student can make an internal appeal at any time relating to an assessment decision with their assessor. Following the outcomes of an internal appeal, if a student still feels unhappy, they can make an external appeal to the awarding body.
This Policy is not intended to replace existing procedures, staff and students should read this policy in context and:  

· If the concern is about services provided, it should be raised as a complaint through the standard Complaints Procedure.  

· If the concern is about concerns of a serious nature in the broader public interest, they should be raised through the Whistleblowing Policy 

· If any concerns relate to treatment as a student or staff member, they should be raised either under the Bullying and Harassment Policy 
City College works with a number of stakeholders and partner organisations. Where students are enrolled with an external partner organisation, that partner organisation Internal Verification Policy will apply to that student journey, in terms of how their work is assessed and assured, complaints, grievances, applications for extensions and appeals
The main aim of this policy is;
· To enable the student to enquire, question or appeal against an assessment or any other decision. 

· To attempt to reach agreement between the student and the assessor at the earliest opportunity. 

· To standardise and record any appeal to ensure openness and fairness. 

· To facilitate a student’s ultimate right of appeal to the awarding body, where appropriate. 

· To protect the interests of all students and the integrity of the qualification. 

· To continually improve the College assessment systems and other processes

In order to implement this policy, the College will:

· Inform the student at induction, of the Appeals Policy and Procedure.

· Record, track and validate any appeal.

· Forward the appeal to the awarding body when a student considers that a decision continues to disadvantage them after the internal appeal process has been exhausted. 

· Keep appeal records for inspection by the awarding body for a minimum of 18 months.
· Will take appropriate action to protect the interests of other students and the integrity of the qualification, when the outcome of an appeal questions the validity of other results. 

· Monitor all aspects of the appeal process to ensure quality in improvement.

Responsibilities
Student: The student is responsible for initiating the appeal procedure, in the required format, within defined time frame, when they have reasons to question an assessment decision. 
Assessor/Tutor: Responsible for providing clear achievement feedback to students. If assessment decisions are questioned, the assessor is responsible for processing the student’s appeal in the first instance, within the agreed time.

Internal Verifier/Senior Management: Responsible for judging whether assessment decisions are valid, fair and unbiased.

Appeals Procedure: A standard, time limited, sequenced and documented process for the centre and student to follow when an appeal is made. 
Internally Assessed Submissions

Stage One: - A student dissatisfied with an assessment decision or other form of decision should, speak to the assessor relevant staff member concerned in the first instance within 5 working days of formal feedback being provided. The assessor or staff member should explain how the decision or grading was determined within 5 days following the student’s appeal. This should be a formative process; the assessor or staff member should justify their reasons for the decision and explain how the student could more fully have met the assessment criteria or expressed their position differently.
Stage Two: - If the student is not satisfied with the explanation provided under Stage One and wishes to take the matter further, the assessor or staff member should complete sections one and two of the Student Appeal Form (Appendix A) and the student should complete section three. The student should submit the form to the relevant Programme Lead, Higher Education Manager or Operational Manager within 10 working days of Stage One. That person will arrange for the submission or request to be independently re-assessed by the Internal Verifier.
The internal verifier will then provide an independent assessment of the request or work and comments on the grading decisions made. This decision will be final. Where the student is found to have a valid complaint about an original assessment, the assessor should give the student an opportunity to re-submit the work by an agreed deadline within constraints of the Awarding Organisation.

If the student is dissatisfied with the above outcome, they may use the College Complaints Policy and Procedure, or where appropriate, refer to the Associate Director for Quality and Partnerships or follow the external process outlined below.
External Appeals
If a student has followed the internal process outlined above and is still dissatisfied with the outcome, they may choose to contact the awarding body. The College will support any such decision. The student should advise the Higher Education Manager of their decision to make a further appeal within 10 working days of the close of the internal appeal. The Higher Education Manager will provide the student with any relevant contact details within a further 5 working days.

Examinations
Students wishing to appeal against an assessment decision made by an awarding organisation (for example, in examinations or during the programme of moderation or verifications processes) should liaise with the Higher Education Manager in the first instance. The College will support requests of remarking of work, scripts to be returned and moderation to be checked when requested by students. However, students should be aware that they would be liable for any fees incurred in this process.
Related Policies  
This policy needs to be read in conjunction with other policies including: 

· Quality Assurance and Delivery Policy
· Recruitment and Admissions Policy 

· Academic Misconduct Policy

· Internal Verification Policy
· Student Disciplinary Procedure

· Equality and Diversity Policy 
· Complaints Policy and Procedure 

· Fitness to Practice Policy

· Fitness to Study Policy
· Student Registration and Certification Policy

· Academic Freedom Policy

· Governance Code
Student Appeal Form (Appendix A)
Section 1

	Programme
Student name

Assessor name

Internal Verifier


	Assessment or requirement title
Date of assessment

Date of appeal


Section 2

	Assessor or staff member comments on the work and reasons for the original grading decisions and original feedback


Section 3

	Student’s reason for appeal:


