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The scope

The following sets out the appeals procedure for Creativity Works Preston (CWP). This procedure
applies to all those programmes leading to an award or a qualification where an assessment of the
learner’s performance is made by the Assessor and the result of that assessment is considered in the
determination of either a pass or fail.

Where an assessment is an element in the award of a qualification by an external validating or
Awarding Organisation then the body concerned will be kept fully informed of any appeal. If necessary,

representatives of the Organisation may be involved in any stage of the appeals procedure.

A written record of all appeals will be kept by CWP and will include the outcome of the appeal and the

reasons for the outcome. A copy will be given to the learner.

All Learners will be made aware of the appeals procedure during their induction.

Procedure
Stage 1

Should a learner disagree with the assessment decision they should first raise it with the Assessor as
soon as possible, and no later than 5 days from when the decision has been given. All communication
must be in writing.

Assessor will consider the appeal and provide a learner with clear explanation of the assessment
decision following re-evaluation of the evidence. Following, if appropriate, assessment record will be
amended.

Written feedback will be provided to the learner within 5 working days. The learner will have access
to the correspondence between the Centre and the Awarding Body relating to their internally assessed
work.

If the learner is happy with the decision this will be the end of the appeal. However, if the learner
disagrees with the decision the appeal will move on to Stage 2.

Stage 2
The appeal is raised with the Internal Quality Assurer. This must be done in writing and include:

e Afull description of the appeal (including the subject matter and dates and times if known);

e Any names of the people the learner dealt with so far;

e Copies of any papers or letters to do with the appeal; and

e Any other factors for consideration such as any extenuating circumstances that the learner
either did not address at the time or believes that were raised but were not taken into
consideration when the decision was made.

The Assessor must provide the original assessment record and associated evidence.
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The IQA must reconsider the assessment decision and this will involve an evaluation of:

e The Learner evidence and associated records
e The Assessors rationale for the decision

e The opinion of the candidate

The IQA will provide his reconsidered decision in writing and within 5 days from receiving the appeal.

If the learner remains unhappy with the reconsidered decision the appeal will proceed to the final
internal stage.

Stage 3

A process will be followed through management who will consider and validate the learner’s appeal.
All original documentation must be presented including learner’s work and assessor’s decision

alongside any communication. This will help ensure the correct process has been followed.

The final decision will be presented to the learner within 2 weeks. All documentation must be kept

with the programme records.

If the candidate still disagrees with the outcome they may appeal directly, in writing, to the Awarding

Body. CWP will provide the learner with contact details.

External Examination

Any learner who wishes to have an examination paper re-marked should make a request to the
Compliance Manager as soon as possible after receiving the results. Learner should not contact the

examination board directly.
The regulations of the appropriate Awarding Organisation/Examination Board will be followed.

Learner will be required to pay the appropriate fee, which may be refunded by the Awarding
Organisation/Examination Board if improvement is made, subject to the regulations of the

appropriate Awarding Organisation/Examination Board.

Learners should understand that, where an enquiry into a mark is requested, their unit score and their

overall grade may go down as well as up.
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Monitoring
CWP will monitor and review this procedure on annual basis.
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