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Section 1: Policy Statement

Commitment Statement

Train With Premier Limited endeavors to ensure a fair and unbiased service is provided to
Learners/Assessors/IQAs. Therefore, those who are impacted by potentially inaccurate
outcomes from procedural decisions, or who perceive that any decision-making process was
not handled in line with established procedures, have aright to make an appeal. Itis noted
that we pay due regard to the outcome of any such appeals process, in relation to all
products we make available.

Inthe event that a Learner/Assessor/IQA believes they have grounds for an appeal, they
should follow the appropriate reporting process outlined within this policy in the first
instance. The grounds on which to base an appeal must include one or both of the
following. The appellant must have either:

e information and/or evidence to contravene and potentially change the original
procedural decision or

¢ informationand/orevidence todemonstrate thatthe original decision-making process
was not handled in line with the established procedure.

Where an appellant believes they have appropriate grounds for an appeal, the reporting
procedure mustbe completed, andthe appeal made within20 working days of receipt of
the original decision.
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Section 2: Procedure

Stage 1

Aninformal, verbal appeal can be made to the person who made the procedural or assessment
decision. An appropriate staff member will discuss the appeal with the Learner/Assessor/IQA and
attempttofind a solution that suits both parties. Learner/Assessor/IQAs should allow sufficienttime
toinvestigate or rectify the grievance. The personwhois in receipt of the informal appeal is required
to:

e Log the appeal

e Log all activities undertaken in order to rectify the situation

¢ Logthe date all outcomes were confirmed verbally to the Learner/Assessor/IQA (within 25
working days of receipt of the appeal).

Thisinformationwillbe reportedtothe TRAINWITHPREMIER Appeals Officertoensure
appropriate records aremaintained.
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Where the appeal cannot be resolved informally to the satisfaction of the Learner/Assessor/IQA, or
if reLearner/Assessor/IQA feels that they cannot make an informal appeal to the person who made
the procedural or assessment decision, the appeal should be submitted in via email to the Appeals
Officer to provide a detailed account of their grievance:

AndyHeald, Head of Education & Quality
aheald@trainwithpremier.com

The Appeals Officer will acknowledge receipt of each appeal within 10 working days, outlining the
course of action to be taken. The Appeals Officer will effectively handle the appeal by means which
will be relevant to the nature of the appeal. Appeal handling activities may include the collection of:

¢ documentation which supported the original decision
e communications related to the appeal

¢ review of feedback and/or decisions

e review of the documentation supporting the decision
remark of assessment

review/conduct of internalverification
review/conduct of moderation

e reassessment (where required)

An evaluation of the information collected will be completed and outcomes determined once
evidenceisvalidated. Updates or outcomes willbe communicated to allrelevant stakeholders within
or every 25 working days. All of this is required to be reported to the Appeals Officer to ensure
appropriate records are maintained.
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Wherethe Learner/Assessor/IQA exhauststhe appealsprocedure, and remains dissatisfied with
the outcome, they are then eligible toreport the details of their appeal to the relevant authority
or awarding organisation in accordance with their procedures. In making an appeal it is
important to provide:

e afulldescription of your appeal, including the subject matter, dates, times and any
reference numbers if known

e names of any people involved in the matter

e names of any people you have dealt with

e copies of any documents or letters connected with the appeal.

Evidence should be provided in support of the appeal to facilitate effective evaluation of the
situation.

Any appeal associated with safeguarding, equality in the delivery of products, the processing of
personal data or compliance with the Data Protection Act 1998, GDPR, any other legislation, the
integrity of our products or any matter that may give rise to a potential adverse effect as defined by
the regulators should be brought directly to the attention of the relevant authority or awarding
organisation. As the training organisation, we also take responsibility for reporting these
matters.

Section 3: Policy review

Systematic review

Train With Premier Limited have in place a standardised and systematic monitoring process to
ensure the relevance of this policy addendum. In addition, any data which is collected with relates
to the implementation of this policy will be used to inform the ongoing management of our
organisation and delivery of the products.

This policy will be reviewed on 01/01/2022 unless there is a change in legislation changes or
supporting data identifies that a review is required before this date.
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