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KEITH GRAHAM ACADEMY

APPEALS PROCEDURE
If you are not happy with the assessment decision carried out by an assessor then you may discuss this with the Training Manager / Internal Verifier the possibility of appealing against this decision. The following details outline the steps that will be taken in the event of an appeal.

It is the responsibility of the assessors and internal verifiers to ensure that all trainees working towards an NVQ have access to a fair and reliable assessment. If a trainee who is registered on a scheme with KGA has a problem with an assessment decision or the assessment process, and they wish to appeal the following procedure must be followed.

Step 1 – The Assessor

If the trainee does not agree with the assessment decision, an appeal can be made through the assessor immediately after the assessment. All reasonable steps should be taken to resolve the situation through discussion with the assessor who will answer any questions and give further guidance and advice on any additional evidence, which needs to be provided.

Step 2 – The Internal Verifier

If the trainee is still dissatisfied and it is not possible to resolve the situation through discussion, the appeal can be referred in writing to the Internal Verifier who will independently assess the decision through assessing the evidence in question against the performance criteria and range to which the assessment took place against, in line with organisational policy and awarding body guidelines. The Internal Verifier will discuss the trainee’s competence with both the trainee and assessor.
Step 3 – The Appeals Committee

If the trainee is still dissatisfied with the decision and the Internal Verifier is still unable to resolve the situation the appeal can be raised with an Appeals Committee.

· The centre’s appointed City & Guilds External Verifier

· The KGA Training Manager / Internal Verifier

· The Assessor

· One other qualified Assessor from the same vocational area

It may be appropriate for the trainee to attend the meeting of the Appeals Committee. The Committee’s decision should be made within 10 days of the appeal being raised.

Step 4 – The awarding body City & Guilds

The trainee has a final right of appeal with City & Guilds, and should do so in writing to the appropriate City & Guilds External Verifier. The KGA Head Office will provide the name and address.

To start the appeals process trainees should complete the TA1 Form and forward it to:

The Training Manager

The Keith Graham Academy

Unit 12 Heron Business Centre

Henwood Industrial Estate

Ashford

Kent
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