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Introduction 
 
The Appeals Policy and Procedure allows any learner registered with us to challenge the 
outcomes of any decision we have made if it is believed that our decision process has not 
been carried out properly or fairly.  
 
The policy is designed to protect apprentices who are registering with us, minimise the 
effect of an adverse event and ensure that we comply with all relevant legislation, guidance 
and standards.  
 
A copy of this Appeals Procedure is provided to all Training Providers for whom Advanced 
Analytics Solutions provides End Point Assessment services. It is the responsibility of the 
provider/employer to ensure that the apprentice is aware that there is an Appeals Policy/ 
Procedure available. 
 
Areas covered by this Policy and Procedure include: 

• Decisions on Reasonable Adjustments 

• Decisions on Special Considerations 

• Decisions on End Point Assessments 

• Decision relating to an investigation of suspected malpractice or maladministration on the 

part of a learner or Training Provider  

Advanced Analytics Solutions reserves the right to levy a charge of £200 for an appeal. Upon 

receipt of a request to invoke the appeal process AAS will invoice the appellant or their 

employer or other representative and the appeal fee needs to be paid within 7 working 

days. The appeal fee will be refunded in full if the appeal is successful. 

Advanced Analytics Solutions will attempt to find a solution that is acceptable to all parties, 

or if this fails, ensure that the appeals process is concluded in a timely fashion. 
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Operation of the Appeals Process 
The appeals process works in three stages, as follows: 

Stage 1 

The Apprentice, their employer or training provider makes the initial appeal to Advanced 

Analytics Solutions. This must be done within 20 working days of the assessment result (or 

decision being appealed) being known to the learner. AAS will acknowledge receipt of the 

appeal within two working days of this being submitted. 

The apprentice or their representative provides a statement regarding the grounds on which 

the appeal is based, clearly identifying the decision (which may be a Reasonable 

Adjustment, Special Consideration, Malpractice/Maladministration decision or a component 

of the End-Point Assessment) for which they are making the appeal.  Our Appeals Form (see 

last page) should be used for this purpose. The person responsible for the original decision 

will review the original evidence and, referring to the relevant quality assurance and 

assessment information within the assessment plan, re-consider the assessment decision. 

We will communicate the result to the apprentice within two weeks of the appeal.  In the 

case of an End Point Assessment, this will normally be that the appeal has been upheld or 

rejected; in a small minority of cases it may involve the relevant component of the EPA 

being re-sat. 

If the apprentice remains dissatisfied with the assessment decision they may, within two 

weeks, go to stage 2 of the appeal process. 

Stage 2  

If the appeal continues beyond Stage 1, the apprentice and the person who made the 

original decision will both provide a statement setting out their point of view. 

The appeal will then be reviewed by a sector expert, not involved in the original assessment. 

This will either be a Partner of the business who was not involved in the original decision or 

an external expert with the appropriate knowledge and experience in all the procedures and 

policies.  

If the customer remains dissatisfied with the decision, they may submit a stage 3 appeal. 

This can only be done when stage 2 has been completed. 

Stage 3 

Stage 3 involves convening an Appeals Panel.  This must meet within 20 days of the request 

to proceed to Stage 3. 

• The appeals panel should be small and constituted so as to be objective and 

independent.  
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• The panel will include a Partner or Independent Consultant (contracted to AAS) 

who did not take the decision being appealed against, and has the technical 

competence to be able to make an informed assessment of what the correct 

decision should be. 

• The Appeals Panel will also include an appropriately qualified expert in Business 

Improvement who does not have any business connection with Advanced 

Analytics Solutions (not a Partner and not an existing Independent Contractor) 

• Where additional expertise is needed, for example in determining what 

constitutes a Reasonable Adjustment, the Manager will arrange to bring a person 

with appropriate expertise into the Appeals Panel. 

• The panel should ensure that it has received a full account from all parties 

concerned in order that it can reach an informed decision. 

• To ensure complete independence, there should be no member of the panel that 

has any involvement with the assessment appealed against.  

• The decision of the appeals panel will be final. If the appellant is still unhappy 

with the decision after all the above steps have been concluded, he/she will have 

the right to contact the regulators of the Standard. 

 

Wider Review 

If an appeal leads the Appeals Panel to discover a systematic failure in the assessment 

process of Advanced Analytics Solutions, it will take all reasonable steps (involving the 

Partners as required) to: 

•  identify other learners who have been affected by this failure 

• correct any past unfair decisions that affected them 

• prevent a similar failure from happening in the future 

 

Reviewing the policy 

We will review the policy annually as a minimum and, if necessary, may revise it in a 

response to a review.   



 

   

 
8/6/2021 

Appeals Form 
 
To be completed by the Learner or training Provider 
 
Apprentice Name:          ________________________________________________ 
Employer/Provider:     ________________________________________________ 
Contact Details         ________________________________________________ 
 
Apprentice Standard:     ____________________________________________ 
 
Assessor Name:     ____________________________________________ 
 
IQA Name:      ____________________________________________ 
 
Date of Assessment:      ________________________________________________ 
 
Outcomes the dispute relates to:  ___________________________________ 
(can include decisions on Reasonable Adjustments, Special Considerations, End Point 
Assessments, Malpractice (including plagiarism) and Maladministration 
 
Please state your reasons for disputing the assessment: 
___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________ 
 
 


