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TRAINING/ASSESSMENTS APPEALS
PROCEDURE . Verson 1

A. PURPOSE

Describes the actions and responsibilities required to deal with all training/assessment appeals in a
uniform and fair manner in line with related policies.

B. SCOPE

Applies to all in-house assessments and internal and external training courses (both accredited and in-
house) carried out by approved persons within Flannery.

C. PROCEDURE

1.

The Training/Assessment Appeals Procedure will be issued to all candidates on booking/delivery.
Where assessing/training is in line with an accredited organisation (e.g. CPCS, LANTRA, NPORS
JAUTP), the relevant appeals procedure will be referenced.

Appeal Stage One

2.

Upon receipt of a Candidate challenge to an assessment/course outcome decision; decision
regarding reasonable adjustment and other special considerations*; or a decision taken as a result
of a malpractice or maladministration, the assessor/training shall confirm with the candidate that
he/she wishes to appeal and record on the Appeal Form.

The assessor/trainer shall consider the reason(s) for the challenge and look again at the evidence
presented, giving an immediate written response using the appeal form, including a clear
explanation of the decision and either the new decision or confirmation of the original decision

If the Candidate is not satisfied, the assessor/trainer shall record on appeal form and ensure that
the appeal moves onto stage two.

Appeal Stage Two

5.

Within 2 working days of the appeal reaching stage two, the assessor/trainer shall pass the
appeals form and evidence (assessment record, the Candidate’s evidence, the appeal, written
complaints from other learners) with the written explanation and conformation of the decision
information to the Head of Training

The Head of Training shall reconsider the assessment decision, taking into account the
Candidate’s reason for appeal, evidence and associated records and the assessor/trainer reason
for the decision, including the opinion of a second assessor/trainer from the centre.
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7. The Head of Training shall then give the Candidate the reconsidered decision, in writing, within five
working days of receiving the appeal.

8. If the Candidate confirms that they are still not satisfied after stage 2, the Head of Training shall
ensure that the appeal moves onto stage three.

Appeal Stage Three

9. The Head of Training who acted at stage two, shall direct the candidate to the relevant accredited
body appeals procedure (e.g. NPORS, LANTRA, NPORS, JAUTP) and will be reminded of the
process explained during induction regarding the appeals procedure and address to write to.

Following an appeal decision that is upheld due to a failure in Flannery’s training/assessment process,
or notification of failure in the training/assessment processes of other awarding organisations, policies
and procedures shall be reviewed to ensure that the failure does not reoccur which may impact other
learners. This policy and its procedures will be reviewed annually as part of our quality assurance
requirements to ensure it is fit for purpose, reflects the type of appeals that we may receive and
ensure the process is managed in accordance with regulatory requirements.

The Head of Training is responsible for tracking all appeals to ensure a resolution is reached within the
agreed timeframes as dictated in this procedure and within the relevant accredited bodies appeals
procedure.

The Head of Training is also responsible to ensure that appeals are monitored over time and any trends
recognised and acted upon accordingly. Appeals shall be a permanent agenda item on quarterly
meetings.

Where a referral is made to the regulators, we will take appropriate, preventative and/or corrective
action to prevent re-occurrence as appropriate, such as:

* Identifying any other learners who have been affected to correct and mitigate, as far as possible, the
effect of the failure (e.g. and amend the results for the learner(s) affected following an appropriate
investigation)

* Reviewing our associated processes and policies to ensure that the ‘failure’ does not occur again or
mitigate the situation as far as possible if the failure that occurred cannot be corrected

» Cooperating with any follow-up investigations required by the regulators and, if appropriate, agree any
remedial action with them.

Where the appeal relates to the outcome of assessment, we will ensure independent review any
assessment evidence concerned.

Where an appeal against assessment brings the outcome of other results into serious question this
would be considered a potential ‘adverse effect’ as other learners may be affected.

In such cases, we will ensure that:

* Any other learner who has been affected is identified

» Effects are corrected or mitigated as far as possible. This may involve adjusting the outcome of
assessments (pass/fail) and re-issuing results, or revoking certificates

*» Appropriate action is taken to avoid a re-occurrence. This may involve for example taking action
against sub contactors, assessors, instructors or internal quality assurers, external quality assurers.

Flannery Plant ensures that any actions are monitored through its internal reporting process. Trends are
identified and action put in place to negate reoccurrence.
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*Reasonable Adjustment or Special Considerations

We recognise that reasonable adjustments or special considerations may be required at the time of
training/assessment where the following applies:

e Learners have a permanent disability or specific learning needs
e Learners have a temporary disability, learning needs or medical condition
e Learners are not available at the time of assessment

Reasonable adjustments and special consideration arrangements are available to ensure all learners
receive recognition of their achievement providing there is evidence that the equity, validity and
reliability of the assessments can be assured. These arrangements should not be used to make
assessments easier for learners or give learners a head start and should not disadvantage other
learners.

The Head of Training shall review all requests for reasonable adjustments and special considerations on
an individual basis and all the information received will be considered.

Implementation and Review

This procedure is effective from the 15t June 2022 and will be reviewed annually. Overall
implementation of this procedure lies with the Patrick Flannery (Managing Director) and Aaron Davies
(Head of Training). Any queries relating to this policy should be directed to Aaron Davies in the first
instance.

Patrick Flannery
Managing Director

15t June 2022

This is a controlled document. Whilst this document may be printed, the electronic version is the
controlled copy. Any printed or saved copies of the document are not controlled.
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