WAMITAB

Appeals Procedure

Any candidate involved in the assessment process has the right to appeal against a judgement made upon them or their performance. Candidates and learners must ensure that they exhaust the Centre’s Appeals Procedures before instigating an appeal with WAMITAB.
Appellants may, if they so wish nominate a friend or colleague to support and assist as necessary throughout the appeals process. WAMITAB will treat every appeal very seriously and in the strictest of confidence.
In order to achieve an outcome that is fair and based only on fact every appeal will be overseen by a member of the WAMITAB staff who is not directly involved in the situation. In addition, an Independent Person will be appointed and involved with the decision making process regarding the appeal. 
Note: WAMITAB has agreed reciprocal arrangements with other awarding organisations to provide the services of an Independent Person, or Persons for involvement with the appeals process or processes to consider unresolved appeals. 
Procedure for handling appeals:

1. At the initial stages of the appeal process, WAMITAB will appoint an 'Independent Person' to be involved on the appeals panel. The ‘Independent Person’ will be selected such that they are not currently and have not previously been a member of the awarding organisation’s committees for a period not less than the past 7 years. Furthermore, the Independent Person will be selected on the grounds that they are not an employee or examiner at WAMITAB.  

2. The Independent person’s role in the appeal is to provide an impartial view on the appeal process and decision reached.
3. WAMITAB will record receipt of the appeal in the appeals log

4. WAMITAB will acknowledge an appeal within 2 working days of receipt at their offices.

5. The Qualifications Manager will be asked to investigate the appeal.

6. The Qualifications Manager will check the appeal documents and make a judgement on the methods to be used to investigate the appeal and the length of time for the appeal to be completed

7. A letter will be sent at this stage to the person making the appeal to inform them of the action being taken and the estimated completion date.  Care must be taken to ensure confidentiality of all persons that are, or may be involved, in the appeal investigation.

8. The Qualifications Manager will then carry out whatever research is necessary to gather the facts about the appeal case and collate this information.

9. Once all the facts have been gathered and collated the Qualifications Manager will make a judgement and record this in an appeal investigation report. At this time the Independent Person will confirm that the process followed has been in accordance with WAMITAB appeals procedure.
10. A full report on the appeal case will be submitted to the Director General of WAMITAB as soon as possible after receipt of the original appeal.

11. The Director General will then decide the course of action necessary and consult with the Independent Person as necessary to resolve the appeal and write to the person making the appeal informing them of the outcome.

12. In the event of an unresolved appeal this will be put to an independent review. The Independent Person for this review will be different to that for the original appeal.

Instances to provide independent review of Unresolved Appeals

13. Following the above process where the appeal remains unresolved the unresolved appeal will be put to independent review. This will be done immediately. The independent review will be overseen by an independent awarding organization that WAMITAB has agreed reciprocal arrangements for these instances. Every assistance given to whomsoever is appointed to conduct the investigation.  In this case the person making the appeal will be informed in writing of the decision to refer the appeal for further independent review. 
14. Where change in WAMITAB procedure is necessary as the result of an appeal this will be implemented immediately and reviewed after 6 months to ensure full implementation.

15. When the investigation is complete the entry in the appeals log is to be closed.

16. Records of an appeal will be retained for a period of 3 years.

Note:

Following an appeals investigation of this nature which brings into question the accuracy of other results, WAMITAB  will review all results affected and take appropriate measures to safeguard the consistency and integrity of the awards and National Qualifications Framework. 
Strictly private and confidential when completed

Appeals Procedure Form

Personal Details

Name:
……………………………………………….….….

Address: 
……………………………………………….….….


……………………………………………….……..


……………………………………………….…..…

Town: 
…………………………………………………...…

Post Code: 
………………………………………….…………..

Phone:
………………………………………………………

Date:
………………………………………………………

Appeal Details

Person whom appeal is against:

Name:
…………………………………………………………………………...............…

Company: 
…...…..…………………………………………………………………..................

Position:
……………………………………………………………………………………….

Role being performed: ………………………………………………………………………….

Address:
……………………………………………………………………………………….


……………………………………………………………………………………….


……………………………………………………………………………………….


……………………………………………………………………………………….

Please continue overleaf


When Complete send, in confidence, to:

Director General

WAMITAB

Peterbridge House

3 The Lakes

Northampton NN4 7HE

Details of Appeal:


Please give as much information as possible.
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