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Appeals Policy   
 

PURPOSE 

The purpose of this Appeals Policy is to ensure that all learners at Enterkey Training 
have the right to request a fair review of decisions affecting their academic 
progress, assessments, or conduct. This policy aims to provide a transparent and 
structured process through which learners can appeal decisions they believe to be 
incorrect or unjust. 

SCOPE 

This policy applies to all learners enrolled in any programme or course provided by 
Enterkey Training It covers appeals related to: 

• Assessment outcomes (e.g., exam results, coursework grades) 
• Disciplinary decisions 
• Any other formal decisions affecting a learner’s progress, certification, or 

participation in the program 

This policy does not apply to complaints regarding teaching quality or staff 
behaviour, which are covered under the Complaints Policy. 

GROUNDS FOR APPEAL 

Learners may appeal decisions on the following grounds: 

• Procedural Error: Where a learner believes that the decision was based on 
incorrect or inconsistent application of policies or procedures. 

• Bias or Unfair Treatment: Where a learner believes they were treated 
unfairly, discriminated against, or that there was bias in the decision-making 
process. 

• New Evidence: Where new evidence is available that was not considered 
during the original decision-making process and may have affected the 
outcome. 

• Disproportionate Outcome: Where a learner believes that the decision or 
sanction imposed is disproportionate to the circumstances or the alleged 
conduct. 
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APPEALS PROCESS 

Step 1: Informal Resolution 

Learners are encouraged to discuss the matter informally with the relevant tutor, 
assessor, or staff member within 5 working days of receiving the decision. In many 
cases, issues can be resolved quickly through informal dialogue. 

If the issue remains unresolved, or the learner is dissatisfied with the outcome of 
the informal resolution, they can proceed with a formal appeal. 

Step 2: Submitting a Formal Appeal 

To initiate a formal appeal, the learner must submit a written appeal within 10 
working days of receiving the decision or the outcome of the informal resolution. 
The written appeal should be sent to the Appeals Officer and must include: 

• A detailed explanation of the grounds for the appeal (as outlined in section 
3) 

• Any supporting evidence or documentation 
• The desired outcome or resolution sought by the learner 

The Appeals Officer will acknowledge receipt of the appeal within 5 working days. 

Step 3: Investigation and Review 

The Appeals Officer, or an appointed independent reviewer, will conduct a thorough 
investigation of the appeal. This may involve: 

• Reviewing the learner's original assessments, records, or disciplinary 
documents 

• Speaking with relevant staff members or assessors involved in the original 
decision 

• Considering any new evidence submitted by the learner 

The investigation will aim to be completed within 15 working days of the appeal 
being lodged. If the investigation requires more time, the learner will be notified of 
the delay and the revised timeline. 

Step 4: Outcome 

Upon completion of the investigation, the Appeals Officer will provide the learner 
with a written outcome. The outcome may be one of the following:  
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• Appeal Upheld: If the appeal is upheld, the original decision may be 
overturned or modified (e.g., reassessment, reconsideration of disciplinary 
action, or amended grades). 

• Appeal Denied: If the appeal is denied, the original decision will stand, and 
the rationale for the decision will be clearly explained to the learner. 

The learner will receive the outcome of their appeal within 5 working days of the 
conclusion of the investigation. 

5. Escalation of Appeals 

If the learner is not satisfied with the outcome of the formal appeal, they have the 
right to escalate the matter. The learner may: 

• Request a review of the appeal decision by the Senior Leadership Team  
within 10 working days of receiving the outcome. 

• If the issue involves a regulated qualification, the learner can escalate the 
appeal to the relevant awarding body following the internal appeals 
process. Details for external appeals will be provided to the learner if 
applicable. 

CONFIDENTIALITY 

All appeals will be handled with the highest level of confidentiality. Information 
related to an appeal will only be shared with those directly involved in the decision-
making and investigation process. 

RECORDS AND MONITORING 

All formal appeals and outcomes will be recorded and retained by the training 
provider for monitoring purposes. This information will be used to review and 
improve the fairness and effectiveness of assessment processes and other 
decision-making practices. 

POLICY REVIEW 

This Appeals Policy will be reviewed annually or in response to changes in relevant 
regulations, awarding body requirements, or feedback from learners and staff. 
 

Enterkey Training is committed to providing a fair, transparent, and equitable 
process for learners to challenge decisions and resolve disputes in a constructive 
and respectful manner. This policy ensures that learners have a voice and that their 
concerns are taken seriously throughout the appeals process. 


