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[bookmark: _Toc534474177]Purpose of the policy
West Hatch High School is committed to ensuring that BTEC assessment is run as effectively and efficiently as possible and gives all learners the ability to reach their potential. 

This policy is reviewed annually to ensure ways of working in the centre are accurately reflected and that appeals can be avoided in the first place with well trained staff delivering and assessing accurately. 
This policy will be communicated to all relevant centre staff and to learners through the Learner/Staff handbook.
The aim of the appeals policy is: -
1. To enable the learner to enquire, question or appeal against an assessment decision 
2. To attempt to reach agreement between the learner and the Assessor at the earliest opportunity 
3. To standardise and record any appeal to ensure openness and fairness 
4. To facilitate a learner’s ultimate right of appeal to the Awarding Body (BTEC Level 1-Level 3), where appropriate 
5. To protect the interests of all learners and the integrity of the qualification. 
In order to do this, West Hatch High School will: -
· [bookmark: _GoBack]Inform the learner during their induction lesson, of the Appeals Policy and procedure 
· Record, track and validate any appeal 
· Forward the appeal to the Awarding Body when a learner considers that a decision continues to disadvantage her/him after the internal appeals process has been exhausted 
· Keep appeals records for inspection by the Awarding Body for a minimum of 18 months 
· Have a staged appeals procedure 
· Will take appropriate action to protect the interests of other learners and the integrity of the qualification, when the outcome of an appeal questions the validity of other results 
· Monitor appeals to inform quality improvement. 








[bookmark: _Toc534474178]Learner induction, informing them about the appeals procedure
[bookmark: _Toc534474179]At the start of all BTEC courses, individual teachers deliver introductory lessons to the BTEC subjects under the guidance of the SPL and Lead IVs. This involves a breakdown of the course including examined units and internally assessed units.
[bookmark: _Toc534474180]The teachers introduce the learners to the West Hatch High School BTEC Learners Handbook. Learners also have access to a copy that can be found in student share which is accessible by all West Hatch High School students.
[bookmark: _Toc534474181]The handbook includes: -
· [bookmark: _Toc534474182]Assessment and grading
· [bookmark: _Toc534474183]Malpractice policy
· [bookmark: _Toc534474184]Appeals procedure
· [bookmark: _Toc534474185]Access, recruitment and equal opportunities
· [bookmark: _Toc534474186]Homework
· [bookmark: _Toc534474187]Dates for submission of work (these are usually set by the Lead IV through the assessment plan)
· [bookmark: _Toc534474188]External assessment















[bookmark: _Toc534474190]Stages of learner appeals procedure
[bookmark: _Toc534474191]This policy is to be used in conjunction with the West Hatch High School malpractice policy in terms of the appeals procedure. West Hatch High School always encourages open dialogue between members of staff and learners to minimise the use of the appeals procedure. If a resolution cannot be reached, then the procedures outlined below are followed. The Quality Nominee may be engaged in the early stages if the assessor is the IV or lead IV. 
	[bookmark: _Toc534474192]Stage 1
	[bookmark: _Toc534474193]Appeal made to the assessor
· [bookmark: _Toc534474194]An appeal made in writing within 3 working days of the assignment being returned.
· [bookmark: _Toc534474195]On receipt, the appeal will be logged using the WHHS Internal Appeal Record Form and investigated.
· [bookmark: _Toc534474196]Learner notified of the outcome, in writing, within 3 working days


	[bookmark: _Toc534474197]Stage 2
	[bookmark: _Toc534474198]Appeal to be made to the internal verifier (or lead IV if the IV is the assessor)
· [bookmark: _Toc534474199]This must be made in writing within 3 working days of the stage 1 outcome being received.
· [bookmark: _Toc534474200]On receipt, the appeal will be logged using the WHHS Internal Appeal Record Form and investigated.
· [bookmark: _Toc534474201]Learner notified of the outcome, in writing, within 3 working days
[bookmark: _Toc534474202]

	[bookmark: _Toc534474203]Stage 3
	[bookmark: _Toc534474204]Appeal made to the Lead Internal Verifier 
· [bookmark: _Toc534474205]This must be made in writing within 3 working days of the Stage 2 outcome being received
· [bookmark: _Toc534474206]On receipt, the appeal will be logged using the WHHS Internal Appeal Record Form and investigated.
· [bookmark: _Toc534474207]Learner notified of the outcome, in writing, within 3 working days
[bookmark: _Toc534474208]

	[bookmark: _Toc534474209]Stage 4
	[bookmark: _Toc534474210]Appeal made to the SLT Subject Line Manager
· [bookmark: _Toc534474211]This must be made in writing within 3 working days of the Stage 3 outcome being received
· [bookmark: _Toc534474212]On receipt, the appeal will be logged using the WHHS Internal Appeal Record Form and investigated.
· [bookmark: _Toc534474213]Learner notified of outcome, in writing, within 3 working days
[bookmark: _Toc534474214]

	[bookmark: _Toc534474215]Stage 5
	[bookmark: _Toc534474216]Appeal made to the Headteacher
· [bookmark: _Toc534474217]This must be made in writing within 3 working days of the Stage 4 outcome being received
· [bookmark: _Toc534474218]On receipt, the appeal will be logged WHHS Internal Appeal Record Form and investigated.
· [bookmark: _Toc534474219]Student notified of outcome, in writing, within 3 working days.
· [bookmark: _Toc534474220]This decision will be final.




[bookmark: _Toc534474221]If the appeal is regarding an externally assessed unit, the learner may request this or the assessor / Lead IV. The lead IV will contact the exams Officer who will follow the procedures to request an appeal or remark. 
Recording each stage of the appeals procedure
Should an appeals procedure be initiated, the assessor must use the West Hatch High School Internal Appeals Form to record the appeal. All stages are included on the same form and this will be forwarded accordingly depending on the stage. A copy of this form is available in BTEC area of the school gateway under the documents section. 

Once a final decision has been reached (whichever stage it has reached), the Quality Nominee, Lead IV and Exams Officer will keep a copy for 18 months. 

[bookmark: _Toc534474222]Monitoring appeals
At West Hatch High School we aim to minimise the need for appeals through robust training and monitoring of staff that we ensure that: 
· Internal assessments are conducted by members of the teaching staff who have appropriate knowledge, understanding and skills in this area. 
· Assessment evidence provided by candidates is produced and authenticated according to the requirements of the Awarding Body for the subject concerned.
· The consistency of internal assessment will be maintained by internal verification and standardisation. 
· All student work being assessed by teaching staff for external qualifications is carried out fairly, consistently and in accordance with the rules and regulations of the specification relating to the qualification. 
Throughout an appeals procedure, the Quality Nominee should be informed of all appeals irrespective of the stage reached. This information can then be used to discuss best practice and be used for further training of lead IVs and assessors. 

[bookmark: _Toc534474223]Useful links
Copies of all documents can be found in the BTEC staff handbook and on the staff gateway under BTEC > Documents. 
The following links may also be useful.
Enquiries and appeals about Pearson vocational qualifications and End Point Assessment Policy
This template is provided for members of The Exams Office only and must not be shared beyond use in your centre
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