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Appeals Policy 
 
Introduction 
The following sets out the appeals procedure for Risk Support Services Ltd.   
 
This procedure covers the process for raising appeals against an academic decision that has been made.  
Appeals can be made by Learners, Trainers and Centre Staff. 
 
Should you feel that proper process has not been followed or that the academic decision was not made in 
accordance with the regulations of the programme of learning then you may appeal to the Centre Training 
Director via one of the following methods: 
 
Call:  Mr Stuart Johnston – Tel. 0151 494 4421 or Mob. 07794 140 955 
 
E-mail:  sjohnston@risksupportservices.co.uk  
 
Write to: Mr Stuart Johnston 
  Centre Training Director 
  Risk Support Services Ltd 
  20-24 Faraday Road 
  Wavertree Technology Park 
  Wavertree 
  Liverpool 
  L13 1EH 
 

Grounds for an appeal 
Appeals can be made about an assessment or any other decision made by a Trainer or the Centre. 
 
You have the right to appeal against assessment decisions: 

• If you believe that Risk Support Services Ltd has not applied their procedures consistently or that 
procedures were not followed properly, consistently and fairly. 

• If you are not satisfied with the conduct of the assessment and believed it disadvantaged you. 

• If you feel the premises/environment for assessment has disadvantaged you.  
 
Only people who have appropriate competence and no personal interest in the decision being appealed 
will make appeal decisions. 
 

Raising an appeal 
When you contact us, please give us your full name, contact details, and include a daytime telephone that 
you can be contacted on along with: 

• A full description of your appeal (including the subject matter and dates and times if known). 

• Any names of the people you have dealt with so far. 

• Copies of any papers or letters to do with the appeal. 

• Any other factors for consideration such as any extenuating circumstances that you did not address 
at the time or believe were raised but were not taken into consideration when the decision was made.  

 
If an appeal outcome throws doubt on other results, Risk Support Services Ltd will also investigate these 
results. We will do everything we can to protect the interests of all Learners and the integrity of the units 
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and/or regulated qualifications. We will cooperate fully with the Qualification Regulators in any follow-up 
investigations and agreed remedial action, including: 

• Identifying any other Learners affected. 

• Arranging for all affected Learners’ evidence to be reassessed by another Assessor. 

• Arranging for a cross section of Learners’ evidence, across Assessors, time, units and awards to be 
rechecked by another Assessor to make sure the failure in the assessment process does not recur. 

• Arranging an external quality assurance visit by the awarding body to draw up an action plan. 
 

Timescale for appeals 
Appeals must be made within 20 working days of the original decision or incident. 
 
We will acknowledge appeals within five working days of receipt. 
 
We will investigate and notify our decision within 20 working days (if appropriate*). 
 
Our awarding body will hold appeal reviews and notify their decision within 15 working days (if 
appropriate*). 
 
*If the investigation will take longer than the targeted number of working days for the decision, we will 
inform the appellant. 
 
This will be the final route of escalation within our company.  Therefore, if you remain unhappy after 
following our own internal appeals procedure then please contact the awarding organisation directly.  
 

• Highfield Qualifications: 0845 226 0350 

• Institution of Occupational Safety and Health (IOSH): 0116 257 3100 
 
If you have any queries about the contents of this policy, please contact the Centre Training Director. 
 

Policy review arrangements 
Risk Support Services Ltd will review this policy annually as part of our annual self-evaluation 
arrangements and revise it as and when necessary in response to customer and Learner feedback, 
changes in our practices or the outcome of investigations. 
 
In addition, we may update this policy in light of operational feedback to make sure our arrangements for 
dealing with appeals remain effective and fit for purpose. 


