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Access to HE Appeals Policy 
and Process 

Who and what is this policy for:  

This policy is for Centres and learners who want to make an appeal to Open College Network West 
Midlands concerning Access to HE Diplomas  
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Version Control  
  
This document is subject to revision and maintained electronically. 
Electronic copies are version controlled. Printed copies are not subject to 
this control.  
  

Version 
Number  

Date  Summary of changes  Section  

1.0  May 21  N/A Original Document  N/A  
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1. Scope of Policy  
This policy is relevant to recognised Centres delivering Open College 
Network West Midlands Access to HE Diplomas and learners registered on 
that provision.   The document sets out the basis on which appeals can be 
made, the processes that Open College Network West Midlands staff will 
follow and the way in which Open College Network West Midlands will 
respond.  

Complaints from Centres and learners are addressed in Open College 
Network West Midlands Complaints Policy.  

Centres must have in place appropriate policies and processes which 
learners can easily access should they wish to appeal against an 
assessment decision made by the Centre.  The policies and processes 
should be clear and transparent and arrangements should be made to 
ensure that all Centre staff and learners are made aware of the contents 
and where they can be accessed.  Further information can be found in 
QAA’s Grading Scheme Handbook Section C: Using the Grade Descriptors 
in Assessment September 2020. 

2. The Appeals Process 
 

2.1 Appeals from Learners 
 

Appeals may be made in relation to assessment decisions, reasonable 
adjustments and extenuating circumstances, malpractice and 
maladministration.  Learners wishing to appeal decisions taken by the 
Centre must go through their Centre appeals process fully before the 
matter can be escalated through the Open College Network West Midlands 
appeals process.  Learner will have 20 working days from the date they 
were informed of the decision of the appeal process to make an appeal to 
Open College Network West Midlands.  

If the appeal is related to assessment decisions i.e. the award of credits 
or grades, the grounds for appeal on the Access to HE Diploma are 
restricted to:  

 evidence of administrative or procedural error  
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 extenuating circumstances that, for good reason, could not be 
notified prior to the awards board.  

 
Appeals against professional judgement of course tutors and or the 
efficacy of the evidence presented to support such professional 
judgements will not be accepted by Open College Network West Midlands.  
 
 

In normal situations the Centre will appeal on behalf of the learner. Only 
in exceptional circumstances will Open College Network West Midlands 
consider the learner appealing directly to the organisation. On receipt of 
communication from the Centre, Open College Network West Midlands will 
respond within two working days to ascertain with the Centre if the 
processes have been followed.  If this is the case, the Centre will be 
requested to submit the evidence of the outcome of the appeal to Open 
College Network West Midlands.  If the Centre processes have not been 
followed, the Centre will be directed to do so and to return to Open 
College Network West Midlands should the outcome not be satisfactory.   

The Centre will need to provide in writing or by email the following 
information: 

 Learner name and Open College Network West Midlands learner 
number 

 The Centre name and Diploma title 
 The code and title for each unit the appeal relates to 
 Evidence of outcome of the appeal processes carried out by the 

Centre relating to the appeal.  The evidence must identify the date 
the learner received notification of this outcome.  

 Evidence and confirmation that the learner has been notified of the 
appeal being submitted and understands that assessment outcomes 
may go down as well as up as a result of any investigation 
undertaken by Open College Network West Midlands. 
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2.2 Stage One – Review 
 

The receipt of the evidence submitted by the Centre will be acknowledged 
with 2 working days in which time a member of Open College Network 
West Midlands Access Team will review the evidence to determine if the 
application is complete and if it falls within scope of this policy.  Where 
evidence is missing or the appeal is not within scope, the Centre will be 
contacted in writing or by email to request missing evidence or to explain 
why the appeal cannot be acted upon.  

If the appeal can be acted upon, a review will be undertaken and the 
outcome reported to the learner within 10 working days.  The review may 
involve requesting relevant information and documentation to be shared 
by Centre.  Should the review take longer than 10 working days, the 
centre will be informed of the situation and provided with a revised 
timescale.   

The review will be carried out by a member of the Open College Network 
West Midlands Access Team who have no personal interest or prior 
involvement with the case.  The review will check that procedures have 
been applied fairly, appropriately and consistently in line with both Open 
College Network West Midlands and the Centres policies.  Where the 
appeal is related to an assessment decision, a subject expert from Open 
College Network West Midlands External Moderation Team will review the 
original decision. 

Following the review, the Centre will be advised of the outcome and an 
explanation in writing or by email.  It will be the Centre’s responsibility to 
communicate the outcome to the affected learner(s).  If the outcome of 
the review requires a change to the original assessment outcome, if this is 
already recorded on Open College Network West Midlands database, this 
will be amended, and the original certificate will need to be returned for a 
new certificate to be generated and issued.   If the outcome has not yet 
been submitted by the Centre to Open College Network West Midlands, 
the Centre will need to amend the result on their assessment tracker and 
ensure that the result is transferred to the RAC.  The appeal and outcome 
will be recorded against the Centre on Quartz.   



 

Page 7 of 13 
Owner: Director Of Access and Compliance 
Authorised by: Responsible Officer 
May 2021 Version 1.0  DCL:1 Public (unclassified) 
Ratified by: Access and Compliance Committee on 17th May 2021. 
Next review Date: 17th May 2023 

The outcome of the review may require an investigation of the other 
assessment decisions made by the Centre or the identification of actions 
for the Centre to address.  This will be identified when the outcome is 
reported to the Centre but will not be included in the communication to 
the learner.  In such situations Open College Network West Midlands will 
support and work with the Centre.  The Centre will be required to submit 
an action plan identifying how actions will be addressed.   

If the learner does not accept the decision, they will be advised that they 
may appeal further to Open College Network West Midlands within 10 
working days following receipt of the decision made at Stage One.  Any 
associated fee required to be paid by the learner will also be identified.  

 

2.3 Stage Two – Formal  
 

The learner will be required to appeal in writing or by email explaining 
their reasons and to pay the associated fee.  Following this Open College 
Network West Midlands will aim to complete the formal stage of the 
appeal process and advise of the outcome within 20 working days.  

An appeal panel will be constructed, and its members will be independent 
of Open College Network West Midlands i.e., not employees, assessors, 
moderators or otherwise connected to Open College Network West 
Midlands.  Members will have appropriate levels of competence and will 
have no interest in the decision being appealed.  

If the formal stage timescale is to take longer than 20 working days, all 
parties will be informed, and revised timescales provided.  Progress 
updates can also be provided.  

Following the conclusion of stage two, the outcome will be reported to the 
learner and Centre in writing or by email and will confirm either an 
amendment to the original decision or that the original decision stands.  A 
rationale will be provided.   

If the outcome of stage two identifies actions for the Centre to address, 
these will be communicated to the Centre and the relevant support and 
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guidance provided by Open College Network West Midlands.  The Centre 
will be required to submit an action plan identifying how actions will be 
addressed.   If actions are identified for Open College Network West 
Midlands to address, the Director of Access will meet with the Access 
team to review policies and processes and to develop an action plan to 
ensure that this does not happen again.  

If the Learner is still unhappy with the outcome, they are entitled to raise 
the matter with QAA and will be provided with the relevant contact details 
should they wish to pursue this.   On no account must Open College 
Network West Midlands continue to investigate or revisit the appeal if the 
learner makes such a request.  

The outcome of Stage 2 will be recorded against the Centre’s record on 
Quartz.  

 

2.4 Appeals from Centres 
 

Appeals may be made in relation to Curriculum Area Moderator or Centre 
Reviewer monitoring outcomes, the application to deliver additional 
Diplomas, award of credit(s) or qualifications, sanctions imposed as a 
result of compliance monitoring, maladministration or malpractice, , 
reasonable adjustments and extenuating circumstances, malpractice and 
maladministration and outcomes of reasonable adjustment or extenuating 
circumstances requests.  

Centres will have 20 working days from the date they were informed by 
Open College Network West Midlands of the outcome, decision or sanction 
they wish to appeal.    

The Centre will need to provide in writing or by email the following 
information: 

 Centre name and Open College Network West Midlands Centre 
Number 

 The qualification title the appeal relates to 
 Rationale for the appeal being submitted with supporting evidence.   
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 Confirmation that they understand that sanctions may be applied as 
a result of any investigation undertaken by Open College Network 
West Midlands. 

Upon receipt of the appeal application, the processes outlined above 
under Appeals from Learners will be followed.  

2.5  Appeals that can be taken to the Final Awards Board 
 

All Access to HE assessment outcomes will be verified and confirmed at a 
Final Awards Board (FAB).   
The awards board cannot receive new appeals about academic 
judgements.  It is expected that if a learner has concerns about 
assessment decisions relating to the achievement of credits or grades, 
they should discuss these with the relevant member of the course team 
when the assessed work is first returned to them. They may subsequently 
make an appeal through the formal procedure described in their Centre’s 
Policy.   A learner may, however, appeal the grading decision that results 
as a consequence of an appeal, but only on the grounds detailed above in 
Section 2.1. The awards board must receive a report on any cases where 
appeals have led to changes being made to grades.  
 
Where judgements made by the awards board lead to a learner being 
allowed further time for the submission of work, the final assessment 
decisions about that work and the resulting learner record  
must be signed off by someone from the AVA with appropriate authority, 
such as the Centre Reviewer or chair of the awards board.  
 

2.6  Appeals as a consequence of decisions made by 
Final Awards Boards 
 

The grounds for appeal for decisions made by Final Award Boards (FAB) 
are restricted to:  

 evidence of administrative or procedural error in the assessment 
process  

 extenuating circumstances that, for good reason, could not be 
notified prior to the awards board.  
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If a learner wishes to appeal a decision made by the Final Awards Board, 
they must first contact their Centre.  If a Centre supports the learner’s 
appeal, they must contact Open College Network West Midlands to advise 
of their rationale and to provide the following information in writing or by 
email: 
 

 Learner name and Open College Network West Midlands learner 
number 

 The Centre name and Diploma title 
 Date of the Final Award Board (FAB) 
 The code and title for each unit the appeal relates to 
 Supporting evidence 
 Authorisation from the learner for the Centre to submit the appeal 

and confirmation from the learner that they understand that 
assessment outcomes may go down as well as up as a result of any 
investigation undertaken by Open College Network West Midlands. 

If a Centre does not support the learner’s appeal request, the learner may 
still appeal directly to Open College Network West Midlands in writing or 
by email and provide the information: 
 

 Learner name and Open College Network West Midlands learner 
number 

 The Centre name and Diploma title 
 Date of the Final Award Board (FAB) 
 The code and title for each unit the appeal relates to 
 Supporting evidence  
 Evidence of contact being made with the Centre and the outcome if 

the learner is applying directly.  
 Confirmation that they understand that assessment outcomes may 

go down as well as up as a result of any investigation undertaken 
by Open College Network West Midlands. 

Appeals must be received by Open College Network West Midlands within 
ten working days of the FAB.  The receipt of the evidence submitted will 
be acknowledged with 2 working days in which time a member of Open 
College Network West Midlands Access Team will review the evidence to 
determine if the application is complete and if it falls within scope of this 
policy.  Where evidence is missing or the appeal is not within scope, the 
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Centre or learner will be contacted in writing or by email to request 
missing evidence or to explain why the appeal cannot be acted upon.  
 

If the appeal can be acted upon, a review will be undertaken and the 
outcome reported to the learner within 10 working days.  If the learner 
has applied directly the Centre will be contacted by Open College Network 
West Midlands as the review may involve requesting relevant information 
and documentation to be shared Centre.  Should the review take longer 
than 10 working days, the learner will be informed of the situation and 
provided with a revised timescale.   

Open College Network West Midlands will ensure that the review is carried 
out by an Investigating Officer that has the appropriate authority, and 
which has a different membership to the original awards board. The 
review will check that procedures have been applied fairly, appropriately 
and consistently in line with both Open College Network West Midlands 
and the Centres policies.  Where the appeal is related to an assessment 
decision, a subject expert from Open College Network West Midlands 
External Moderation Team will review the original decision. 

Following the review, the learner and the Centre will be advised of the 
outcome and an explanation in writing or by email.  If the outcome of the 
review requires a change to the original assessment outcome, if this is 
already recorded on Open College Network West Midlands database, this 
will be amended and the original certificate will need to be returned in 
order for a new certificate to be generated and issued.   The appeal and 
outcome will be recorded against the Centre on Quartz.   

Where judgements made by the body lead to a learner being allowed 
further time for the submission of work, the final assessment decisions 
about that work and the resulting learner record must be signed off by 
someone from the AVA with appropriate authority, such as the Centre 
Reviewer or chair of the awards board.  
 
If the Centre or Learner is still unhappy with the outcome, they are 
entitled to raise the matter with QAA and will be provided with the 
relevant contact details should they wish to pursue this.    
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3. Regulatory References 
 

QAA AVA Licensing Criteria – Criteria for the licensing of Access 
Validating Agencies 

Licensing 
Criteria 30 

It has documented and accessible procedures to 
enable complaints and appeals to be received, 
considered and resolved fairly. These procedures 
relate to: 
a appeals made by students  
b complaints made by students  
c appeals made by providers  
d complaints made by providers. 
 

Licensing 
Criteria 31 

Its procedures for complaints and appeals:  
a ensure that the individuals charged with deciding 
the outcome of the appeal or complaint have 
appropriate authority, were not involved in the 
incident that is the subject of the complaint or 
appeal, and have no vested interest in the outcome; 
b provide clear and accessible information about the 
procedure to be followed for potential appellants and 
complainants; 
c ensure the timely resolution of the appeal or 
complaint. 

Licensing 
Criteria 50n 

The AVA's procedure and criteria for provider 
approval ensure that a provider that is approved to 
deliver Access to HE Diplomas and courses has:  
quality assurance procedures relating to the delivery 
of provision, including transparent processes for 
handling appeals and complaints. 

 

4. Review date of policy 
 

This Policy is due for review May 2023 

 



 

Page 13 of 13 
Owner: Director Of Access and Compliance 
Authorised by: Responsible Officer 
May 2021 Version 1.0  DCL:1 Public (unclassified) 
Ratified by: Access and Compliance Committee on 17th May 2021. 
Next review Date: 17th May 2023 

5. Useful contacts 
 

If you wish to discuss the policy or have any questions please contact the 
Access Team by: 

Telephone:  01902 624230 

Email:        accesstohe@opencollnet.org.uk 

Post:  Open College Network West Midlands, Aldersley House, 
Overstrand, Pendeford Business Park, Wolverhampton, WV9 
5HA 

 

Our Qualifications Regulators’ Details 

The Quality Assurance Agency for Higher Education (QAA)  

Telephone: 01452 55 7000 

Email:       AHE@qaa.ac.uk  

Post:         QAA, Southgate House, Southgate Street, Gloucester GL1 1UB 


