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1. Policy statement 
MAP-IQ is committed to ensuring that the learner appeals process meets the 

requirements of the awarding organisation and fulfils national standards. MAP-IQ 

operates a fair and reliable assessment process. As part of this, the learner 

has a right to appeal against any assessment decision, written or practical, 

that the learner deems to be unfair. 

This MAP-IQ appeals policy sets out information required by learners for 

undertaking enquiries and/or appeals about assessment outcomes, decisions 

and gradings for both internal and external graded assessments throughout 

the qualification assessment process. Including decisions made relating to 

reasonable adjustments and special arrangements, the circumstances in 

which they may be made and the processes which must be followed.  

 

2. Purpose of Policy 
The purpose of this policy is to provide Learners with information and a 

transparent process to follow, should they wish to make an enquiry or a 

formal appeal against an assessment decision or outcome. This is typically 

undertaken in cases where results are not consistent with what was 

expected.  

 

3. Scope of the Policy and Grounds for Appeal  
The scope of this policy relates to learners who are registered with MAP-IQ to 

undertake internally and externally set academic or practice-based 

competency assessments towards a regulated qualification, and the MAP-IQ 

staff responsible for course delivery, assessment, internal verification. This 

policy contains flowcharts to support learners and staff through the process 

of assessment outcome enquiry and appeal in a timely manner.  

 

4. Regulatory Authorities  
This policy has been developed in accordance with policy and procedures  

of awarding organisations (VTCT) who in turn develop processes informed by 

the qualification regulator  (Ofqual). 

 

5. General Complaints  
MAP-IQ  has a separate complaints policy and process, which should be 

followed by learners who are dissatisfied with any other aspect of our services  

(other than the outcomes of any informative or summative assessment 

process). For further information please contact MAP-IQ. 
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6. Enquiry and Appeals Process  
In the first instance, learners should contact MAP-IQ to ensure there has been 

no clerical errors in the delivery of assessment outcomes, especially if the 

outcomes varied considerably from what was expected. If a clerical error is 

identified, the enquiry can be concluded. Where an investigation leads to the 

discovery of a failure in MAP-IQs assessment process, we take all reasonable 

steps to:  

• identify any other learner who has been affected by the failure  

• correct or, where it cannot be corrected, mitigate as far as possible 

the effect of the failure  

• ensure that the failure does not recur in the future.  

If there has been no clerical error and the outcome or initial feedback 

received from the assessor and internal verifier is not to the satisfaction of the 

learner, the learner should notify the MAP-IQ assessor of the dissatisfaction 

within 3 working days, stating the reasons for the disagreement with the 

assessment results. On receipt of the enquiry, the assessor will provide a 

written explanation and reason for the decision within 7 working days. If the 

learner remains dissatisfied, a formal appeals process should be 

commenced.  

 

The learner should complete an MAP-IQ appeals application form and return 

it to the centre lead within 10 days of receiving assessment results. The MAP-

IQ appeals application form (Appendix 1) can be requested from the centre 

lead or downloaded from the MAP-IQ learning platform.  

 

The centre lead will acknowledge receipt of the appeals application in 

writing within 2 working days. On receipt of the appeals application, the 

centre lead will forward appeals application to the Quality Manager for 

review. 

 

The Quality Director will instruct a second assessor to grade the assessment or 

review the assessment and outcome process themselves within 7 days. The 

Quality Director will establish the reasons for decisions made and ensure that 

the correct assessment criteria and guidelines set out by the awarding 

organisation have been adhered to. Where appropriate, further 

investigations may take place.  

 

The Quality Director will make a final decision on the assessment outcome 

and inform the learner of the decision within 7 working days.  

 

If the learner is still not satisfied with the assessment outcome, they may wish 

to lodge an appeal with the awarding body VTCT. VTCT has Appeal 

arrangements in place that provide easy access to learners who wish to 
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appeal against an assessment decision taken by the centre. VTCT can be 

contacted using the details below. 

 

Vocation Training Charitable Trust (VTCT) 

Aspire House. 

Annealing Close 

Eastleigh 

Hampshire 

SO50)PX 

Email: customersupport@vtct.org.uk 

Tel +44 (0) 2380 684500 

Web: https://www.vtct.org.uk 

 

If the appeal is concerning an assessment outcome that has been externally 

set and externally marked by the awarding body (VTCT), the learner should in 

the first instance contact MAP-IQ within 3 working days of receipt of 

assessment outcome. MAP-IQ will take up the appeals application on behalf 

of the learner with the awarding body. The appeals application must be 

accompanied by the written permission of the learners for the centre to 

make the request. For further information on the awarding body appeals 

process on results, please refer to VTCT’s Enquiries and Appeals Policy. A copy 

of the policy can be found on the VTCT website. 
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Flowchart- Appeals Process 
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7. Fees 
Fees should be paid prior to the Appeals process commencing. Learners will 

be contacted by the centre lead to take payment.  

 Informal Enquiry  Formal Appeals 
MAP-IQ Administration Charge  No charge 

 

£ 50.00 

VTCT Administrative Charge £12.50 

 

£ 150.00 

*All fees are refunded should the appeal be successful.  

 

8. Monitoring, Review and Audit Arrangements  
The Centre Lead and Quality Director will monitor and record all Appeals 

processes and outcomes. The data collected will be used quality assure the 

process and identify any areas for improvement or change. 

Recommendations for improvement or change will be actioned as part of 

MAP-IQ’s quality assurance policy. 

In accordance with Map-IQ’s quality assurance policy, MAP-IQ will identify 

the owner of the policy who will take the lead on the annual review process.  

The annual audit report will include: 

• the number learners that have appealed against assessment outcomes 

• the reasons for appeal 

• the outcomes of the appeal. 

MAP-IQ is committed to annual policy review or earlier in-light of new or 

changing legislation or in the event of discrepancies highlighted following an 

investigative process.  

For further information or guidance regarding the Enquiry and Appeals Policy 

contact MAP-IQ  learner support: 

Rooms 7&8, Connies House, 

Rhymney River Bridge Rd,  

Cardiff, CF23 7HN 

Email: hello@map-iq.org 
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Appendix 1 

*Please attach any supporting evidence. 

 

Appeal Application Form 
Learner Name  Qualification Title   

Learner No  Assessment Title  

Date of Appeal  Date of Assessment  

Contact Number  Learner Signature  

Contact email  Date Signed   

Please provide the following information 

Nature of the 

Appeal  
 

 

 

 

Supporting 

Evidence (Upload 

evidence) 

 

 

 

Office Use Only  

Outcome of 

Appeal-(2nd 

Assessor) 

 

 

 

Appeal Officer 

Name 

 Position   

Contact Number  Signed   

Contact email  Date  

Office Use Only 

Outcome of 

Appeal (Final) 

 

 

 

 

 

Quality Director 

Name 

 Position  

Contact Name  Signed   

Contact Email  Date  
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Appendix 2 

 

 

External Appeal Consent Form 

This consent form must be completed by all learners as confirmation of 

permission for MAP-IQ to act on their behalf for an external appeal against 

examination outcomes. 

VTCT charges a fee of £12.50 per learner per unit for an enquiry about result. 

The fee will be refunded if the appeal is successful in changing the learner’s 

grade. External appeals against final examinations are only accepted if 

learners results are within 2 marks of a pass grade cut-off score.  

Details of enquiry  

Please state the reason for your enquiry e.g. for assignments, specify which 

learning outcome(s) you believe have been achieved and indicate where the 

evidence for these can be found within the assignment evidence:  

 

Centre Number:  

 

Centre Name: 

 

Reasons for enquiry:  

 

 

 

 
 

Signature on behalf of centre:.............................................................. Date:.......................... 

This form should be retained on the centre’s files for at least 6 months following the 

outcome of the Enquiry About Results. Once completed, please email this form to 

exams@vtct.org.uk. 

Centre Contact Information 

 

Email address:............................................... 

Phone number:........................................................................................................  

 


