	Appeals / Grievance Procedure



	Appeal you can raise an Appeal if you wish to challenge an Assessment decision. 

(e.g. Your Assessor feels you have not demonstrated competence but you believe you have.) 

Grievance you can raise a Grievance if you feel the SVQ process as set out in the Statement of Standards Systems and Procedures document (SSSP) has not been followed.(1)
(e.g. You have not been selected as an SVQ Candidate or your Assessor is not visiting as agreed).



	

	1
	You are dissatisfied with assessment decision or process.
	

	
	

	2
	You telephone or write to the Central Contact specifying the grounds for your Appeal or Grievance. Appeals and Grievances will proceed down the following route EXCEPT if you are raising a grievance that involves your Assessor. (In this case, go to step 5)
	 
	Within 4 weeks of problem arising

	
	

	3
	Central Contact refers the case to the appointed Assessor and monitors Candidate's progress through the Appeals / Grievance procedure.
	
	Within 7 days

	
	
	
	Following discussion the assessment decision or process is accepted by you.

= end of appeal / grievance 
	
	

	                         Proceed to next step
	
	Or
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	

	4
	Following discussion the assessment decision or process is still not accepted by you.
	

	
	

	5
	You complete the Appeal / Grievance Form (2) and return it to the Central Contact
	
	Within 4 weeks of discussion.

	
	

	6
	Central Contact refers the case to the appointed Internal Verifier (I.V.). (The Central Contact may in some instances refer to an IV or Director who has not previously been directly involved with your assessments)
	
	Within 7 days

	
	 
	
	Following discussion the assessment decision or process is accepted by you. 

= end of appeal. / grievance 
	
	

	                        Proceed to next step
	
	Or
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	

	7
	Following discussion the assessment decision or process is still not accepted by you.
	

	
	

	8
	Central Contact arranges a meeting of the Appeals Body(3)  that meets to consider the evidence and make a decision.
	
	Within 4 weeks of Central

Contact receiving Appeal Form

	
	

	9
	Central Contact sends final written report to the Candidate.
	
	Within 1 week of Appeals Body meeting.

	
	
	
	Following discussion the assessment decision or process is accepted by you. 

= end of appeal. / grievance
	
	

	Proceed to next step
	
	Or
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	

	10
	Candidates who remain unsatisfied with the outcome of the Centre’s Appeals / Grievance process may in the final instance contact the Scottish Qualifications Authority who may decide to investigate based on the details you give.
	
	This is for the Candidate to decide, but it would be reasonable to assume this should be done within a few weeks of the Centre concluding their Appeal / Grievance process.

	 (1) Statement of Standards Systems and Procedures document (SSSP)

	
The SSSP document sets out the Centre’s framework for delivering SQA Awards. Candidates should have a copy in their portfolio, but

       copies can be obtained by contacting the Centre



	(2) The Appeals / Grievance Form

	
Copies of the Appeals / Grievance Form can be obtained by contacting the SVQ Centre. Candidates should have a copy in their 

       portfolio.



	(3) The Appeals Body

	
Is made up of 1 Independent Internal Verifier and 2 - 4 Centre Internal Verifiers. The Central Contact will seek to obtain the services

      of an Independent Internal Verifier for Candidates who wish such support in presenting their case.




