
 
 
 

 
iAppeals Policy and Procedure 

 
 
Policy Statement 
 
Candidates have the right to appeal against an NVQ assessment decision if they feel that the 
decision is unfair.  At induction they will be given details of the appeals procedure and the 
names and contact addresses of the relevant people, a statement outlining the procedure 
appears within the introductory pages of all Assessment Records. 
 
Paul Smith is ultimately responsible for ensuring this policy is carried out, that it is fit for the 
purpose, relevant and complies with legislation. 
 
Procedure 
 
6.1 A candidate’s first line of appeal is his/her internal verifier, then the centre co-ordinator.  

The appeal must come in the form of a formal letter including details of the NVQ, units 
and any supporting evidence.   

 
6.2 A panel made up of the internal verifier and two assessors will meet to judge the 

evidence and report back to the internal verifier. 
 
6.3 Within seven days of receipt the senior manager will advise the candidate of the 

decision in writing.  The decision will be recorded. 
 
6.4 If the candidate still feels that the decision is unfair then the next stage in the appeal 

process is for the candidate to appeal in writing to the City and Guilds external verifier. 
 
6.5 The External Verifier may refer the written appeal to the Chief Verifier if the appeal 

requires a decision of a technical nature or if, for any other reason, the verifier wishes to 
take a “second opinion”. 

 
6.6 If the External Verifier, having referred the matter to the Chief Verifier, is still unable to 

bring the matter to a conclusion that is satisfactory to the candidate, the candidate may 
then appeal directly with City and Guilds.  A fee for handling such appeals will be 
chargeable to the candidate.  This fee will be refunded if the appeal is upheld. 

 
This policy and procedure will be reviewed periodically to ensure that it remains fit for the 
purpose, suitable and complies with legislation. 
 
 



Signed:          

Name & Position:  Paul Smith MD     

Date:    30.09.2012      

Review Date:   30.09.2013      



7. Equality and Diversity Policy 
 
Policy Statement: 
 
The senior management of SwimUK are committed to providing working and learning 
opportunities for all, regardless of age, gender, race or creed, marital status or sexual 
orientation, disability or learning difficulty.  (Sex Discrimination Act 1975, Race Relations Act, 
Disability Discrimination Act 1996 , age Discrimination Act 2004 and Data Protection Act).  We 
strive to achieve an inclusive culture of excellence without prejudice, bullying, harassment and 
discrimination of any type.   
 
Paul Smith is ultimately responsible for ensuring this policy is carried out, that it is fit for the 
purpose, relevant and complies with legislation. 
 
Procedure for Candidates on Training Programmes 
 
7.1 Race, gender, age and disability should be specified by the candidate on all FSA funded 

programmes and recorded on their ILR (individual learning records). 
 
7.2 All candidates will be asked if they require additional support, have learning difficulties 

or special needs at the beginning of there programme in order to identify where we can 
assist them.  Additionally their application form for their NVQ will be assessed to assist 
in identifying any requirements. All trainees will undertake key skills builder tests at 
induction. All SwimUK tutors will be informed of any areas of concerns identified. 

            If required ALN support will be provided. SwimUK will inform the relevant awarding 
bodies to ensure that additional support can be offered during assessments.   

 
7.3 Allegations of breaches of equal opportunities will be answered by Paul Smith within 5 

working days of the complaint being made.  Where, due to the nature of the complaint 
this is not possible an initial response explaining that it is being investigated will be sent 
out with 5 working days. 

 
7.4 If the complainant is satisfied with the response and following action, then no further 

action will be taken. 
 
7.5 If the complainant is not satisfied with the response then Paul Smith will take further 

action, it may be that he has to go through disciplinary process, or acquire additional 
support or guidance from external agencies. 

 
Personal information on candidates will be treated as confidential and any information held on 
computer will be subject to the Data Protection Act. 

 
7.6 The rights, responsibilities and duties of employees and candidates: 
 
7.6.1 It is the right of all employees and candidates to work and train without being 

discriminated or prejudiced against, bullied or harassed. 
 



7.6.2 It is the right of all employees and candidates to have fair and equal access to career 
development and training in line with their position. 

 
7.6.3 It is the responsibility of all employees and candidates to ensure that they do not 

contravene equal opportunities legislation by discriminating, bullying or harassing 
anyone.  

 
7.6.4 It is the duty of all employees and candidates to report any discrimination, prejudice, 

bullying, harassment or unfair treatment that is happening during work or learning.  This 
should, in the first instance be reported to a line manager; if it is not resolved it should 
be reported to Paul Smith.  

 
7.7 Breaches of the Equal Opportunities Policy are regarded as breaches of discipline and as 

such are subject to disciplinary procedures.  Complaints of any kind relating to the 
equality of opportunity may be taken through the grievance procedure for staff or 
candidates. 

 
7.8 Paul Smith will track this policy and the results of the tracking will be reviewed at the 

annual review of policies and procedures meeting. 
 
This policy and procedure will be reviewed periodically to ensure that it remains fit for the 
purpose, suitable and complies with legislation. 
 

Signed:           

Name & Position:         

Date:           

Review Date:          
 

                                                 
i
 This policy applies to  the following organization and their staff: 

 

Brighton Swimming School Ltd 

Brighton Swimming Centre Ltd 

Brighton Swimming Teachers Centre ( including when trading as Swim Uk and 

Pavilion Training) 
 


