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CILT(UK) Awarding Organisation (AO) Enquiry About Result (EAR) Application Form
Note:  Before completing this form, the Learning Partner and Learner should read the CILT(UK) AO Enquiries About Results (EARs) policy and procedures document.  One form per Learner per qualification.
Note: Where a fully completed and signed CILT(UK) AO EAR application form has not been received by CILT(UK) AO from the Learner’s Learning Partner within the relevant timescale stated in the policy, the EAR application will not be accepted.  Incomplete forms received by CILT(UK) AO will be returned without being processed.  In these circumstances, where an EAR fee payment has been received, it will be refunded.  
All CILT (UK) AO correspondence regarding EAR requests will be in writing only. 

1.  Who is making the application?

	CILT (UK) AO-accredited Learning Partner submitting an EAR request on behalf of an enrolled Learner – requires Learning Partner signed declarations (see 7.)  
	 ☐



2. Learning Partner details 

	Learning Partner Name
	 

	Learning Partner Address
	

	CILT(UK) AO Learning Partner Number (if known)
	

	Learning Partner representative name
	

	Learning Partner representative Role title
	

	Learning Partner representative contact email address
	

	Learning Partner representative contact telephone number
	


3. Enquiry service required (please mark appropriate box)
☐ Clerical Check & Assessment Re-mark (Processing timescale: 20 Working days from EAR closing date).       


4. Learner information (as stated on the CILT (UK) AO Result Notification)
	CILT (UK) Learner number
	 
	Title (Mr., Mrs, etc)
	

	Forenames (given name)
	

	Surname (Family name)
	

	Address including postcode
	




	Email address (where the Appeal outcome will be sent):
	

	Daytime Telephone number:
	

	Learner Assessment venue address, where different to Learning Partner Address 
	



5. CILT (UK) qualification / assessment details
	CILT (UK) qualification title:
	

	Name of Qualification assessments (to be included in the EAR request)
	Unit reference number(s)

	
	

	
	

	
	

	
	



	Date of examination(s) or assessment submission 
(DD/MM/YYYY)
	 

	Result Issue date (available in the relevant CILT(UK) AO published timetable) (DD/MM/YYYY)
	


6. Payment
CILT(UK) AO will invoice the Learning Partner for the payment, for further information see CILT(UK) AO’s Invoicing policy available here: CILT - Qualifications (ciltuk.org.uk) 

Note: It is the responsibility of the Learning Partner to ensure they have received the full EAR fee from the Learner.   

For the current EAR fee, please the see current CILT (UK) fee schedule available here on the CILT(UK) website: CILT - Qualifications (ciltuk.org.uk) 

Note: Fees are charged per assessment (not per unit).  Both the Clerical Check and Re-Mark are included in each assessment fee.  The services are not available separately. 

NB: For security reasons, CILT (UK) will not accept written card payment details.  Any received will be deleted and the request will not be processed.     





7. Learning Partner Declaration 
 
· I give consent to the processing of this data
· I have read and have ensured the Learner has read the CILT(UK) AO “Enquiry About Result policy” document and understand it
· I am authorised by the Head of Learning Partner to make this application
· I am authorised by the Learner(s) named above to make this application on their behalf
· I am authorised by the Learner(s) named above to give consent to the processing of this data
· I understand that this application will not be processed before full payment has been received by CILT(UK) AO
· I understand that is the responsibility of the Learning Partner to ensure receipt of the full EAR fee from the Learner
·  I have read and understood this completed form, including the declarations
·  I have supplied information which is complete and accurate to the best of my knowledge

	Learning Partner representative

	Signature:
	

	Print name:
	

	Print job title:
	

	Date:
	



Completed forms should be sent to: ao@ciltuk.org.uk  (Email Subject: Enquiry About Results) 
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