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CILT(UK) Awarding Organisation (AO) Appeal Application form
Note:   Before completing this form, the Learning Partner and Learner should read the CILT(UK) AO Appeals policy and procedures document.  One form per Learner, per appeal.  
Note: Where a fully completed and signed CILT(UK) AO Appeal application form has not been received by CILT(UK) AO from the Learner’s Learning Partner within the relevant timescale as stated in the policy, the Appeal application will not be accepted and will be returned without being processed.  In these circumstances, an appeal fee will not be charged. 
All CILT (UK) correspondence regarding appeals, will be in writing only. 
1.  Who is making the application?
	Option 1: CILT (UK) AO-accredited Learning Partner submitting an Appeal request on behalf of an enrolled Learner – requires Learner and Learning Partner signed declarations (see 10 and 11)  
	 ☐

	Option 2: CILT(UK) AO-accreditation Learning Partner submitting an Appeal request on behalf of the Learning Partner – requires the Learning Partner declaration (see 11)
	 ☐



2. Learning Partner details 
	Learning Partner Name
	 

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

	Learning Partner representative contact name
	

	Learning Partner representative Role title
	


3. Appeal category (Please select one option)
	Outcome of a CILT(UK) Enquiry About Result (EAR)  
	 ☐

	Outcome of a decision regarding Reasonable Adjustments 
	 ☐

	Outcome of a decision regarding Special Consideration
	 ☐

	Outcome of a decisions following an investigation into Malpractice or Maladministration
	 ☐

	Outcome of a CILT(UK) Stage 1 Appeal  
	 ☐






4. Appeal Type (Please select one option only)
NB: Applicants may not access the Stage 2 Appeal process without first exhausting the Stage 1 Appeal process
	Stage 1 Appeal  
	 ☐

	Stage 2 Appeal 
	 ☐


5. Learner details 
	CILT (UK) Learner number
	 
	Title (Mr., Mrs, etc)
	

	Forenames (given name)
	

	Surname (Family name)
	


  
6. CILT (UK) Qualification details
	CILT (UK) Qualification title:
	

	Qualification unit(s) (to be included in the Appeal request)
	Unit reference number(s)

	
	

	
	

	
	



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

	Assessment method (online exam, paper exam or assignment)
	

	Date of the relevant result or decision (e.g. Assessment Result Issue Date available in the relevant CILT(UK) AO published timetable) (DD/MM/YYYY)
	


[bookmark: _Hlk71112126]	
7. [bookmark: _Hlk72407146]Rationale for Appeal 
You must select one or more of the following grounds for appeal. Appeals which do not meet these grounds will not be eligible for an appeal.
	1) Reasonable grounds that the awarding organisation did not apply procedures consistently or that procedures were not followed properly and fairly
	☐

	2) Reasonable grounds that the evidence has been misinterpreted
	☐

	3) Further evidence that changes the basis of the decision
	☐


For each of the appeal grounds you have selected, you must also complete the evidence section(s) at Section 8.






8. Additional Evidence
In this section you will be able to detail the additional demonstrable evidence showing where the required ground(s) for appeal have been met. 

	1) The awarding organisation did not apply procedures consistently or that procedures were not followed properly and fairly 

	Please use this section to detail where it has been found that the procedures have not been followed consistently, properly and/or fairly. 
It is essential that any concerns raised clearly reference the specific procedural stage believed to have been omitted, as outlined in the relevant policy documentation. Furthermore, such concerns must be supported by demonstrable evidence indicating where and how the process was not followed.











	For CILT(UK) AO completion:

Has this ground been met?
	Statement shows there may have been a procedural issue
	☐

	Specific procedural area stage has been submitted
	☐

	Evidence of the procedural stage not being followed has been provided
	☐



Is the appeal accepted?
	Yes
	☐

	No (where no, please provide an additional statement below explaining where this ground has not been met)
	☐



Additional Statement
	




	2) The evidence has been misinterpreted 
Please select what additional evidence being supplied showing how the evidence has been misinterpreted. This must be provided in addition to the fully completed application form

	Additional images
	☐

	Additional documentation (such as a product specification document, an additional medical document, a letter headed document etc)
	☐

	Other please specify …………………………………………………………..
	☐

	Please use this section to detail how the additional evidence supplied demonstrates how the initial evidence has been misinterpreted. 








	For CILT(UK) AO completion:

Has this ground been met?
	Have additional evidence documents been submitted 
	☐



Is the appeal accepted?
	Yes
	☐

	No (where no, please provide an additional statement below explaining where this ground has not been met)
	☐



Additional Statement
	




	3) Further evidence which changes the basis of the decision
Please select what additional evidence being supplied showing how the evidence has been misinterpreted. This must be provided in addition to the fully completed application form

	Additional images
	☐

	Additional documentation (such as a product specification document, an additional medical document, a letter headed document etc)
	☐

	Additional statement
	☐

	Other please specify …………………………………………………………..
	☐

	Please use this section to detail how the additional evidence may change the basis of the decision







	For CILT(UK) AO completion:

Has this ground been met?
	Have additional evidence documents been submitted
	☐



Is the appeal accepted?
	Yes
	☐

	No (where no, please provide an additional statement below explaining where this ground has not been met)
	☐



Additional Statement
	





9. Payment
CILT(UK) AO will invoice the Learning Partner for the relevant fee, for further information see CILT(UK) AO’s Invoicing policy available here: CILT(UK) AO-Policies-Procedures.  

Note: It is the responsibility of the Learning Partner to ensure they have received the full Appeal fee from the Learner.   For the relevant fee, please the see current CILT (UK) fee schedule available on the CILT(UK) website: CILT(UK) AO-Policies-Procedures   
10.  Learner Declaration  
CILT(UK) will process your data in accordance with the principles of the UK General Data Protection Regulation (UK GDPR) and the Data Protection Act 2018.
Please sign below to confirm your acceptance that:
· [bookmark: _Hlk71535590]I give consent to the processing of this data;
· [bookmark: _Hlk71541128]I have read and understood the CILT(UK) AO Appeals policy document;
· I understand that the purpose of an appeal is determine whether policies and procedures have been applied consistently, properly and fairly;  
· I understand that the application may not be submitted by the Learning Partner until I have paid the full Appeal fee to the Learning Partner;
· I have authorised the Learning Partner named above to give consent to the processing of this data;
· I have read and understood the completed form, including the declarations;
· I have supplied information which is complete and accurate to the best of my knowledge.
	Learner

	Signature:
	

	Print name:
	
	Date:
	



11. Learning Partner Declaration  
· I give consent to the processing of this data;
· I have read and understood the CILT(UK) AO Appeals policy document;
· I understand that the purpose of an appeal is determine whether policies and procedures have been applied consistently, properly and fairly;
· I am authorised by the Head of Learning Partner to make this application;
· I am authorised by the Learner named above to make this application on their behalf;
· I am authorised by the Learner named above to give consent to the processing of this data;
· I understand that CILT(UK) AO will be invoicing the Learning Partner for the full Appeal fee;
· I understand that it is the responsibility of the Learning Partner to ensure receipt of the full Appeal 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 must be sent to (with supporting evidence attached) to:
qualityassurance@ciltuk.org.uk  (Email Subject: ‘Stage 1 Appeal’ or ‘Stage 2 Appeal’ as appropriate)
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