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Appeals Policy and Procedure 

from The Congruence Policy & Procedures Manual
Assessment Management Policy and Appeals Procedure
It is Congruence Training policy to strive to ensure that learners achieve the outcomes of, and gain qualifications for, standards and qualifications registered on the NQF, and to this end will ensure that fair and equitable assessment and qualification procedures are implemented.
The design, implementation and maintenance of the assessment and qualification system as a whole will take into consideration the following guiding principles: -
a)
Assessment strategies will be in keeping with the aims and outcomes of learning programmes, standards and qualifications.
b)
Certificates will be issued in accordance with NQF qualification requirements.
c)
Assessment of learners will include all parties appropriate to context and outcome, e.g. self, peers, assessors and moderators.
d)
There will be a structured assessment appeals procedure implemented.
e)
There will be an internal assessment verification procedure implemented to ensure consistent assessment across all assessors for a standard or qualification.
f)
Learners and assessors will be provided with all relevant information with reference to assessments, e.g. required learning outcomes, assessment methods, assessment criteria, 
appeals procedures, dates, times and venues.
g)
Learners will receive comprehensive, detailed and accurate feedback on learning progress, performance and results.
h)
Learners records, including a database, will be maintained on a regular, ongoing basis. 

Appeals Procedure:  In the event of a learner being dissatisfied with the process or outcome of an assessment, appeal is to be lodged in writing within 1 week of the final report of the assessment to:

1. the facilitator / assessor of the programme, outlining the reasons for the dissatisfaction. Should the issue(s) not be resolved within 7 days, the appeal can be escalated to

2. the internal moderator: Trudi du Toit

3. the Managing Director of Congruence Training. 

4. the company of the learner, 

5. the Services SETA,

6. SAQA 

7. the Minister of Education / Labour.
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Assessment Appeals Form

Any candidate has the right of appeal against any “not yet competent” decision by the assessor. If the candidate wishes to appeal, he or she should follow the procedure set out above by completing the form below.

I hereby wish to appeal against the outcome of an assessment.

	SECTION ONE (Within 1 week of receipt of Assessment Report)

	Candidate’s Name
	

	ID Number
	

	Assessment Date
	

	Unit Standard Title
	

	Reason for appeal against Assessment Report 

(Brief outline)
	

	
	

	
	

	Candidate
	…………………………………………..
	…………………………………

	
	(Signature)
	(Date)

	
	


	SECTION TWO (Within 1 week of receipt of Assessment Report)

	Assessor / Facilitator reconsidered decisions and rationale. 

(Attach a detailed report if required)
	

	
	

	
	

	
	

	Assessor / Facilitator
	……………………………………………
	…………..……………………

	
	(Signature)
	(Date)


	The above decision has been explained to me and I accept the assessment decision is final.

	Candidate
	…………………………………………..
	…………………………………

	
	(Signature)
	(Date)

	The above decision has been explained to me and I wish to submit a second appeal.

	Candidate
	…………………………………………..
	…………………………………

	
	(Signature)
	(Date)


The candidate to send this appeal form together with copies of ALL assessment documentation and portfolio of evidence to Congruence Training (Pty) Ltd.

Tel. (011) 804 3520   Fax. (011) 802 1658   P O Box 1503, Rivonia, 2128
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