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POLICY STATEMENT 
 
 

➔ Prince’s Trust Qualifications operates an Enquiries and Appeals Policy for centres or learners 
wishing to appeal decisions made by Prince’s Trust Qualifications.  
 
This version of the policy is applicable to centres receiving calculated grades during 
summer 2020. 
 
The main changes to the usual Appeal process is that we have removed any fees 
relating to appeals and extended the deadline to make a Stage 1 enquiry to 30 days, 
previously it was 10 days. 

 

BACKGROUND 
 
 

➔ Prince’s Trust Qualifications aims to ensure that all of its decisions and assessment outcomes 
are fair, consistent and based on valid judgements. As part of our commitment to ensuring 
quality standards Prince’s Trust Qualifications provide support for centres to ensure they can 
meet the regulatory requirements for qualifications, as imposed on us by the regulators. 
However, Prince’s Trust Qualifications recognises that there may be occasions when a centre 
or a learner wishes to question a decision.  

 
➔ Where a centre or learner wishes to enquire about an assessment decision or any other 

decision made by Prince’s Trust Qualifications an enquiry or appeal can be made directly to 
Prince’s Trust Qualifications. Enquiries and appeals can relate to any matter including issues 
relating to centre approval, assessment outcomes, malpractice/maladministration, or 
reasonable adjustments/special consideration.  

 

LINKS TO OTHER POLICIES 

 
➔ In the case of learner enquiries or appeals against decisions or assessment outcomes made 

within a centre, these must go through the centres’ own internal Appeals Procedure. Each 
centre is required to have an Appeals Procedure as part of their conditions of being an 
approved centre and should make this available to learners. 
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ORGANISATIONAL PROCEDURES  
  
There are three stages of the enquiries and appeals process:  
 

➔ Stage 1 - Enquiry  
➔ Stage 2 - Prince’s Trust Appeals and Enquiries Review Group  
➔ Stage 3 - Appeals Board  

 
 
Stage 1  
 
The centre or learner must contact Prince’s Trust Qualifications by e-mail (qualifications@princes-
trust.org.uk) specifying the nature of the enquiry within 30 working days of the assessment result or 
decision date. The enquiry must come with supporting evidence (including learner work, schemes of 
work, if applicable).  
 
Upon receiving complete documentation Prince’s Trust Qualifications will confirm receipt of the 
enquiry and will aim to respond within 10 working days, depending on the complexity of the enquiry.  
 
Where the enquiry is regarding an assessment decision, the portfolio/ scheme of work will be reviewed 
by an External Moderator who is independent of the original decision and has no connection with the 
centre concerned. If the enquiry finds the assessment decision to be correct it will set out its reasons 
in writing with supporting evidence and send these to the centre or learner.  
 
If the original assessment outcome or decision is judged to be incorrect and the result is changed, 
Prince’s Trust Qualifications will issue a new result. 
 
If other assessment outcomes or decisions are affected by the result of the enquiry, all similar results 
or decisions may be recalled and reviewed.  
 
Stage 2  
 
If a centre or learner is not satisfied with the outcome of their Stage 1 enquiry, they may appeal to the 
Appeals and Enquiries Review Group within 10 working days of the Stage 1 decision. This group will 
review the process and consider whether the correct procedures were followed consistently during the 
Stage 1 enquiry and whether they were applied properly and fairly in arriving at the judgements.  
 
This review will be undertaken by an External Moderator who has had no previous involvement in the 
case and will also include a decision maker who is not an employee of The Prince’s Trust or an 
External Moderator working for Prince’s Trust Qualifications.  
 
If the Appeals and Enquiries Review Group finds that due process was followed in Stage 1, the centre 
or learner will be sent a letter of notification and information about the Stage 3 appeal process will be 
provided should they wish to further challenge the decision.  
 
 
Stage 3  
 
In the event of Stages 1 and 2 being exhausted without a satisfactory resolution for the centre or 
learner, Stage 3 of the enquiries and appeals procedure can be invoked. The Appeals Board exists to 
ensure that in the very few cases where disputes cannot be resolved there is a fully independent 
avenue of appeal.  
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The Appeals Board will include members who have had no previous involvement in the case and a 
representative who is not connected to Prince’s Trust Qualifications.  
 
An application to the Appeals Board must be received within 10 working days of the notification of the 
Appeals and Enquires Review Group findings (the Stage 2 appeal).  
 
The application to the Appeals Board must contain a clear, sound reason why the appellant considers 
that Prince’s Trust Qualifications did not follow the due process and the reasons for escalating the 
appeal to this external review.  
 
The Appeals Board may request information from all parties involved and will convene a virtual 
meeting to consider the information provided in order to establish whether all procedures have been 
correctly followed.  
 
If the Appeals Board finds that the appropriate procedures have not been followed, they will inform the 
appellant and refer the appeal back to the Stage 1 enquiry group for remedial action.  
 
If the decision from the Appeal Board confirms that the enquiry and appeals process (Stages 1 and 2) 
is appropriate and process has been followed correctly, the Board will set out its reasons in writing 
with supporting evidence and send this to the centre or learner.  
 
On exhaustion of these three stages of appeal to Prince’s Trust Qualifications the appellant may 
decide to make a complaint to the relevant qualifications Regulator if they feel the process has not 
been carried out satisfactorily. Information will be given to the appellant of the relevant contact details 
of the Regulator. The Regulators responsibility is to ensure due process has been followed in regards 
to regulatory requirements, they are unable to overturn moderation decisions. 
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Next review date n/a this policy is only temporary and will be archived after the 

calculated grades assessment window closes 

 

 


