
 

 

 

 

IRO PROCEDURE 

 

 

EPA Appeals Procedure 

 

 
 
  



EPA Appeals Procedure 

Issue: 1  Page 2 Date: 18/08/2019 Approved by: F Tordoff, CEO 

CONTENTS 
 
 

1.  Introduction 

2.  Objective 

3. Scope 

4. Process for Raising an Appeal 

5.  Confidentiality  

Appendix 1: End-Point Assessment Appeal Form 

  



EPA Appeals Procedure 

Issue: 1  Page 3 Date: 18/08/2019 Approved by: F Tordoff, CEO 

1. Introduction 

Apprentices should have access to fair and reliable assessment in which they play an active part and 

IRO is committed to end-point assessment procedures which are open, fair and free from bias. 

Therefore, apprentices have a right to appeal against end-point assessment decisions which are 

unclear or seem unfair.  

IRO recognises that many concerns can be raised informally and dealt with quickly, and an informal 

approach is appropriate when it can be achieved. But if concerns cannot be satisfactorily resolved 

informally, then the formal appeal procedure should be followed, which should be seen as a last 

resort in reaching a solution. 

2. Objective 

The purpose of this procedure is to provide a framework for the appeal process to ensure that any 

appeals and grievances are addressed and administered, in line with a consistent approach and in a 

timely manner.  

It sets out the process for submitting an appeal and the process IRO will follow when responding to an 

appeal. 

Any apprentice has the right to appeal against an assessment decision that they regard as unfair or 
inadequate.  
 

3. Scope 

This policy only covers appeals that apprentices, training providers or employers may wish to make in 
relation to the end-point assessment services delivered by IRO. 
 
This policy covers: 

• The results of an assessment decision  

• Test invigilation arrangements, on-line test arrangements and invigilation procedures, 
(inappropriate assessment site, test arrangements not fully explained, unsuitable 
workstation etc.) 

• The outcome of a reasonable adjustment or special consideration request 

• Appeals relating to a decision made by IRO following an investigation into a complaint 
relating to IRO’s end-point assessment provision 

  
4. Process for Raising an Appeal 

Wherever possible, IRO will try to resolve disputes before they reach the formal appeal stage. 

Informal Appeal: 
Stage 1  
Where an apprentice feels that they have not been fairly assessed they must explain this to the 
assessor/assessment centre manager. The apprentice’s explanation will be considered, and a 
response will be given to the apprentice. 
 
If the apprentice is happy with the outcome, then the appeal will not proceed further. If the 
apprentice is not happy with the outcome of stage 1, the appeal should be taken to the next stage, 
which is to raise a formal appeal directly to IRO within 10 working days of the assessment taking 
place.   
 
Formal Appeal: 
In some cases, an informal approach may not be appropriate due to either the seriousness or 
sensitive nature of the issue or a conflict with the assessor. In these circumstances the formal appeals 
procedure should be followed. 
Stage 2 
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The appeal must be sent in writing to IRO, using the End-Point Assessment Appeal Form (Appendix A), 
detailing the reasons for submitting the appeal, supported by the evidence to support the appeal. 
 
Receipt of the appeal will be acknowledged, and the appeal will be investigated by a member of the 
IRO EPA team. The apprentice will be notified of the outcome of the investigation within 5 working 
days of receipt of the appeal. 
 
If the apprentice disagrees with the outcome of the stage 2 investigation the appeal should proceed 
to stage 3. 
 
Stage 3 
Where apprentices remain unhappy with the decision made at stage 2, they have the right to forward 
their case, detailing the reasons for the disagreement into the outcome of the investigation, to the 
IRO Quality Assurance and Standards Manager. This should be sent in writing to: 
 

• Email: QA@railwayoperators.co.uk  

• Post:   Institution of Railway Operators 
The Moat House 
133 Newport Road 
Stafford 
ST16 2EZ 
 

The stage 3 escalation must be sent to IRO within 5 working days of the receipt of the stage 2 
notification. 
 
Receipt of the appeal will be acknowledged. The appeal will be reviewed and further investigated by 
the IRO Quality Assurance and Standards Manager, who will review the stage 2 investigation and 
consider the reasons for escalation provided in stage 3. 
 
The IRO Quality Assurance and Standards Manager will respond to the apprentice, within 10 working 
days, detailing the outcome of the review. 
 
Should the apprentice remain in disagreement with the outcome of the stage 3 review the appeal 
should be escalated to the final stage 4 of the appeal process. 
 
Stage 4 
Where apprentices remain unhappy with the stage 3 review, they have the right to forward their case, 
detailing the reasons for the disagreement into the outcome of the review, to the IRO CEO. This 
should be sent in writing to: 
 

• Email: admin@railwayoperators.co.uk  

• Post:   Institution of Railway Operators 
The Moat House 
133 Newport Road 
Stafford 
ST16 2EZ 

 
The stage 4 escalation must be sent to IRO within 5 working days of the receipt of the stage 3 
notification. 
 
Receipt of the appeal will be acknowledged with details of the timescale for the CEO review. The final 
stages of the appeal will be investigated by the IRO CEO, and where appropriate, the Institute for 
Apprentices and Technical Education will be consulted.  
 
The decision of the IRO CEO is final. 
 
 

mailto:QA@railwayoperators.co.uk
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5. Confidentially  

All appeals will be treated seriously, handled sensitively and with due consideration to all parties 
involved. All appeals will be treated fairly and not suffer any recrimination or disadvantage as a result 
of making an appeal.  

 



Appendix 1: End-Point Assessment Appeal Form 

Once completed please email this form to qa@railwayoperators.co.uk or return by post to:  

Institution of Railway Operators, The Moat House, 133 Newport Road, Stafford, ST16 2EZ 

Assessment and Apprentice Details 

Apprentice Name: Contact Email: 

Apprentice Number: Contact Number: 

Assessment Location: Assessment Date: 

Please submit evidence of the following: 
1. A statement outlining why you are unhappy with the end-

point assessment 
 

2. Evidence to support your appeal 
- Statements from colleagues or peers where appropriate 
- Statements from other EPA stakeholders where 

appropriate 
 

3. Please attach this form to the front of your documents when 
submitting by post or complete electronically and attach it to 
the email with all supporting evidence 
 

 

Apprentice signature: Date: 

 

mailto:qa@railwayoperators.co.uk

