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1. PURPOSE 

The purpose of this Appeals Procedure is to provide a clear and fair process for apprentices who 

wish to challenge an assessment decision or any issue relating to the conduct, accuracy or 

administration of assessment activity. 

Assessment reforms introduced from 2025–2026 have updated how apprenticeship assessments 

operate, including new assessment principles and phased revision of assessment plans. This 

procedure reflects those national changes and ensures that all apprentices have an accessible 

and transparent route to request a review or escalation of decisions.  

An apprentice may appeal against: 

• A decision that evidence does not meet the requirements of the relevant assessment plan 

(including revised 2025–2026 assessment plans). 

• Evidence being rejected due to referencing issues. 

• A judgement that submitted evidence does not demonstrate required knowledge, skills 

or behaviours. 

• The conduct of assessment procedures. 

• The management or loss of assessment materials (including those required under 

updated evidence retention expectations from the ESFA). 

• Lack of fair access to assessment opportunities. 

2. PRINCIPLES 

• All apprentices have the right to appeal any assessment decision. 

• Appeals must be handled promptly, transparently and without bias. 
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• Appeals must be preserved during the transition to the revised apprenticeship 

assessment model (formerly EPA), which is now moving toward a more flexible, 

continuous approach.  

• Time2Train will ensure that apprentices can access the appeals process in alternative 

formats where required to support accessibility needs. 

3. PROCESS 

STAGE 1 – INFORMAL RESOLUTION 

In the first instance, the apprentice should request a verbal explanation of the decision from the 

assessor. 

This should occur as soon as possible following the assessment outcome. 

STAGE 2 – FORMAL APPEAL TO THE INTERNAL QUALITY ASSURER (IQA)  

If dissatisfied with the explanation, the apprentice may submit a formal written appeal. 

Requirements: 

• Appeals must be submitted within 30 days of the original assessment decision. 

• Appeals should include full details of the concern, evidence submitted, and reasons for 

disputing the judgement. 

IQA Responsibilities: 

• The IQA will conduct an impartial review of the assessment decision. 

• As required under updated assessment reforms, the review may include consideration of 

revised assessment plans and recognition of flexible assessment models introduced from 

2025 onwards.  

• A written outcome will be provided to the apprentice within 30 days of receiving the 

appeal. 

This is the final stage of escalation within Time2Train. 

STAGE 3 – ESCALATION TO THE END-POINT ASSESSMENT ORGANISATION (EPAO) / 

APPRENTICESHIP ASSESSMENT ORGANISATION  

If still dissatisfied, the apprentice may escalate their appeal directly to the relevant external 

Assessment Organisation. 

Current EPAOs for Time2Train programmes are: 

• Highfield Awarding Body for Compliance (HABC) – website available via: HABC 

• Besafe Training Ltd – appeals policy available via: BeSafe Training 

https://besafetraininguk-my.sharepoint.com/personal/leanne_hughes_besafe-training_co_uk/_layouts/15/Doc.aspx?sourcedoc=%7B71018BE6-DF2B-4147-A2A2-68DE4FE33594%7D&file=Appeals%20Procedure.docx&action=default&mobileredirect=true
https://besafetraininguk-my.sharepoint.com/personal/leanne_hughes_besafe-training_co_uk/_layouts/15/Doc.aspx?sourcedoc=%7B71018BE6-DF2B-4147-A2A2-68DE4FE33594%7D&file=Appeals%20Procedure.docx&action=default&mobileredirect=true
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Under ongoing national reforms, oversight of apprenticeship assessment is transitioning toward 

Skills England, and EPA structures are being modernised. Apprentices will be advised if their 

assessment organisation changes during the transition period.  

STAGE 4 – ESCALATION TO THE RELEVANT QUALIFICATION REGULATOR  

If unhappy with the EPAO’s final decision, the apprentice may raise their appeal with the 

appropriate regulator. Depending on the qualification and assessment route, this may include: 

• Ofqual – Regulator for qualifications and assessments in England (appeal information 

available via Government website)  

• Other regulators where applicable (guidance will be provided by Time2Train, HABC or 

Besafe Training). 

STAGE 5 – FUNDING BODY (ESFA / DWP)  

If the appeal relates to funding or administration of the apprenticeship programme (not the 

assessment decision itself), apprentices may contact: 

• Skills England – complaints and escalation routes are outlined in updated 2025–2026 

apprenticeship funding rules [gov.uk] 

• Department for Work & Pensions (DWP) – Apprenticeship policy has begun 

transitioning to DWP under national reforms in 2026 [Appeals Procedure | Word] 

Links and postal addresses remain available through the GOV.UK website. 

 

4. ACCESSIBILITY, SUPPORT & REASONABLE ADJUSTMENTS 

To align with current apprenticeship reforms emphasising fairness and inclusion in assessment 

processes:  

• Appeals may be submitted in alternative formats (e.g., audio, assisted writing). 

• Apprentices requiring additional support will be offered reasonable adjustments during 

the appeal process. 

• Time2Train will provide clear guidance to apprentices to ensure understanding of both 

the appeals and complaints procedures. 

5. DIFFERENCE BETWEEN APPEALS AND COMPLAINTS 

Appeal: 

A request to review or overturn an ASSESSMENT DECISION. 

https://www.gov.uk/government/publications/uk-anti-corruption-strategy-2025/uk-anti-corruption-strategy-2025-accessible
https://besafetraininguk-my.sharepoint.com/personal/leanne_hughes_besafe-training_co_uk/_layouts/15/Doc.aspx?sourcedoc=%7B71018BE6-DF2B-4147-A2A2-68DE4FE33594%7D&file=Appeals%20Procedure.docx&action=default&mobileredirect=true
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Complaint: 

A concern about service quality, behaviour, administration, or conduct not related to an 

assessment judgement. 

Apprentices will be directed to the correct procedure depending on the nature of their issue. 

6. CONTACT INFORMATION 

Telephone: 0191 543 8995 

Email: admin@time2train.org.uk 

Address: 

Time2Train Ltd 

Bizspace, Design Works 

William Street 

Felling, Gateshead 

NE10 0JP 

7. REVIEW CYCLE 

This Appeals Procedure will be reviewed annually as part of Time2Train’s quality assurance 

processes, or sooner if prompted by: 

• Legislative updates (e.g., revised assessment regulations) 

• Reforms to apprenticeship funding rules (latest 2025–2026 updates published March 

2026)  

• Changes implemented by Skills England during the national assessment reform transition 

period  

8. REVIEW 

This policy will be reviewed annually as part of our quality assurance procedures. Reviews will also 

take place when there are changes, legislative updates and updates defined by the Department for 

Education and Skills England.  

Date: 01/04/2026 

Next review Date: 01/04/2027 

 


