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Appeals Policy 
 

The purpose of the Mindbody Wellness Training Ltd (hereinafter called ‘the Centre’) Appeals 
Policy is to ensure that anyone who is not satisfied with the outcome of an assessment 
decision or a complaint decision understands how they can appeal that decision.  As such it 
provides a formal route to appeal against a decision.   
 
Examples of areas that could be subject to appeals include: 
 

• where it is believed that the Centre procedures were not followed properly, consistently 
and fairly, including assessment decisions 

• applications for reasonable adjustments or special considerations where it is believed 
that the decision making process or adjustments made were not fair or consistent 

• a decision made following a complaint investigation 
 
 
Process for making an appeal 
Individuals who have gone through the Centre Complaints process, have 20 working days 
from the date that the Centre notified them of the decision in which to lodge an appeal against 
that decision. This includes assessment results, so students and tutors and assessors must 
be advised to retain their course evidence.   
 
Please note that an appeal against an assessment decision could lead to that result going up 
or down. 
 
If an individual is appealing on behalf of someone else, they must have the written permission 
of the person concerned. 
 
Appeals can be made using the form in appendix 1 and relevant supporting evidence should 
be provided. Required information includes: 
 

• name(s) and the Centre number (if available) 
• the date notified of the decision that is being appealed 
• course refence number if relevant 
• full nature of the appeal  
• any additional information considered pertinent to the case 
• contact details for all parties who should be notified of progress with the claim 

 
Investigating appeals is very problematic without the presence of impartial evidence. 
Therefore, appeals against a decision made during a live practical assessment will only be 
considered when accompanied by a suitable video recording or where an additional observer, 
such as an IQA or EQA were present. 
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Initial review of the appeal 
After receiving a completed Appeal Form (Appendix 1), the Centre will make an initial, informal 
assessment of all potential appeal material to ensure that the application is complete and to 
ascertain if the issue can be resolved before it goes through the Appeal Process.  The Centre 
will acknowledge receipt of the Appeal Form within 5 working days.  
 
The appeal Process 
We aim to respond fully to appeals within 20 working days.  However, in some cases the 
investigation processes may take longer.  In these cases, the Centre’s designated staff 
member will contact all parties concerned to inform them of the likely revised timescale. 
 
At all times the Centre designated staff member will ensure that the Centre representative(s) 
assigned to conduct the appeal investigation have an appropriate level of training and 
competence and that they have had no previous involvement or personal interest in the matter.  
If the Centre’s designated staff member was previously involved in the decision being 
appealed, then another senior person with no previous involvement or personal interest in the 
matter will be responsible for overseeing and managing the investigation.  
 
Following the investigation, the Centre’s designated staff member will write to the appellant 
with details of the decision to either: 
 

1. amend the original decision considering the new rationale/evidence being put 
forward and which has now been reviewed, OR 

2. confirm that we stand by the original decision providing the rationale for this 
decision and requesting that the appellant confirms, within 15 days, whether or 
not they now accept this decision. 

 
In cases where a student is enrolled on a course leading to a BWYQ qualification, and if all 
Centre procedures have been exhausted, then the student may be signposted to the BWYQ 
complaints and/or appeals policies in order to escalate their complaint. 
 
Students will not be charged any fees in connection with a Centre appeal. 

 

Contact us 
If you have any queries about the contents of this policy, please contact us on 
training@mindbodywellness.uk 
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Appendix 1 

 
The Centre Appeal Form  

 
 Please submit this form to training@mindbodywellness.uk within  

20 working days of receiving the decision you wish to appeal 
 

Name: 
 

Number: 

Course code (if relevant): 
Please give full details of the decision you wish to appeal here – attach extra sheet(s) if 
required: 
 
 
 
Date you received the decision you wish to appeal:  
Have you attached other supporting evidence?   YES    NO 
If yes, list the attached documents: 
 

 
Names and contact details of everyone who will need to be kept informed about the 
progress of this appeal: 
 

 
Declaration 

I declare that the information provided in this form is true and accurate and fully supports the appeal. 
Appellant Name: 
  

Date: 

Signature: 
  

 
 


