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Lynwood School of Veterinary Nursing

VETERINARY NURSING DIPLOMA COMPLAINTS PROCEDURE
General Procedure

This procedure aims to help resolve individual appeals in a manner which
is fair and expeditious as possible. It is Lynwood School’s policy to find a
solution to individual appeals as early in the procedure as possible.

Candidates who wish to make an appeal or those against whom the appeal
is raised have the right (other than Stage 1 of the procedure) to be
represented by an acknowledged staff representative or a work colleague
of their choice.

Procedure for setting individual appeals
Stage One

2.1.1 If a candidate wishes to make an appeal relating to his/her training,
the matter should be raised initially with the student’s clinical coach.
The appeal should be raised orally in the first instance, within 5
working days of the assessment/feedback.

2.1.2 The clinical coach will attempt to resolve the complaint informally.
He/she shall enquire into the appeal and will discuss it with the
complainant and will advise the complainant of the decision within
five working days after the complaint is received.

2.1.3 The decision will normally be communicated to the complainant
orally and in writing.

2.1.4 If, upon receipt of the written decision, the complainant is still
dissatisfied with the decision, he/she may progress the appeal to
Stage 2 within five working days of written decision.

Stage Two

2.2.1 If the appeal has not been resolved at Stage 1, the complainant
may refer the appeal to the internal verifier, by completing the
appeals form. The complainant must complete the form by
providing full details of the complaint and should address it to the
Internal verifier

2.2.2 The internal verifier will, as soon as possible, and in any event,
within five working days, arrange a meeting at which all parties to
the appeal will attend.



2.3

2.4

2.2.3

2.2.4

The internal verifier will have the right to ask questions of the parties
in attendance.

The internal verifier will consider all the matters raised at the
meeting and will issue a written decision within five working days.
Copies will be sent to all parties.

Stage Three
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2.3.2

2.3.3

If the complaint is not resolved to the satisfaction of the candidate
at Stage 2, the appeal may be submitted, in writing, to the external
verifier within five working days of the receipt of the decision at
Stage 2.

The external verifier will consider the appeal and may be supplied
with all the documentation submitted in relation to the earlier stages
of the procedure. The external verifier may elect a meeting with the
internal verifier and all parties involved in the appeal.

The external verifier will issue, and send to all party’s copies of, a
written decision within five working days of the appeal in writing.
Such decision will be final.

General Guidance Notes
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2.4.6

Should the appeal relate directly to the internal verifier the appeal
will be immediately referred to the external verifier under Stage 3.

Refusal by either party to attend hearings shall not invalidate
proceedings.

If at any stage in this procedure the matter has not been dealt with
within the prescribed time limits, the student will be entitled to
continue to the next stage.

The parties may on occasion and by mutual agreement modify the
time limits referred to in this appeals procedure.

The procedure may, by agreement of the parties concerned, be
used for settling a common appeal where more than one individual
has the same appeal.

Working days exclude bank holidays, weekends and efficiency
days.



Lynwood School of Veterinary Nursing

APPEALS FORM

NAME: e

DATE: i

DETAILS OF APPEAL

(Please continue over page or on separate sheets if necessary)

SIGNED: e e



DETAILS OF APPEAL (continued)

(Please continue on separate sheets if necessary)



Lynwood School of Veterinary Nursing

LEVEL 3 DIPLOMA APPEALS PROCEDURE

| declare that | have read and understood the Level 3 Diploma Appeals Procedure
for our Training Practice.

Practice Name:

Practice Address:

TP Number:

Name: Signature:

Practice Principal:

Clinical Coach:

VN Enrolled Student(s):

Please Return Immediately to:

Val Belbin RVN Cert. Ed

Lynwood School of Veterinary Nursing
B1-B3, Hampton Business Park
Hampton Farm

Higher Bockhampton

Dorchester

DT2 8QH



City and Guilds Appeal Procedure

External Examinations and OSCEs
Appeals

It is our aim to treat each case fairly and consistently. However, if you disagree with
a decision we have made, you can appeal against that decision.
There are three stages:

1. Enquiry — Stage 1

2. Appeal - Stage 2

3. Independent Appeals Board — Stage 3

Related documents

Enquiries and appeals

Stage 1 - Enquiries

A centre can ask for a candidate’s exam result to be reviewed, alternatively a
candidate can request this directly. City & Guilds will arrange for the candidate’s
answers to be remarked.

In the case of assessment decisions made by centres, candidates must go through
the centre’s own internal appeals procedure.

A centre can request an Enquiry into the Qualification Approval Risk Status/

Quialification Status that has been applied by City & Guilds following external quality
assurance activities.

Related documents

Stage 1 - Candidate enquiry (form E2)

Stage 1 - Centre enquiry (form E1)

Stage 1 - Centre EQA EV activity (form E3)



https://www.cityandguilds.com/~/media/cityandguilds-site/documents/what-we-offer/centres/centre%20document%20library/appeals/enquiries%20and%20appeals%20v3%201%20pdf.ashx
https://www.cityandguilds.com/~/media/cityandguilds-site/documents/what-we-offer/centres/centre%20document%20library/appeals/stage%201%20%20candidate%20enquiry%20form%20e2%20pdf.ashx
https://www.cityandguilds.com/~/media/cityandguilds-site/documents/what-we-offer/centres/centre%20document%20library/appeals/stage%201%20%20centre%20enquiry%20form%20e1%20pdf.ashx
https://www.cityandguilds.com/~/media/cityandguilds-site/documents/what-we-offer/centres/centre%20document%20library/appeals/stage%201%20%20centre%20eqa%20ev%20activity%20form%20e3%20pdf.ashx

Stage 2 and 3 — Appeals

You can ask us to look at:

examinations results

decisions regarding qualification (approval risk) status

decisions concerning the withdrawal or suspension of centre/qualification approval
decisions, penalties and sanctions resulting from a malpractice investigation
outcomes of applications for access arrangements or special consideration.
Related documents

Stage 2 Appeal — exam results (Form Al) (PDF 98KB)

Stage 2 Appeals (Form A2) (PDF 99KB)

Principal Learning and Project

For Principal Learning and Project qualifications please use the forms above for
Enquires about Results. For more information on the processes and timelines,
please refer to the document below.

Joint Council for Qualifications — Post Result Services (PDF, 257KB)
This document provides information the process for clerical checks, review of original
marking, review of original moderation and access to scripts.

Refer to City and Guilds Website, link below:

https://www.cityandguilds.com/delivering-our-qualifications/centre-
development/centre-document-library/policies-and-procedures/appeals


https://www.cityandguilds.com/~/media/cityandguilds-site/documents/what-we-offer/centres/centre%20document%20library/appeals/stage2-appeal-exam-results-form-a1%20pdf.ashx
https://www.cityandguilds.com/~/media/cityandguilds-site/documents/what-we-offer/centres/centre%20document%20library/appeals/stage2-appeals-form-a2%20pdf.ashx
https://www.cityandguilds.com/~/media/cityandguilds-site/documents/delivering-our-qualifications/cdl/policies-procedures/post-result%20services%202017%20pdf.ashx

