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Higher Level Teaching Assistant Status 

APPEALS PROCEDURE
Introduction
This procedure outlines the process for candidates to make appeals about judgements made in the HLTA assessment process. 

Candidates need to bear in mind that decisions made by assessors will have been moderated by a team of experienced assessors prior to their confirmation. Particular attention is paid in this process to cases which are judged partial reassessments or borderline or where the candidate may have been judged not to have met the standards. The panel is chaired by a senior assessor. It should also be noted that unsuccessful candidates are able to re-apply but should discuss the financial support available with their LA. Candidates judged as partial reassessments should resubmit those tasks where additional evidence has been required. 

Purpose
The purpose of the Appeals Procedure is to hear appeals from candidates against the procedures carried out in relation to your assessment.

Appeals may be made on the basis of:

a) A belief that incorrect procedures have been followed which have resulted in the candidate being unsuccessful.

Candidates should make clear the basis for their appeal.

Before an appeals hearing can be convened further investigation will be needed in advance of the hearing. Where candidates have concerns about any other aspect arising from participation in the HLTA training and assessment, they are advised to raise this with the Programme Leader directly and, if necessary, to use the complaints procedure which will be made available to them on request.  

Points at which an appeal may be made
An appeal may be made:
· On receipt of the results of school visit assessment.
Informal Resolution
Candidates should seek to address procedural concerns informally with the Eastern Leadership Centre (ELC) but do have the right to make a formal appeal where they are not satisfied with the procedure followed with regard to their assessment. (It should be noted that such decisions may have been subject to moderation.) This course of action is open to candidates in accordance with agreed timescales set out below.

To seek informal resolution, the applicant or candidate should contact the Programme Leader as soon as possible after receipt of the decision, but within 15 working days. (A working day is defined throughout as a weekday, but not including school holidays or Bank Holidays.)

Appeals Procedure

In any case where a candidate wishes to make an appeal, he or she should obtain an appeals form from the Programme Leader and return the form to ELC within 20 working days of the judgement about which he or she wishes to appeal. The Programme Leader will have discretion to extend this time limit where not to extend the time limit would result in substantial injustice to the appellant. For this purpose, substantial injustice would be seen as occurring where the appellant’s ability to submit an appeal was impaired by his or her own health or that of someone close to him or her and would be confirmed by a doctor’s note.

This decision to extend the appeal period will be made in consultation with the TDA. 

Where an appeal is to be made, information should be presented on a prescribed form (available from the ELC) including:  

· The name and contact address of the candidate or applicant (hereafter called the appellant)
· The school or other organisation at which the appellant works
· The basis for appeal.
The completed form should be signed and dated and addressed to ELC. (The form may be submitted electronically or by post.)

The address for ELC is:

HLTA Programme Leader 

Eastern Leadership Centre
Iconix Park

London Road

Pampisford

Cambridge

CB22 3EG

The email address is:

programmeleader.hlta@elc-cambridge.org and should be copied to 
hlta@elc-cambridge.org
The Appeals Process 

Upon receipt of the appeal form, ELC will acknowledge the application in writing within five working days. 

The appeals process is as detailed below:

The HLTA management team appeals panel will examine the nature of the appeal and how to investigate the matter. This will depend upon the nature of the appeal but will involve working closely with the Programme Leader. A record of the investigation will be kept and passed to the HLTA management team appeals panel. The Appeals Panel will determine what steps should be taken to gather further information.

The decision of the Appeals Panel will be final and in all cases will either: 

a) ratify the original judgement   or

b) overturn the original judgement and request a reassessment.

The Appeals Panel will arrange for the decision to be communicated to the appellant and the Programme Leader
The panel may also make recommendations to the Programme Leader about matters arising from the appeal.

The panel will meet, in normal circumstances, within 30 working days of receipt of the appeal form. Where this timescale cannot be kept, the appellant will be informed and the panel convened as soon as possible after this date.
The appeals panel will consist of:

· A HLTA management team LA representative from an LA other than that in which the appellant works
· A HLTA management team member who is a trained assessor but is not from the LA in which the candidate works
· An ELC Programme Leader other than the HLTA Programme Leader 

The panel will be serviced by the HLTA Programme Leader (HLTA) or her representative.

Within 5 working days of the hearing, the appellant will be informed by letter of the outcome of the appeal and will be provided with reasons for the decision. 

Candidates will be entitled to view documentation from the Appeals Panel at the Eastern Leadership Centre, should they so wish.


