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Appeals Policy and Procedure

Version: 1.07 Last updated: July, 2026 - Next Review: July 2027

Purpose

This document provides guidance on how to submit an appeal to Chase Business
School and explains the process we follow when reviewing appeals.

Introduction

Chase Business School is committed to supporting learners fairly and professionally, in
line with our duty of care. This procedure outlines how we handle appeals in relation to
CMI qualifications.

What Is an Appeal?

An appeal is a formal request to review a decision made by Chase Business School.
Appeals may relate to:

e Assessment decisions
e Decisions about Reasonable Adjustments or Special Consideration
e QOutcomes of complaints

e Decisions in cases of malpractice or maladministration

Who Can Appeal?

Appeals may be submitted by any learner registered on a CMI qualification with Chase
Business School. Learners will have received confirmation of their registration from
both CMI and Chase, along with a learner ID number.
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When to Appeal

An appeal must be submitted within 21 days of being notified of the decision, result, or
outcome in question.

How to Appeal

Appeals must be submitted in writing and include:

e Aclear subject line marked "Appeal"
e A completed copy of the Appeals Form (see below)

e Any relevant supporting documentation, such as emails, assessment feedback,
verification reports, or communication records

You can send your appeal:

By post:

Support Services
Chase Business School
Queensbury House

106 Queens Road
Brighton BN1 3FX

Or by email:
support@chasebusinessschool.com

We will acknowledge receipt of your appeal within 3 working days.

What Happens Next?

Your appeal will be reviewed by a member of the Management Team or a Director. We
aim to respond with a decision within 21 working days. If additional time is required, we
will keep you informed.

If your appeal is successful, we will:
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e Update your learner record and/or assessment result

e Take any additional action required to address the issue

Appeals Form (to be completed by the learner)

Centre name:
Chase Business School

Centre number:
C10443878

Learner name:

Learner ID number (P number):

Appeal against an assessment decision

Batch number:
Qualification and Unit title(s):
Assessment criteria being appealed (if applicable):

Please outline the reason(s) for your appeal:
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Other appeal

If your appeal is not about an assessment decision, please describe the nature of your
appeal (e.g. complaint outcome, reasonable adjustment decision, malpractice
judgement):

Name and signature of person submitting the appeal:

Signed:

Name:

Date:

Note: It is extremely helpful to include supporting evidence such as email trails, records
of communication, assessment feedback, internal verification paperwork, or previous
appeal records. Missing information may delay the outcome.
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