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This policy is intended for centres providing AIM Qualifications who wish to make an enquiry about 
an assessment result or appeal an AIM decision. It is also for learners who are registered on or who 
have completed an AIM qualification with an AIM recognised centre. It sets out to explain the steps 
you need to go through if you wish to question a decision AIM have made.

About us
AIM is a national and international awarding organisation, offering a large number of regulated 
qualifications at different levels and in a wide range of subject areas. Our qualifications are flexible 
enough to be delivered in a range of settings, from small providers to large colleges and in the 
workplace. We are also licensed by the Quality Assurance Agency (QAA) to approve and certificate 
Access to Higher Education Diplomas. We pride ourselves on offering the best possible customer 
service and are always on hand to help if you have any questions. Our organisational structure and 
business processes enable us to be able to respond quickly to the needs of customers to develop 
new products that meet their specific needs.
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Enquires and appeals

We aim to ensure that all decisions we make are fair, consistent, and based on valid judgments. 
However, we recognise that centres or learners may wish to enquire about or appeal a decision, 
which may relate to:

 ▪ late registration charges

 ▪ an external assessment result

 ▪ an external assessment task

 ▪ an application to offer a qualification

 ▪ an application for centre recognition

 ▪ the contents and/or findings of a centre monitoring activity

 ▪ the contents and/or findings of an investigation

 ▪ a request to make reasonable adjustments

 ▪ a request to allow special considerations

 ▪ the application of a sanction

 ▪ the response to a complaint

 ▪ an internal assessment decision at a recognised centre (we will only consider appeals against 
these once the centre’s own appeals process has been exhausted)
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Enquiries about AIM external  
assessment
Introduction to enquiries
The AIM Results Enquiry Service is available for centres who wish to enquire about published 
qualification assessment results, normally in cases where the results vary considerably from 
those expected.

An enquiry may be made on behalf of one or more than one learner and is a formal written request 
from the centre to AIM for a review of the assessment decision relating to qualifications. This may 
take the form of a request for one of the following:

1. Performance Report 
Provides a breakdown of the marks awarded in an assessment.

2. Clerical check of marking (applies to non-MCQ assessments only)
A check to ensure that: 

 ▪ all pages have been marked

 ▪ all marks have been counted

 ▪ the result matches the marks on the paper

3. Assessment re-mark (applies to non-MCQ assessments only)
This service allows you to request a re-mark of your learner(s) assessment. The request 
must be accompanied by the written permission of the learner(s) for the centre to 
make the request.

The service:
 ▪ includes a clerical check

 ▪ involves a second examiner reviewing the paper to identify genuine errors or 
unreasonable marking
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To ensure that the enquiry can be dealt with as soon as possible, it is important to adhere to 
the timescales for submission set out in the process below. A fixed fee is charged for the service 
requested, which is refundable if the outcome of the assessment is changed because of the enquiry 
(not applicable to 1. Performance Report). Where the outcome of an enquiry brings into question 
the accuracy of other results, we will take all reasonable steps to protect the interests of all learners 
who are affected.

Enquiries process

1. Centre submits Enquiry about results: application form (this can be found on our website) 
within 25 working days of results being issued to AIM with full details of the enquiry, 
accompanied by all supporting documentation and the written permission of each learner 
involved (if applicable).

2. AIM acknowledges receipt within five working days from receiving a request.

3. AIM undertakes the relevant action and notifies the designated centre contact within  
10 working days from receipt of the enquiry. If for any reason these timescales cannot be 
achieved, AIM will inform the centre contact of the anticipated timescale.

4. A written report is sent and provides details of any recommendations as well as the 
decision (if relevant).

Possible outcomes of the enquiry are:

 9 no change 

 9 a change to the results which may be either higher or lower than previously issued

 9 we will amend learner records accordingly

If you or the learner(s) are not satisfied with the outcome of the enquiry, an appeal may be 
submitted in line with the AIM appeals procedures (see section 3 and  section 4).

Fees and charges 
Details of the fees for each of these services can be found in our fees and charges booklet which 
is available on the AIM website. If the outcome of a re-mark results in a grade increase, the fee 
will be refunded.
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Flowchart – Enquiry about results

Centre submits enquiry about results 
application form to AIM
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Report completed within  
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Re-mark

Re-mark completed within  
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AIM notifies centre  
of outcome

End of process Proceed to appeal

AIM notifies centre  
of outcome 

Clerical check

Check completed within  
10 working days

Centre satisfied?

NoYes

4Back to Contents



Appeals
Introduction to appeals from centres
If you disagree with a decision we have reached and believe we have not followed procedures 
consistently, or that procedures were not followed properly and fairly, you are able to 
submit an appeal.

All appeals are heard by an Appeals Panel of at least three members including AIM staff and 
an independent person (educational or subject expert) who is not an employee of AIM, a 
contractor working for it, or otherwise connected to it, and has no personal interest in the 
decision being applied.

In cases of an appeal against an external assessment decision, the panel will involve the Principal 
Examiner and a member of AIM staff (who are independent from the initial assessment decision).

Centres wishing to appeal on behalf of learners must obtain the written permission of the learner(s) 
concerned and advise the learner(s) that grades/results can go up or down following investigation.

Centre appeals process

1. Submit the completed appeal form (this can be found on our website) within 25 days of  
receipt of the decision.

 ▪ All sections of the form must be completed, and all supporting information included. An 
incomplete application will be returned to the centre for completion before it is processed 
by AIM, and as such could delay the process.

2. AIM will acknowledge the appeal and indicate within five working days of receiving the appeal 
request if it can be progressed.

3. In the event it does move forward, AIM undertakes to report its findings and decision to the 
appellant within 10 working days of notification to progress the appeal.

4. It may be that we will seek any further information and documentation required from the 
appellant and any other parties to progress the appeal. In this case AIM will request this 
information within the five working days of receiving the appeal, with the appellant having a 
further 10 working days to provide that information.

Section 3
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5. AIM will hold a panel to discuss the information provided.

6. AIM will report its findings and decision to the appellant within 10 working days of receiving 
this information. The decision will be:

 ▪ Appeal upheld – evidence demonstrated procedures had not been applied properly, fairly 
or consistently.

 ▪ Appeal partially upheld – evidence demonstrated that whilst some procedures had been 
applied properly, fairly and consistently there were other failings identified.

 ▪ Appeal declined – evidence demonstrated procedures had been applied properly, fairly 
and consistently.

7. The appellant will be invited to comment on the factual accuracy of this finding and may 
challenge any decision through submission of further information within 10 working days.

8. AIM will issue a final decision within 10 working days of receipt of any  
comment/further information.

If the appeal is upheld AIM will: 

 ▪ issue the new results and certification

 ▪ identify any other learner who has been affected by the failure

 ▪ update all related records held by AIM

 ▪ review related policies and procedures and take remedial action to prevent or mitigate a 
recurrence of the circumstances giving rise to the appeal

 ▪ recall and review any other decisions which may be affected by the outcome of such an appeal

 ▪ correct or, where it cannot be corrected, mitigate as far as possible the effect of the failure, and 
ensure that the failure does not recur in the future
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Introduction to appeals from learners
Centres offering qualifications are required to have their own appeal policies and procedures in 
place, and we expect that all learners are informed of these upon enrolment. These procedures 
must be fully exhausted prior to any appeal to AIM.

All appeals are heard by an Appeals Panel of at least three members including AIM staff and 
an independent person (educational or subject expert) who is not an employee of AIM, a 
contractor working for it, or otherwise connected to it and has no personal interest in the 
decision being applied.

Process of appeal
If you have exhausted the centre’s appeals procedure without resolution and wish to escalate your 
concerns to us, please follow the process outlined below:

1. Email your appeal to enquiries@aim-group.org.uk. 
Your email should include:

 ▪ your name and date of birth – so we can find your learner record on our system

 ▪ your contact details

 ▪ the centre your appeal relates to

 ▪ the AIM qualification your appeal relates to

 ▪ the decision you are appealing along with pertinent dates

 ▪ documentary evidence showing that you have exhausted the centre’s appeals procedure

 ▪ your appeal with supporting documentary evidence

 ▪ your desired outcome

2. AIM will acknowledge the appeal and indicate within five working days of receiving the appeal 
request, if it can be progressed.

Appeals from learners

Please note: AIM does not arbitrate in cases of dispute between learners and centres.

Section 4
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3. In the event it does move forward, AIM undertakes to report its findings and decision to the 
appellant within 10 working days of notification to progress the appeal.

 ▪ It may be that we will seek any further information and documentation required from the 
appellant and any other parties to progress the appeal. In this case, AIM will request this 
information within the five working days of receiving the appeal, with the appellant having 
a further 10 working days to provide that information.

4. AIM will hold a panel to discuss the appeal. 

5. AIM will report its findings and decision to the appellant within 10 working days of receiving 
this information. The decision will be:

 ▪ Appeal upheld – evidence demonstrated procedures had not been applied properly, fairly, 
or consistently.

 ▪ Appeal partially upheld – evidence demonstrated that whilst some procedures had been 
applied properly, fairly, and consistently there were other failings identified.

 ▪ Appeal declined – evidence demonstrated procedures had been applied properly, fairly, 
and consistently.

6. The appellant will be invited to comment on the factual accuracy of this finding and may 
challenge any decision through submission of further information within 10 working days.

7. AIM will review any further information and issue a final decision within 10 working days of 
receipt of any comment/further information.

If the appeal is upheld AIM will: 

 9 set an action plan for the centre to

 ▪ take remedial action in the case of the appellant and any other learners affected

 ▪ prevent or mitigate a recurrence of the circumstances giving rise to the appeal
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Flowchart – Appeals

Centre/Learner 
wishes to appeal 
an AIM decision

End of 
process

Centre appeals 
process followed
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9Back to Contents



Monitoring of appeals
Details of all appeals are reported to our Board of Trustees for monitoring and review purposes.

Any appeals found to have had (or any that could potentially have) an adverse effect will be 
reported to our regulators. 
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AIM Qualifications and Assessment Group
3 Pride Point Drive

Pride Park
Derby

DE24 8BX

+44 (0)1332 341822

enquiries@aim-group.org.uk

www.aim-group.org.uk

https://www.facebook.com/aimqag
https://www.linkedin.com/company/aim-qag
https://twitter.com/AIM_qag
tel:01332341822
mailto:enquiries%40aim-group.org.uk?subject=
https://www.aim-group.org.uk/
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