Appeals Proéedure

General principies
The Appeals Procedure ls applied in all cases in a non discriminatory manner.
Appeals are usually anaweraed by trained and experienced staff and are undertaken
according to the wishes of the individual cilents. The operating Instructions of the
clients are adhered to in all cases. No Information regarding appeals is kept on
individual workstation computers. All Information is regardsd as privats and
confidential and is not shared with anyone outsids the organization except relevant
personnel of the respective clients or other recognized authorities or advisors.

Company information relaing to appeals or any aspect of the issue of a Parking
Charge Notice is considsred to be subject to the Data Protaction Act.
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the parking notice reference number

the vehicle registration number

detalls of the parson submitting the appeal
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We do not consider anonymous appeals. :
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Appeal Forms

For convenience, a standard Appeal Form is avallable if required, compistion of
which ensures that all the nacessary information Is supplied. The Appsal Form can
be downloadsd from our website, or it Is avaliable by post. if appeliants wish a copy
posted to them they should telsphone 01582 434512 and leave thelr name, address
and Parking Notice referenca number: An Appsal Form will be posted within 2

work!ng days.

Appulm

All appeals are dealt with in strict chronological order and emails do not receive any
priority over posied appeals.

Appeals must be received by us within 28 days of the date of isaus of ths parking
natice. Appeals received outside of that timescale will not ba considered.



A reply wiil normally be sent within 10 working days of receipt and a further 7 days
should be allowed for delivery. Appeilants should notmumﬂnstam:o!mdr
appeal untii that stated timescale has passed.

if there are queries that require extra investigation and are ikely to resuit in a longer
than normal peried before a reply is mads, an acknowledgement is sent to confirm
that an investigation is underway and the full response will follow In dus coursae.

Clisnt Confidentlality

Where clisnts have requeated that their contact information be confidential, their
wishes will be upheild and Wing Parking will cary out all stages of the Operators
Bppeal process.

First Stage Appeal

1. Al appeals ars logged on the relevant computar system.

2. ‘All information pertaining to the Incident s raviewad — this may include
inspection or contacting of one or more of the following: enforcement
photographs, telephone cal logs, emails from estats managers,
enforcement oparatives, iog of temporary instructions (this is' not a finite st
and from time to ime other reviews may be nacessary).

3. Lstters are prepared according to clients wishes.

4. Coples of ai lettars (Incoming and outgoing) are kapt as scanned computer
files for a periad of 2 years. Paper coples are not stored.

5. A copy of relsvant enforcament photographs may. be sent with raplles if
necessary but wil not be done in all cases. No charge is made for
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coples of photographs far their own purposss, aehamnmaybsmade
according to the pravisions of the Data Protsction Act .

6. If appeals are racsived for clients who camry out their own appeal process,
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contact detalls.

7. If a Stage 1 appesl Is rejected and further appeal Stages are available, the
information on how to do this will be included in the reply.
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Second Staga Appsal

1. Any&hnazappealmumbommudaystQMomjwﬂon
of the Stage 1 appeal.

2. All second stage appsals are loggsd on the relevant computsr system.

3. Any new evidence is reviewad.
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Letters are preparad according to clients wishas. !
Coples of all istters (incoming and outgoing) are kept as scanned computer
files for a period of 2 years. Paper coples are not stored.

if a Stage 2 appsal is rejected and further appeal Stages are avallable, the
information on how to do this will be inciuded in the reply.

if an appeal is upheid and a refund is required, this will be done at the time
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red.

9. Unlese a Stage 3 appeal is specifically requested by Cllents, the Stage 2.
appeal wili be the final part of the Operators Appeal Process.
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POPLA Appeals

Where applicable, after the Operators Appeal process has besn compistad (and this
may inciude Client stages), a further right of appeal to an indspendent Appeals
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Whare the right of appeal to POPLA exists, Information on how to appsal will be
provided at the final rejection Stage of the Operators Appsal pracess.

Discount Period and Appeals

Provided that your appeal is made prior to the expiry of any appiicable discount
period, the charges will be frozen at the discounted amount and if your appeal Is
rejeciad, a further period of 14 days, commencing on the date of the rejection
dacision will be allowed before the discount period aliowing reduced payment
expires. #f you do not appeal until after the expiry of the discount period, then that
discount pariod will not be extended any further and if your appeal is rejected, the full
charge will be due. 3
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Non Rasponse
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as confirmation that the appeal has been upheid. Appellants cannot considsr thair
appeal upheid unless they have spacific written confimation thersof., -

All appeais are replied to and if no reply Is received within the timescales detaiied

above, the appeliant should contact us to obtain a copy of the reply. If the appallant

does not contact us at that ime, not only will the discount period not be extended

any further, there is the chance that if the appeal has not been upheld and the

. Parking Notice remains unpaid, the case may be passed for deht collection or other
legal action, incurring the appeltant in further costs that will not be walved.






