
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 



Academic Regulations 
For CMC accredited Civil & Commercial Foundation Training Courses 

 

What these regulations cover: 

These regulations apply to: 

The practical CMC accredited training course delivered by National Dispute Resolution.  

They apply to all candidates enrolled on the course in addition to and do not supplant the terms and conditions 
found on NDR’s website at the time of booking. 

Purpose of these regulations: 

To ensure that all candidates who undertake our course are provided with the opportunity to train to a level that 
they can;  

 Competently mediate commercial disputes and have sufficient understanding of the role and duties 
of a mediator and therefore engender trust, efficiency and professionalism, and reinforce neutrality 
and confidence.  

Attendance: 

1. The candidate must attend for at least 80% of the training time available and must attend at their scheduled 
exam slot set by NDR during the course.  

2. If a candidate’s attendance is less than 80% then the award may not be made. 
3. Where such attendance does not meet the minimum requirements and good cause is made and accepted 

by NDR or the course tutor at their absolute discretion. Then the candidate may be offered a resit of the 
entire course at the next available opportunity.  

4. Where a candidate does not attend the assessment, then this will be recorded as the candidate having failed 
that assessment and treated in line with the regulations on resits of individual assessments.  

5. Where a candidate has sat the course once and is taking a resit course these regulations do not apply, 
however it is recommended that the candidate take full opportunity to attend the resit course 
 

Assessments: 

6. The course is assessed by way of three examinations;  
a. A multiple-choice exam covering the entire syllabus made available online 
b. A reflective skill log 
c. A one-hour practical roleplay examination 

7. In order to successfully pass the course candidates must pass and complete all three assessments. 
8. The assessments must be passed by 9pm on the last day of the course, notwithstanding additional time 

limits for resit examinations. 
9. Any assessments not completed within this time scale, unless an extension is agreed in writing will be 

deemed as a fail.  
10. An extension of up to 7 days may be granted by the course tutor or the company at their absolute 

discretion.  
11. An extension granted will only be valid if it is in writing. This applies to any extension mentioned in these 

regulations.  
12. Each assessment has its own resit regulations covered in individual sections on those assessments in these 

regulations. 



Theory Assessment: 

13. This assessment consists of 45 multiple choice questions that cover the entire syllabus and the learning 
outcomes for the course  

14. The grade boundaries for the assessments are as follows; 
a. 0-79%: Fail 
b. 80% and over: Pass 

15. The assessment is available online in the candidate’s online course area.  
16. It is the duty of the candidate to raise to the attention of NDR any issues with sitting this exam, if NDR 

are not contacted in advance of 8am on the first day of the course then no alternative arrangements can be 
made.  

17. The exam must be sat in a single sitting and completed within 50 minutes of starting the exam, if the 
internet connection is lost or if the page closed, the exam will be ended and marked to the last question 
completed. 

18. This is an intentional design so as to minimise the opportunities for academic misconduct, there is no 
discretion on the part of any NDR employee or tutor to waive this requirement.  

19. Where a candidate intentionally ends the assessment, or if they leave the assessment early, intentional or 
not, then the exam will be marked at the stage at which the assessment was ended. I.e. if a candidate 
correctly answers 80% of the questions then the assessment will be a pass, if they correctly answered 20% 
at that point, then it will be a fail.  

20. A candidate may resit the theory assessment once, as per the following regulations; 
a. The assessment will be a new ‘paper’ that will be made available only after contacting NDR. 
b. This assessment will be assessed in an identical way to the original with the same regulations 

applying. 
c. The candidate must complete the resit assessment within 10 days of it being made available to 

them.  
d. Where this is not possible the candidate may be granted an extension of up to 21 days at the 

absolute discretion of NDR or the course tutor.  
e. There is only one option to resit the assessment, if the candidate fails the resit assessment then 

the course will be marked as a fail overall.  
21. Where a candidate cannot take the assessment online due to a Specific Learning Disability or similar 

medical reason, then arrangements will be made upon receipt of evidence of the same as a printed paper 
assessment sat in invigilated conditions at a venue of NDR’s choosing and preferably the same venue at 
which the course took place. Evidence of such condition must have been disclosed to NDR before 8am on 
the first day of the course. 

Skills Log Assessment: 

22. The skills log assessment consists of a reflective skills log whereby the candidate is asked to note each skill 
learned and reflect upon their understanding of its usage and their competence in it. Candidates will be 
expected to reflect upon each skill throughout the week. In addition, the candidate must produce a written 
piece reflecting upon their progress over the course of study.  

23. This piece is marked on a pass/fail basis by the course tutor 
24. Where a candidate fails this assessment a resit will be made available on request on the following basis; 

a. The candidate will be asked to submit a fresh piece of work, reflecting upon their skills learned 
over the week and to reflect upon their development as a mediator, self-critiquing their 
competence as a civil and commercial mediator.  

b. This piece must be submitted within 10days of being provided to the candidate 
c. If the candidate either fails to submit or fails the assessment, then the candidate fails the resit 

assessment and the course will be marked as a fail overall.  
d. The resit assessment may be marked by another tutor at NDR other than the course tutor 

 



Practical Assessment: 

25. The practical assessment will be one hour in length 
26. The candidate will be assigned a partner at the start of the course, or during the course, and given a two-

hour time slot.  
27. One candidate will be Candidate A, the other Candidate B.  
28. Each will be given a separate exam.  
29. Candidate A will play the role of a party for Candidate B and vice versa 
30. The other party in the assessment will be played by a course tutor or similar experienced mediator so as 

to standardise performance  
31. The background facts to the exam will be provided on the first day of the course 
32. The assessment will be recorded, and a copy of the recording kept for marking purposes for as long as 

necessary 
33. The assessment will be marked on a pass/fail basis by an examiner other than the course tutor or a tutor 

involved in delivering the course 
34. The assessment will be marked in accordance with the assessment sheet attached as appendix A  
35. The candidate will receive written feedback within 31 days of sitting the assessment 
36. Where a candidate fails the assessment then the course will be marked as a fail overall 
37. There is only one opportunity per course to sit the practical assessment. 

Resit Courses: 

38. A candidate will always be advised by the course tutor on the penultimate day of the course if the tutor 
has concerns about them sitting the practical assessment.  

39. Where a tutor gives such advice to the candidate then the candidate may choose to either resit the course 
at the next available opportunity for free, or may choose at their absolute discretion to sit the assessment.  

40. The tutor will put the advice in section 39 in writing to the candidate in advance of the assessment.  
41. Where a candidate chooses to sit the assessment against the advice of the tutor and fails the assessment 

then no resit course will be offered. However, the candidate may choose to pay for and resit the course 
as a new enrolment and will be entitled to a 50% discount on that place 

42. Where a candidate takes this advice or where a candidate fails the course overall without this advice having 
been given, then they may resit the course for free at the next available opportunity and resit the practical 
assessment then. 

43. Where a candidate has failed the practical assessment but has passed all other assessments then they do not 
need to also pass those assessments a second time on the resit course subject to regulation 44  

44. If the candidate however fails the resit assessment, or if they did not take the advice given in regulation 38 
and has paid for their place on a subsequent course, then they must sit all assessments again as if those 
assessments had never been sat.   

Publication of Results 

45. The result of the theory assessment is available immediately upon completion.  
46. The results of the skills log and practical assessment will be available within 31 days of sitting, this is to 

allow time for invigilation and external marking.  
47. Where a candidate is required to resit the theory assessment then it must be completed prior to the release 

of grades overall. It is important to remember that it is not possible to pass the course without passing the 
theory assessment.  

48. Results will be sent once a candidate has passed the theory module or upon failing the resit theory 
assessment.  

 

 



Appeals: 

49. A candidate may appeal their overall course grade only when there are eligible grounds for doing so as 
specified below. 

50. An appeal must be made within 31 days of the publication of the candidates results 
51. A candidate may bring an appeal outside of this time only where there exists compelling and genuine 

reasons as to why the appeal could not be brought earlier. In any event the maximum time for bringing 
an appeal in any circumstances, is 6 months from the date of the assessment. 

52. An appeal may be made on one of the following grounds; 
a. That there has been a material administrative error or procedural irregularity in the assessment 

process or in putting into effect these regulations of such a nature as to cause a significant doubt 
whether the decision might have been different if the error or irregularity had not occurred 

b. That there is evidence of prejudice or bias or lack of proper assessment on the part of one or 
more of the examiners 

53. An appeal which questions the academic or professional judgement of those charged with the responsibility 
for assessing a candidate’s performance or professional competence will not be permitted.  

54. An appeal may be initiated by putting it in writing either to NDR’s registered office address or by email 
to clerks@ndr-uk.com. Emailed appeals will only be considered received if you have received a 
confirmation email from NDR.  

55. The appeal must state the grounds under which it is brought and the circumstances of the appeal including 
any evidence to support a case.  

56. Once received NDR will appoint a nominated case handler to oversee the appeal, this will be someone 
who has not taught the appealed course nor marked one of the assessments on that course. 

57. Once reviewed the nominated case handler may determine that; 
a. The appeal does not have substance, in which event the candidate will be informed of this in 

writing, normally within 30 working days of the appeal having been received. The candidate will 
be given reasons for the decision.  

b. The appeal has identified relevant matters that were not known to those making the original 
decision or that there has been procedural or administrative errors which might have effected 
that decision or that there was bias or a lack of proper assessment on the part of the assessors. 
The candidate will be notified of this outcome normally within 30 working days of the appeal 
having been received 

58. Where the nominated case handler reaches the conclusion in 57(b) one or more of the following outcomes 
will be given; 

a. Revoke the decision of the original assessor and submit the work for remarking by a different 
external assessor 

b. Revoke the decision of the original assessor and require the candidate to resit that assessment 
with good cause 

c. Revoke the decision of the original assessor and provide the candidate with an opportunity to 
resit the course free of charge at the next available opportunity 

59. Neither the case handler nor any member or NDR may change the result of an assessment from a fail to a 
pass without that work being remarked as per regulation 58 

 

 

 

 

 

 



Award of qualification: 

60. On completion the candidate will be awarded the title of accredited mediator and a certified certificate 
provided to the candidate 

61. This certificate will include that the candidate has passed a CMC accredited course and is a CMC 
accredited mediator 

62. This will be sent to the address provided by the candidate at enrolment unless updated in writing in 
advance of the issuance of the certificate. 

63. A copy of the certificate may be provided on application in writing to NDR registered address however, 
a charge of £25 plus postage will be made which must be paid in advance  

64. Where a candidate passes the online but not the practical assessment then they may at NDR’s discretion 
be issued with a certificate stating that they have passed NDR’s online mediation course. This will not be 
accredited by the CMC. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Assessment Sheet 

Candidate Name: Exam Date: 

Candidate No: Course Tutor: 

 

1. An appropriate and safe environment is set by the mediator which is conducive to problem-solving and 
conflict-resolution 

 

2. The role of Mediator is fully and properly articulated 

 

3. The principles of confidentiality, neutrality and facilitation can be evidenced 

 

4. Trust and rapport are established 

 

5. Necessary skills to explore issues, interests and options are applied 

 

6. The ability to manage the parties and the process are clear 

 

 

General Comments and Feedback  

 

 

Outcome  

Assessor  

 

Date: Signed: 

 

 

 

 

7. The ability to advance resolution through the application of negotiation and communication skills can be 
seen. 

 

8. Proper consideration of ethical issues is given as they arise. 

 


