
 

 

Liquor Studio APP Policy Handbook 

Liquor Studio have been certified as a WSET Awards APP (Approved Programme 
Provider). As a regulated awarding organisation, Liquor Studio is committed to upholding 
the integrity of WSET Awards qualifications. This document details how Liquor Studio will 
manage any issues that may arise during its operations as an APP. 

1. Complaints and Appeals 
2. Conflict of Interest 
3. Equality & Diversity 
4. Privacy and Data Protection 
5. Reasonable Adjustments 
6. Special Consideration 
7. Malpractice and Maladministation 
8. Cancellations and Refunds 
9. Examinations & Results 
10. Lost Grades and Certificates 

 

Complaints & Appeals 
Scope of Policy 

The scope of this policy is to ensure that there is a clear route for any parties that may wish to 
lodge a complaint against the APP and/or its staff to do so. The policy also ensures that there is 
protection for the APP and/or its staff during the complaints procedure. 

Procedure 

All complaints should be sent via email or in writing to the main contact of the APP – Ben 
Martin; wsetcomplaints@liquorstudioleeds.co.uk 

Complaints can be made at any time and we guarantee that no prejudice will be taken against 
any complaint.  

The Complainant should provide their Name; Address; Contact Details & the details of the 
incident they wish to complain about. This should include: 

• The incident date 
• The location that the incident took place (APP; External Site; etc.) 
• The name of the instructor(s) present on that course date or at the time the incident 

took place 
• Details of the incident  
• Any actions that were taken at the time the incident took place to resolve the issue.  

In the event of a complaint being made against the main contact, the complaint will be dealt 
with by another member of the APP team to ensure that there is no conflict of interest at any 
time and that the complainant be dealt with fairly. 
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An acknowledgement of complaint receipt can be expected within 5 working days of the 
complaint being received by the APP and a response to the complaint within 15 working days. 
Whilst a response will be returned within 15 days, investigating the complaint may take longer. 
During this time the complainant will be kept up to date regarding the investigation.  

In the event of a solution being provided by the APP that does not satisfy the complainant, an 
appeal must be made within 10 working days from the initial offered solution to the complaint. 
The appeal must be made in writing/by email and must detail why the initial solution does not 
satisfy the complaint and what the complainant feels would satisfy the complaint. The 
complaint will then be passed onto a Liquor Studio Director who will try to further resolve the 
case. 

If no solution can be reached between the APP & the complainant, the student will be 
provided with the details for the Quality Assurance team at WSET Global: qa@wsetglobal.com 
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Conflict of Interest Policy 
Liquor Studio is required to identify, monitor & manage actual, potential & perceived Conflicts 
of Interest. This is essential to protect the integrity of WSET qualifications and promote 
confidence in the WSET Awards processes and the Liquor Studio APP.  

This document defines a conflict of interest and describes these in context of working with 
WSET Awards. This also identifies those conflicts of interest that can be managed and are 
therefore acceptable and those that cannot be managed and are therefore unacceptable. 
Examples are provided.  

Policy Scope 

This policy applies to all staff members employed by Liquor Studio and any individuals that act 
on behalf of WSET Awards.  

Definition of Conflict of Interest  

A Conflict of Interest exists where an individual has interests or loyalties that could adversely 
influence their judgement, objectivity or loyalty to WSET Awards when conducting activities 
associated with WSET qualifications.  

Examples of Conflicts of Interest in the context of an awarding organisation include:  

• The undertaking of any moderation of assessment of student by an individual who 
has a personal interest in the result of the assessment for any or all individuals 
concerned;  

• The tutoring of students by an individual involved in the assessment process;  
• The undertaking of a WSET qualification by any individual employed by an 

Approved Program Provider;  
• The undertaking of a WSET qualification by any individual employed by WSET 

Awards;  
• The invigilation of a WSET assessment by any individual involved in the delivery of 

training leading to the assessment;  
• The coaching of students by any individual involved in the assessment of student 

scripts or the authoring of examination questions; 
• The employment by an APP of individuals engaged in the delivery of taught 

programmes or in the role of Internal Assessor in another APP;  
• The investigation of a non-compliance incident by someone who is unable to act 

impartially. 

Some of these Conflicts of Interest can be managed and are therefore acceptable. For 
example, the marking of WSET Level 3 tasting assessments by Internal Assessors is verified by 
WSET Awards to mitigate the risk of a Conflict of Interest. Similarly, where an employee of the 
WSET or one of its APPs undertakes a WSET qualification, measures can be put in place to 
maintain the integrity of the assessment, provided this has been notified to WSET Awards in 
advance.  



 

 

Some Conflicts of Interest cannot be managed and are not acceptable. For example, it would 
be inappropriate for an individual involved in the authoring of examination questions or the 
compilation of examination papers to teach or coach students. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

Identification of Conflicts of Interest 

Any individual involved in the delivery of WSET qualifications who becomes aware of a Conflict 
of Interest must inform the Head of Quality and Compliance (HOQC) in writing immediately. 
Conflict of Interest declarations will be recorded by WSET Awards on the Conflicts of Interest 
Register. 

Please note that any APP who fails to declare a Conflict of Interest may be in breach of its 
terms of approval and sanctions may be applied in accordance with the Malpractice and 
Maladministration Policy. Where a Conflict of Interest is identified by WSET Awards rather 
than the individual(s) concerned, the HOQC will take steps to mitigate the effect of the 
Conflict of Interest and may apply sanctions to an APP in accordance with the Malpractice and 
Maladministration Policy. 

Management of Conflicts of Interest  

WSET Awards has procedures in place to manage specific Conflicts of Interest. These include 
the exclusive involvement of WSET Awards staff in the creation of all assessment materials, 
moderation of all internal assessments conducted by APPs and moderation of all written 
examinations not marked by optical mark readers. Other Conflicts of Interest will be managed 
on a case-by-case basis. The HOQC has responsibility for the management of Conflicts of 
Interest relating to the work of WSET Awards. The members of the WSET Senior Management 
Group have responsibility for the management of conflicts of interest relating to functions of 
the Wine and Spirit Education Trust’s functions. The HOQC will consult with the Director to 
agree how to mitigate any Conflict of Interest. The Director will decide when and how Conflicts 
of Interest and the steps taken to mitigate them should be escalated within the Wine & Spirit 
Education Trust, to the Board of Trustees or to the Regulator. 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

Equality & Diversity Policy 
Liquor Studio believes that equality & diversity should be at the core of our business. As part of 
our code of conduct, we have implemented a diversity & equality policy that ensures our APP 
is open to students of any and all backgrounds, free of bias and/or prejudice.  

Liquor Studio APP ensures equality of opportunity for students through:  

• Promoting & ensuring open access to WSET qualifications (whilst ensuring that the 
legal minimum age for consumption & purchase of alcohol is followed alongside 
assessment competence standards); 

• Ensuring that the format and content of all specifications, examinations and other 
WSET Awards materials do not discriminate unlawfully against anyone on the 
grounds of disability, age, marriage and civil partnership, gender reassignment, 
pregnancy and maternity, race, religion or belief, sex and sexual orientation (having 
regard to the legal minimum age for the retail purchase of alcohol and assessment 
competence standards);  

• Allowing students with special educational needs, disabilities or temporary injuries 
to access WSET assessments without changing the demands of the assessment in 
line with our Reasonable Adjustment and Special Consideration policies;  

• Ensuring that this policy is considered during the development of new 
qualifications and other WSET Awards projects;  

• To have a diversity and equality policy in place which promotes open access to 
WSET qualifications;  

• Collating and monitoring data on candidate age, gender, ethnicity and access 
arrangements, which are reportable in a non-attributable format;  

• Inviting feedback on diversity issues from students and other stakeholders;  
• Working with relevant organisations as appropriate to develop measures to identify 

and prevent inequality of opportunity; and  
• Reviewing this policy regularly to ensure it continues to meet legislative and 

organisational requirements and is fit for purpose.  
 

Liquor Studio assures equality of opportunity by considering applications from any 
organisation or individual who can demonstrate that they meet our approval criteria. We do 
not give any one provider exclusivity to offer our qualifications in a defined territory or region. 

 

 

 

 

 

 



 

 

Privacy Policy 
The scope of this policy is to ensure that Liquor Studio protects the data provided by our 
students. 

At Liquor Studio, we require your personal data in order to book you onto your WSET course. 
We require: 

• Name 
• Date of Birth 
• Address 
• Contact No. 

This data is required in order to register you for your course alongside providing you with any 
information or updates in relation to your course. In the case of WSET, we may need to post 
course materials to you in advance of the course start date and therefore we will need to share 
this data with WSET. 

This data will be stored securely for reference however you can request its deletion by contact 
us at any time.  

Data Collection 

Data is provided by you when you book onto your WSET. 

Our systems may collect information or personal data indirectly from you via Cookies on the 
website.  

Sharing your personal data with WSET 

So that we can provide the WSET courses, we must share some of your personal data in order 
to process your qualification. This information is provided to WSET in a secure manner. 

We are also required to co-operate with regulators (like the Information Commissioners 
Office) and law enforcement agencies (like the police or the Serious Fraud Office). Although it 
does not happen often, regulators and law enforcement agencies can require us to share 
information with them as part of an investigation, and this may include your personal data. 

Your Rights 

You have a number of individual rights relating to the processing and storage of your personal 
data. They are as follows: 

• The right to be informed 

• The right of access 

• The right to rectification 

• The right to erasure 

• The right to restrict processing 

• The right to data portability 

https://ico.org.uk/
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• The right to object 

• Rights in relation to automated decision making and profiling 

Further information can be found at the Information Commissioner’s Office website. 

Information Access & Erasure 

Please email wset@liquorstudioleeds.co.uk or write to us at Liquor Studio, 156 Briggate, Leeds, 
LS1 6LY should you wish to: 

Request a copy of the information that we hold on you. 

Request that we delete the information that we hold on you. 

GDPR 

In order to ensure we comply with EU guidelines for General Data Protection Regulation 
(GDPR), we will need: 

• your permission to collect and store your data; 
• to provide extra security for storing your data; 
• to report any data breaches to you at the time of the occurrence. 
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Reasonable Adjustment 
Liquor Studio seeks to assess all students in a way that ensures no student is on an uneven 
playing field over other students, providing no advantages or disadvantages to candidates.  

Reasonable adjustment in an action that helps to reduce the impact of a disability or difficulty 
that places students at any disadvantage during WSET assessments. Reasonable adjustments 
are approved by WSET Awards and must be put in place prior to any assessment activities 
taking place. This constitutes an arrangement to provide the student with access to the 
qualification. The use of a reasonable adjustment is not taken into consideration during the 
assessment of a student’s work.  

Policy Scope 

Reasonable adjustments must not provide unfair advantage over other students that have had 
no reasonable adjustments put in place. The adjustments must not affect the reliability and 
validity of the assessment outcomes as detailed in the applicable specification. 

Reasonable adjustments may consist of: 

• Changing the standard assessment arrangements eg: allowing students extra time to 
complete the assessment activity; 

• Providing materials in large text formats or with reading aids; 
• Providing access facilitators during assessments such as a sign language interpreter or 

a reader; 
• Re-organising the assessment room through the removal of visual stimuli for an autistic 

student. 

Reasonable Adjustment Application 

In order to ensure students have access to reasonable adjustments, at the enrolment stage the 
APP should be made aware of any special needs or requirements for the examination. The APP 
must submit a Reasonable Adjustment Application Form to WSET Awards at least four weeks 
prior to the examination date for all WSET Qualification at Levels 1-3. Supporting evidence 
must be provided by the student to the APP to compliment the completed form. 

The specific adjustments for the examination or marking will be agreed in each individual case 
between Liquor Studio APP Examinations Officer and WSET Awards and will vary case to case. 
WSET Awards reserves the right to seek the advice of independent agencies as appropriate in 
coming to a decision on specific arrangements. Liquor Studio APP cannot offer reasonable 
adjustments to any students until this has been agreed with WSET Awards. 

Students and their advisors should be aware that it is not appropriate to make requests for 
reasonable adjustments where the student’s difficulty directly affects performance in the 
attributes that are the focus of the assessment. 

Liquor Studio APP will keep all records of reasonable adjustment applications. 

 

 



 

 

Special Consideration 
Special consideration is an action taken retrospectively after an assessment to allow students 
that have been disadvantaged by a temporary illness, injury, indisposition or adverse 
circumstances at the time of their assessment to demonstrate attainment.  

Policy Scope 

Special consideration will not provide an unfair advantage over other students who do not 
have special consideration applied. It will also not alter the demands of the qualification as 
detailed in the applicable specification. 

A student may be eligible for special consideration if: 

• Assessment performance is impacted by circumstances beyond the control of all 
parties. This can include recent illnesses, accident, bereavement or exam room 
conditions; 

• Alternative assessment arrangements that were agreed in advance of the assessment 
proved inadequate or inappropriate; 

• The application of a special consideration does not mislead the user of the certificate as 
to the student’s attainment.  

WSET Awards do not offer Aegrotat awards and all assessment requirements must be met 
in order to attain a WSET Qualification.  

Special Consideration Application 

Liquor Studio APP must submit a Special Consideration Application Form to WSET awards 
within 7 working days of the assessment date for which special consideration is being sought. 
Eligibility will only be considered if accompanied by supporting independent documentation. 

In the case of students that have experienced a circumstance and only notified the APP upon 
the return of WSET results, this would likely fall out of the 7 working day window and can 
therefore not be considered.  

In the case of serious disruption during the examination out of the APP’s control, the 
examinations officer must submit a detailed report of the circumstances and the students that 
were affected to WSET Awards. This will then be returned with the completed examination 
papers. 

The Liquor Studio APP will keep all records of application for special consideration.  

 

 

 

 

 

 



 

 

Malpractice and Maladministration Policy 
The aim of this policy is to protect the interests of Liquor Studio’ students and to safeguard and 
ensure the integrity of WSET qualifications through compliance with Liquor Studio’ 
procedures.  

Maladministration: where non-compliance is accidental rather than intentional. 

Malpractice: where non-compliance is intentional or the result of negligence.  

Malpractice and Maladministration do not always show clear boundaries. Certain incidences 
can fall under both categories rather than a singular one dependent on the context. 
Maladministration can develop into Malpractice dependent on the duration that non-
compliance is allowed to continue for. Malpractice incidents could be maladministration if 
there are extenuating circumstances that lead to the incident.  

Regardless of the situation, if there is any reasonable doubt that malpractice or 
maladministration has taken place, an investigation will be carried out and the category of the 
offence will be determined by WSET Awards.  

Malpractice or maladministration may include: 

• Failure to adhere WE Policies and Procedures; 

• Failure to comply with the APP Code of Conduct; 
• Failure to carry out course or assessment delivery in accordance with WSET Awards 

requirements; 

• Failure to adhere to Wine Educator candidate registration and certification 

procedures; 
• Late student registrations; 

• Fraudulent claim for certificates/fraudulent use of certificates/reproduction or forgery 

of certificates; 

• Withholding of information from Wine Educator which is critical to maintaining the 
rigour of quality assurance; 

• Insecure storage of assessment materials; 

• Submission of false or inaccurate information to gain a qualification; 

• Cheating, including the use of unauthorised devices or materials; 
• Disruptive behaviour in an examination; 

• Plagiarism of any nature by students; 

• Impersonation (including forgery of signatures); 

• Any action likely to lead to an adverse effect; 
• Breach of confidentiality; 

• Failure to a disclose Conflict of Interest; 

• Issue of incorrect exam results/failure to issue results to students in a timely manner; 

• Unauthorised reading/amendment/copying/distribution of exam papers; 



 

 

• Failure to report changes in ownership/personnel/location/facilities; 

• Denial of access to information, documentation, workforce, facilities; 
• Failure to respond to Wine Educator in a timely manner; 

• Failure to return examination papers within the specified timeframe or to follow 

delivery and tracking regulations; 

• Infringement of WSET copyright, trademarks, intellectual property rights and brand 
identity; 

• Use of unqualified and/or unregistered educators or internal assessors; 

• Misleading advertising/publicity 
 

Liquor Studio are committed to uphold the integrity of the WSET qualifications and will notify 
WSET Awards immediately if there are any suspicions or reports that a non-compliance issue 
has occurred. WSET will be notified via email: appadmin@wset.co.uk. 

If such an incidence occurs during a WSET examination, the Examinations Officer will 
immediately notify WSET Awards through the submission of a Notification of Malpractice 
Form.  

It is the responsibility of the Liquor Studio examination officer to ensure that all staff involved in 
the delivery and/or administration of the WSET Programme run it in accordance with the rules, 
regulations and procedures detailed in the APP Hand Book. All educators will need to be 
aware of and comply with this policy. The Examinations Officer agrees to fully co-operate with 
WSET Awards in any investigation of alleged malpractice/maladministration at the APP; 
including the removal and/or suspension of staff from their WSET duties during an 
investigation.  

Candidates, educators and/or invigilators have the right to appeal any decision made against 
them through the Liquor Studio Complaints & Appeals policy.  

All other notifications will be submitted in writing (email) and will include: 

• A detailed account of the circumstances surrounding the suspicions and allegations; 
• Details of any consequent actions or investigations; 

• Any extenuating circumstances (e.g. medical reports); 

• Details of any procedures followed for informing staff/students of consequences of 

malpractice and maladministration; 
• Any unauthorised materials found during assessment; 

• Written statements signed and dated by any individuals involved. 
 

Non-Compliance Management 

If WSET Awards identify malpractice or maladministration, a consideration of the impact the 
incident has had will be taken and sanctions may be applied accordingly. WSET Awards will 
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take all reasonable steps to ensure any students affected by malpractice or maladministration 
through no fault of their own are not disadvantaged. In some cases, it may be necessary to 
disallow or withhold results and/or certificates.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

WSET Refunds 
Full refunds are available up to 4 weeks prior to the course start date.  

Refund requests should be made in writing or emailed to the APP. 

In the case of written requests, these must arrive at the APP no less that 4 weeks prior to the 
course start date.  

In the case of a refund, the cost of the course, minus a £25 administration fee and any course 
materials will be returned if another course date is unsuitable. 

Where circumstances are beyond our control, we reserve the right to reschedule/postpone 
courses with no right to refund.  

WSET Course Transfer 

Transferring to a new course at our APP is possible up to 4 weeks before the course date where 
availability allows.  

Transfer requests must be received via email/writing and will incure a £25 Admin fee. 

Once a course has been transferred, it is no longer eligible for a refund.  

WSET Exams 

Exam dates are fixed for each course and are set by the APP. The exam dates will be made 
available prior to booking the course.  

Exams can be transferred to another date for a £30 admin fee. 

Exam transfer requests must be made in writing/via email and be received by the APP no less 
than 10 days prior to the exam. If exam transfer requests are made less than 10 days prior to the 
exam, the £30 admin fee will be charged alongside the cost of the unused exam paper. 

 

 

 

 

 

 

 

 

 

 



 

 

Examinations & Results 
Examinations will be hosted in the same learning areas that the course uses unless otherwise 
noted in your registration confirmation email. Liquor Studio will provide candidates with a 
Specification to the appropriate course shortly after the confirmation email. This specification 
will also be available to download from the Liquor Studio website.  

Examinations for Level 1 & 2 require students to fill in circles which denote the correct answer 
to the question. The circles must be filled in with precision as examinations are fed through a 
computer for marking.  

Undertaking the Level 3 examinations will require students to write complete sentences 
and/or paragraphs for some answers.  

Section 1 of the Level 3 exam is a theory part of the exam which takes place over 2 hours. 
Students will have one hour to answer 50 multiple-choice questions by filling in circles that 
correspond to the correct answer (as in Level 1 & 2). Candidates then have one hour to 
complete 4 open-ended questions worth 25 marks each.  

Section 2 of the exam is the tasting part of the exam. Students will have 30 minutes to blind 
taste spirits and complete their assessments.  

Exam Papers 

APP educators do not see your examination papers as they are prepared by WSET London 
and mailed directly to the APP. After your exam they are sealed in an envelope and sent back 
to WSET Awards in London for marking.  

If a student fails an examination, the APP will be notified by WSET Awards and the Liquor 
Studio APP will offer the student(s) a resit within one year of sitting the exam. An extra 
examination fee & an instructor fee will be applied to the examination resit.  

Resits need to be booked with wset@liquorstudioleeds.co.uk 
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Lost Grades and/or Replacement of WSET Certificates 
In the case that a candidate requires information regarding previous examinations taken or 
their grades, a request can be made to wset@liquorstudioleeds.co.uk 

Please detail the information required from the APP and expect a response within 5 business 
days. Liquor Studio is required to keep student data for 3 years, beyond which data may be 
deleted from our system. 

In the scenario that Liquor Studio are no longer awarding WSET certificates or Liquor Studio 
have removed your candidate data from our system, you may contact exams@wsetglobal.com 
for past examination results. 

Should you require a new Certificate because you have lost your original or you have changed 
your name, candidate should request a “Replacement Certificate Request Form” from Ben 
Martin at: wset@liquorstudioleeds.co.uk. A replacement fee will be incurred. Please allow 4 
weeks for the turn around of this process. 

As WSET certificates are official documents, they should be treated with the same respect that 
people would treat their Driving License Certificates with ie: 

• If posting on social media, obscure your candidate number and full name; 
• Do not upload scanned images of the certificate online; 
• Do not allow anybody to copy your certificate; 
• Ensure your certificate cannot be copied and/or edited by others; 
• Do not allow others to use your WSET Certificate under any circumstances.  
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