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Coursework and internal assessment - Appeals 

 

1 Policy             
 

This policy outlines the procedure for making an appeal against the following: 

• Internal assessment decisions relating to coursework (centre assessed marks) 

• External assessment decisions (externally assessed mark) 

• The centre’s decision not to support a request or appeal to the awarding body (externally 

assessed marks) 

The policy should be read in conjunction with the College policy GCE non-examination assessment 

(coursework) and Coursework and Internal Assessments - Guidelines 

2 Appeals against internal assessment decisions – centre assessed marks 

2.1 Section 2 of this policy should be read in conjunction with the JCQ publication ‘General Regulations 

for Approved Centres 2021-2022’, section 5.7 which requires that the centre will: 

• ‘have in place and be available for inspection purposes, a written internal appeals procedure 

relating to internal assessment decisions and to ensure that details of this procedure are 

communicated, made widely available and accessible to all candidates’. 

• ‘before submitting marks to the awarding body inform candidates of their centre assessed marks 

and allow a candidate to request a review of the centre’s marking’ 

2.2        Deadlines for Summer 2022 examination series: 

 

 All non-Visual Art 
subjects: 

Visual Art subjects only: 

Deadline for issuing coursework marks to 
students  
 

Friday 29 April Wednesday 18 May 

Deadline for students to request a review 
of marking 
 

Wednesday 4 May 

 

Wednesday 25 May 

Deadline for teacher review of marking and 
candidate informed of the outcome 

Wednesday 11 May 
 

Friday 27 May 
 

Deadline for submission of coursework 
marks to awarding body 
 

Friday 13 May  Tuesday 31 May 
 

 

2.3 The College is committed to ensuring that the marking of coursework and non-examination      

               assessments is done fairly, consistently and in accordance with the awarding body’s specification and   

               subject-specific associated documents. 

 

Candidates’ work will be marked by staff who have appropriate knowledge, understanding and skill, 

and who have been trained in this activity.  The College is committed to ensuring that work produced 

by candidates is authenticated in line with the requirements of the awarding body.  Where a number 
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of subject teachers are involved in marking candidates’ work, internal moderation and standardisation 

will ensure consistency of marking.  

2.4 The College will ensure that candidates are informed of their centre assessed marks so that they may 
request a review of the centre’s marking before marks are submitted to the awarding body. 

 
On being informed of their centre assessed marks, if a candidate believes that the procedures outlined 
above have not been followed, or that the mark scheme has been applied incorrectly, then he/she 
should follow the guidelines below to decide whether to request a review of the centre’s marking. 
He/she must do this within 5 working days of receiving his/her marks. 

 
2.5 The procedure for requesting a review of centre assessed marks is as follows: 

 
1. The college will ensure that candidates are informed of their centre assessed marks so that they   
    may request a review of the centre’s marking before marks are submitted to the awarding body. 

2. Candidates will be informed that they may request copies of materials to assist them in considering 
whether to request a review of the centre’s marking of the assessment. 

3. Subject leaders will, having received a request for copies of materials, promptly make them 
available to the candidate. 

4. The college will provide candidates with sufficient time in order to allow them to review copies of 
materials and reach a decision. 

5. Requests for reviews of marking must be made in writing to the Examinations manager, using the 
online form which can be found on the student portal.  There will be a charge of £25 to cover 
administration and external moderator costs (payable via ParentMail). 

6. The college will allow 5 working days for the review to be carried out, to make any necessary 
changes to marks and to inform the candidate of the outcome, all before the awarding body’s 
deadline. 

7. The review of marking will be carried out by an assessor who has appropriate competence, has had 
no previous involvement in the assessment of that candidate and has no personal interest in the 
review.  

8. This is post-results review of the original marking to ensure that the agreed mark scheme has been 
applied correctly. It is not a re-marking of the candidate’s script. If the review leads to a change in 
the overall mark it should be noted that marks can go up and down. 

9. The college will instruct the reviewer to ensure that the candidate’s mark is consistent with the 
standard set by the centre. 

10. The candidate will be informed in writing of the outcome of the review of the centre’s marking. 
 
 

After candidates’ work has been internally assessed, it is moderated by the awarding body to ensure 

consistency in marking between centres.  The moderation process may lead to mark changes.  This 

process is outside the control of the College and is not covered by this procedure.  
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3 Appeals against external assessment decisions – externally assessed marks 

3.1 Section 3 of this policy should be read in conjunction with the JCQ publication ‘General Regulations 

for   Approved Centres 2021-2022’, section 5.13 which requires the centre to ‘have in place written 

procedures for how it will deal with candidates‘ requests for access to scripts, clerical re-checks, 

reviews of marking, reviews of moderation and appeals to the awarding bodies. Details of these 

procedures must be made widely available and accessible to all candidates. Candidates must be made 

aware of the arrangements for post-results services before they sit any examinations;’ 

3.2 Once results have been issued in August, post-results services are provided by the awarding bodies.  Full 
details of these services, including internal deadlines for requesting a service and fees charged, are provided by 
the Examinations Manager. 

 
3.3 Candidates will also be informed before they sit any exams of the arrangements for post-results services 

and the availability of senior members of centre staff immediately after the publication of results. 
 
3.4 Enquiries about results 
 Awarding bodies offer three levels of post-results service: 

1. Clerical re-check 
2. Review of marking (including a priority service) 
3. Review of moderation (this service is not available to individual candidates)  

 
3.5 Procedure for enquiries about results  

After the publication of results, the candidate can request a clerical re-check or a review of marking.  
1. The candidate should obtain a personalised post-results form in person from the Examinations 

Manager; this form details the options available and the fees applicable 
2. Written candidate consent is required in all cases before a request is submitted to the awarding 

body; the candidate must understand that marks and subject grades can go up and down 
3. Advice and guidance will be offered to support the candidate in making a decision to request a 

post-results service 
4. Where there is concern that a candidate risks losing his/her overall grade, consent must be 

obtained from a senior member of College staff 
5. Where a subject leader raises a concern about a specific student’s result, the candidate may be 

contacted to discuss the possibility of requesting a post-results service 
 
3.6 Following the outcome of a post-results service, an external appeals process is available if the head of 

centre remains dissatisfied with the outcome and believes there are grounds for appeal. The JCQ 
publications ‘Post-Results Services’ and ‘JCQ Appeals Booklet (A guide to the awarding bodies’ 
appeals process)’ will be consulted to determine the acceptable grounds for a preliminary appeal. 

 

4 Appeals against the centre’s decision not to support a request or appeal to the 

awarding body (externally assessed marks) 

4.1 Where the head of centre is satisfied with the outcome of a post-results service or malpractice 
outcome, but the candidate believes there are grounds for a preliminary appeal to the awarding body, 
a further internal appeal may be made to the head of centre. Following this, the head of centre’s 
decision as to whether to proceed with a preliminary appeal will be based upon the acceptable grounds 
as detailed in the JCQ Appeals Booklet 

 
4.2 Candidates or parents/carers are not permitted to make direct representations to an awarding body  
 
4.3 If the candidate is not happy with the centre’s decision, they can request a personal hearing before an 

appeals panel. 
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1. The appeals panel will consist of two members of the college leadership team  
2. The request for a personal hearing must be made within two days of receipt of the written reply to 

the initial request. 
3. The candidate will be given at least two days’ notice of the hearing date. 
4. The candidate may bring a parent/carer to the hearing. 
5. If appropriate, the teacher(s) involved will be present at the hearing.  
6. The Examinations Manager will convey the outcome of an appeal and the reasons for that outcome 

in writing to the candidate.  
7. The college will maintain a written record of all appeals.  

  

5 Further guidance and support 
 
 College policies: 

• GCE non-examination assessment (coursework) 

• Coursework and Internal Assessments - Guidelines 

JCQ publications: 

• ‘General Regulations for Approved Centres 2021-2022’ 

https://www.jcq.org.uk/exams-office/general-regulations 

• ‘Post-Results Services’ 

https://www.jcq.org.uk/exams-office/post-results-services 

• ‘JCQ Appeals Booklet (A guide to the awarding bodies’ appeals process)’ 

https://www.jcq.org.uk/wp-content/uploads/2020/11/JCQ-Appeals-Booklet-2020.pdf  

 

6 Annexes 
 

1. Reviews of marking – centre assessed marks 
2. Reviews of coursework marking – centre assessed marks 

 
 

7 Equality Impact Assessment         
 

The College’s equality, diversity and inclusion policy has been taken into account when considering this 
policy. 

 
 

Date of review Date agreed JCC Governors Review date Comments 

December 2021 January 2022 N/A N/A October 2022  

 
 

 

 

  

 

 

https://www.jcq.org.uk/wp-content/uploads/2020/11/JCQ-Appeals-Booklet-2020.pdf
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Annex A 

Reviews of marking - centre assessed marks  

GCE coursework (non-examination assessments) 

 

King Edward VI college is committed to ensuring that whenever a candidate’s work is assessed this is done 

fairly, consistently and in accordance with the awarding body’s specification and subject-specific associated 

documents. 

Candidates’ work will be marked by staff who have appropriate knowledge, understanding and skill, and who 

have been trained in this activity.  The college is committed to ensuring that work produced by candidates is 

authenticated in line with the requirements of the awarding body.  Where a number of subject teachers are 

involved in marking candidates’ work, internal moderation and standardisation will ensure consistency of 

marking. 

1. The college will ensure that candidates are informed of their centre assessed marks so that they may 
request a review of the centre’s marking before marks are submitted to the awarding body. 

 

2. Candidates will be informed that they may request copies of materials to assist them in considering 
whether to request a review of the centre’s marking of the assessment. 

 

3. Subject leaders will, having received a request for copies of materials, promptly make them available to 
the candidate. 

 

4. The college will provide candidates with sufficient time in order to allow them to review copies of 
materials and reach a decision. 

 

5. Requests for reviews of marking must be made in writing to the Examinations manager, using the online 

form which can be found on the student portal.  There will be a charge of £25 to cover administration 

and external moderator costs (payable via ParentMail). 

 

6. The college will allow sufficient time for the review to be carried out, to make any necessary changes to 
marks and to inform the candidate of the outcome, all before the awarding body’s deadline. 

 

7. The review of marking will be carried out by an assessor who has appropriate competence, has had no 

previous involvement in the assessment of that candidate and has no personal interest in the review.  

 

8. The college will instruct the reviewer to ensure that the candidate’s mark is consistent with the standard 

set by the centre. 

 

9. The candidate will be informed in writing of the outcome of the review of the centre’s marking. 

 

 



6 | P a g e  
Policy Name: Coursework and internal assessment - Appeals 

Author Name: Head of Quality 

Date: December 2021 

Important points to note: 

• The outcome of a review of the centre’s marking will be made known to the head of centre and will be 
logged as a complaint.  A written record will be kept and made available to the awarding body upon 
request.  Should the review of the centre’s marking bring any irregularity in procedures to light, the 
awarding body will be informed immediately. 

• This is a review of the original marking to ensure that the agreed mark scheme has been applied correctly. 
It is not a re-marking of the candidate’s script. If the review leads to a change in the overall mark it should 
be noted that marks can go up and down. 

 

After candidates’ work has been internally assessed, it is moderated by the awarding body to ensure 

consistency in marking between centres.  The moderation process may lead to mark changes.  This process is 

outside the control of King Edward’s college and is not covered by this procedure.  
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Annex B 

Reviews of NEA marking – centre assessed marks 

Timeline 2021-22 

PLEASE NOTE: PRECISE NEA AND EXAM ARRANGEMENTS ARE CURRENTLY THE SUBJECT OF AN OFQUAL 

CONSULTATION. FINAL SUBMISSION DATES HAVE NOT YET BEEN CONFIRMED 

 

Date:  Action: 

 

Thursday 7 April  
 

 Deadline for submission of all internally assessed NEA 

(individual departments could set an earlier deadline) 

 

Monday 11 April 
 

 Easter holidays commence 
 

 

Monday 25 April 
 

 Start of term 
 

 

Friday 29 April 
 

 Deadline for issuing NEA marks to students 
 

 

Wednesday 4 May 
 

 Deadline for students to request a review of marking 

(to be made in writing to the Examinations Manager) 
 

 

Wednesday 11 May 

12pm  

 Deadline for teacher review of marking and candidate 

informed of the outcome 
 

 

Friday 13 May 4pm   Deadline for submission of NEA marks to awarding 

body (Estimated date based on previous years) 

 

 

Tuesday 31 May 
 

 Visual Art subjects only: deadline for submission of 

coursework marks to awarding body 
(Estimated date based on previous years) 
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Reviews of NEA marking – centre assessed marks 

Timeline 2021-22 

VISUAL ART SUBJECTS ONLY 

 
PLEASE NOTE: PRECISE NEA AND EXAM ARRANGEMENTS ARE CURRENTLY THE SUBJECT OF AN OFQUAL 

CONSULTATION. FINAL SUBMISSION DATES HAVE NOT YET BEEN CONFIRMED 

 

Date:  Action: 

 

Monday 11 April 
 

 Easter holidays commence 
 

   

Monday 25 April 

 

 Start of term 

 

   

Friday 29 April 
 

 Deadline for submission of visual arts NEA 
 

 

Monday 9 May 

to Tuesday 17 May 
 

 Marking and internal moderation of internally assessed 

NEA 
 

 

Wednesday 18 May 
 

 Deadline for issuing NEA marks to students 
 

 

Wednesday 25 May 

12pm 
 

 Deadline for students to request a review of marking 

(to be made in writing to the Examinations Manager) 
 

 

Friday 27 May 12pm 
 

 Deadline for teacher review of marking and candidate 

informed of the outcome 
 

   

Friday 27 May 4pm  College Deadline for submission of NEA marks to 

awarding body (before half term break)  

 

 

Tuesday 31 May 
 

 Visual Art subjects only: deadline for submission of 

NEA marks to awarding body 
(Estimated date based on previous years) 

 

 


