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This policy sets out the process for internal and external appeals against controlled
assessment, coursework marking and externally assessed units.

1

The policy contains a section below referring to the extraordinary circumstances
following the Summer 2021 examination results and follows DfE guidance on Appeals
and sitting Examinations in the Autumn series. This section will be updated
accordingly as and when new information becomes available and isn’t subject to
annual review.

Autumn Exam 2021 arrangements – Guidance from DfE
Following the cancellation of 2020 to 2021 academic year summer exams, students received
their TAG’s (Teacher Assessed Grades)
These summer grades are formal grades, with the same status as grades awarded in any
other year, and the vast majority of students are able to use them to move on to their next
steps.
For those students unhappy with their summer grade or if they need any improved result to
move onto the next stage of their education there is opportunity to sit exams in Autumn
2021.

Responsibility for entering students for Autumn 2021 exams
Cleeve Park will enter any student who had been entered for the Summer 2021 series into
the Autumn 2021 exams if they express an interest in doing so.
This will follow an internal process of discussion with teachers, senior leaders and
parents/carers.
Students/Parents/Carers will email their request to results@cleevepark-tkat.org,
Confirmation of the student’s place on the exam will be made following the deadline for entry
08 09 21 (A Levels) and 04 10 21 (GCSE)
There will be no additional fees for entry into the Autumn 2021 exams for students entered
into the Summer 2021 series.
For Students who are required to continue to study Maths or English the school or college
where the student is on roll from September will be responsible for entering them for the
qualifications, as they usually are.
Appeals for Summer 2021 results
Students wishing to appeal their Summer 2021 results will in the first instance inform their
teacher/member of SLT who will discuss this with the Student/Parent/Carer. If students wish
to move onto a formal stage they will complete a Stage 1 Centre Review form and following
an internal investigation, will be sent the Centre response. Students who are unhappy with
the review are able to appeal to the relevant awarding bodies (Exam Boards) via a Stage 2
review form. Students will be directed to the relevant link(s). The deadline for Appeals is
17th September 2021.
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Process Internal and External Appeals – standard policy

All BTEC, GCSE and GCE courses will include elements of work which will be assessed
through coursework, NEA (Non-Exam Assessment), or one or more controlled assessments.
These units of work may be assessed in two ways:
Internally: Centre-assessed work that is marked in school and moderated by the
Examination Board.
Cleeve Park School is committed to ensuring that when staff assess students’ work for
external qualification this is done fairly, consistently and in accordance with the specification
for the qualification concerned. Assessments are conducted by staff who have appropriate
knowledge, understanding and skills, and who have been trained in this activity. The school
is committed to ensuring that assessment evidence provided by students is produced and
authenticated according to the requirements of the relevant specifications for each subject.
Where a set of work is divided between staff, internal moderation and standardisation will
take place to ensure consistency.
Externally: by a moderator appointed by the awarding body. In these cases, the subject
teacher will play no part in assessing the work.
It is particularly important to understand the marking criteria and procedures used for each
controlled assessment, NEA or coursework unit should it be decided to appeal against the
way in which work has been assessed.
Internal Policy for marking Centre Assessed Work
Subject teachers will provide students with details of all internally set dates on which
controlled assessments are to be taken or by which coursework units have to be completed.
Students should be aware that failure to attend a controlled assessment or complete a piece
of coursework by the deadline will result in no marks being awarded. Whenever possible,
any student missing an assessment should see the subject teacher as soon as possible to
arrange an alternative time to complete the work. It may not always be possible to arrange
this for those controlled assessments which are set with a high degree of control.
Subject teachers will ensure that all NEA, controlled assessments or coursework units which
are marked by centre staff are subject to internal moderation. Subject teachers must have
agreed the marking procedures with colleagues and discussed all marked work to ensure
consistent marking standards have been applied to all students taking the assessment
regardless of which member of staff marks the work.
Once marking has been completed, the awarding body will ask the centre to send all or a
sample of the marked work for further moderation. In this way a student’s work may be
assessed three times to ensure all marking is accurate, fair and consistent.
Marks will be issued to students once internal moderation has taken place. This is the first
possible time when a student can make a formal appeal against the method of marking of
their work. This is Stage One. An appeal can only be made at this time on the basis that
when marks are released, the student is aware that they remain subject to external
moderation and therefore, may be raised or lowered as a result of the appeal.
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Externally Assessed Work
Final results for all externally assessed units along with internally assessed units will be
made known on results day. This is Stage Two.
Appeals Procedures
There are two occasions when students can raise concerns which may or may not result in
an appeal, at Stage One and Stage Two above. At Stage One students should follow
Procedure A, given below, and at Stage Two, the concern will be treated as an Enquiry
About Results and follow procedure B.
Students may also wish to raise an Enquiry about Results for any mark awarded following
the release of results on results day. Procedure B should be followed in these cases. It is
advisable to discuss the matter with the subject teacher before requesting an Enquiry about
Results. Any queries or questions should be discussed with the Exams and Data Manager
should you require any further information or clarification of these procedures.
Internal Appeals (Procedure A)
●

Enquiries about coursework and controlled assessments marks should initially be
addressed to the subject teacher.

●

As soon as reasonably practicable, the teacher responsible for marking will provide the
student with details of the marks awarded and explain the current status of the piece of
work ie. whether marking/internal moderation is complete. In accordance with normal
teaching practice, the teacher will discuss with the student the reasons for the awarding
of a particular mark if Examination Board regulations allow this.

●

Additional information about the work eg. comments recorded about it by the teacher,
comments from internal moderation, any correspondence with the Examination Board
about the piece of work, etc are available to the student where this does not contravene
Examination Board regulations.

●

If at this point, the student is not satisfied that the piece of work has been marked fairly
and in accordance with the instructions of the Examination Board, a formal appeal in
writing may be made to the Exams Officer and the work will be re-marked by an
appropriate member of staff. The deadline for internal appeals is seven working days
after the student is given their final mark. The student and parents must be aware that
the appeal may result in the mark staying the same, going up or going down. If the
re-mark results in a different mark there should be a dialogue between the two teachers
involved and a final mark agreed. If the teachers cannot agree then an appropriate third
party (eg. the Head of Faculty) will arbitrate.

●

If the teacher has doubts about authenticating a piece of work, these will be raised with
the student at the earliest opportunity. The student will be given a chance to remove
material that cannot be authenticated or to undertake an alternative task if this is
practical. No work that is unable to be authenticated can be used. The Exams Officer
and parents will be informed in all cases where work cannot be authenticated. If
malpractice is suspected whilst the controlled assessment or NEA is occurring, then it
should be investigated immediately and if necessary the Exams Officer called for.

●

The students and parents should be informed of the result of the appeal within five
working days.
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●

Should the student be dissatisfied with this written response, the student may then
request a personal hearing. The panel for this hearing will comprise a member of the
school’s Senior Leadership Team and a School Governor, neither of whom have
previously been involved with the student’s appeal. The student will be informed of the
date of the hearing and given at least three days notice. The student will be provided with
a copy of all relevant documentation (e.g. the marks given, the assessment marking
criteria). The student will be allowed to be accompanied by a parent/guardian/carer or
friend and can present their own case. The subject teacher and student will have the
opportunity to hear each other’s submission to the panel at the hearing.

●

The decision from the hearing will be made in writing to the candidate within two days of
the date of the hearing. This decision is final.

●

A written record of all appeals will be kept by the school and maintained by the Exams
Officer, who will inform the Awarding Examination Body should there be any change to
an internally assessed mark as a result of any appeal.

External Appeals – Enquiries About Results (Procedure B)
Any student who is dissatisfied with a mark awarded from an awarding body should follow
the following procedure upon the issue of results.
●

Contact the Examinations Officer in person as soon as possible, but no later than 3
days before the published deadline for Enquiries about Results, to discuss the mark
and raise concerns. The Exams Officer and Senior Line Manager for exams will
advise on the options available to query the mark and the costs involved.

●

Students should be aware that Enquiries about Results can result in marks being
raised, confirmed or lowered. Students will be required to sign a consent form to
confirm they fully understand the consequence of an enquiry (example form at annex
B).

●

Any requests for EARs will be passed to the Executive Headteacher for review and
considered.

●

Heads of Department and the Senior Leadership Team may also put forward cases
where students’ marks may be reviewed and grades appealed. A list of viable
candidates for appeals/enquiries will be passed to the Executive Headteacher for
review and considered. Should the school wish to proceed with Enquiries about a
student’s result, the student will be contacted to sign a consent form to state they
fully understand the consequence of an enquiry (example form at annex B). Students
reserve the right to decline the opportunity to have the school make an EAR on their
behalf.

●

Executive Headteacher reserves the right to remove students from this
school-generated list of appeals and enquiries in the time leading up to the EAR
deadline. If removed from the list at the request of the Executive Headteacher, the
student is welcome to pursue the enquiry (self-funded) as long as they meet the
deadline stated in their original EAR letter, issued to them on results day.

The Exams Officer will notify the student, Executive Headteacher and Senior Line Manager
for exams of the outcome of all Enquiries about Results from the appropriate Awarding Body.
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Year 11 - Enquiries about Results and Access to Scripts
After getting your results you may wish to query the result or get a copy of your
script. You must think very carefully before requesting a re-mark as your grade could
go down as well as up; the majority of marks and grades do not change. The
following services are available to you and the fees listed:
Post-results review of marking
This is a review of the original marking. If you want a copy of the script as well as your script
re-marked, you must apply for it at the same time. You must also sign a consent form
(attached) to show that you understand your grade could go down as well as up.
Deadline: (awaiting dates for 21/22 series)
Clerical Re-check
This is a re-check of all clerical procedures leading to the result – checks that all parts of the
script have been marked plus totaling and recording of marks. If you want a copy of the
script you must apply for it at the same time. You must also sign a consent form (attached)
to show that you understand your grade could go down as well as up.
Deadline: (awaiting dates for 21/22 series)

Original script
If you are not applying for a re-mark you can request to see your original script for general
information or to help prepare for future exams.
Deadline: (awaiting dates for 21/22 series)
Post-results Services – GCSE Fees applicable: (no current costings for 21/22 series)
Enquiries about results
(EARS)

AQA

Edexcel

OCR

WJEC

Post-results review of
marking
Fee per Unit

£

£

£

£

Clerical Re-check
Fee per Unit

£

£

£

Original Script
Fee per Unit

£

£

£

£

To apply for any of these services, fill in the relevant forms and return with a cheque
(payable to Cleeve Park School) for the attention of the Exams Office. If you have any
questions please contact me on the email below. We cannot process any forms:
●
●
●

After the deadline set, the Exam Boards are very strict about this
Without a consent form
Without a cheque for the correct amount

Examinations Officer denise.prior@cleevepark-tkat.org
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Year 12 & 13 Enquiries about Results and Access to Scripts
After getting your results you may wish to query the result or get a copy of your script. You
must think very carefully before requesting a re-mark as your grade could go down as well
as up; the majority of marks and grades do not change. The following services are available
to you and the fees detailed below:
Priority Service – Post-results review of marking
This is available to Year 13 students only when a University place depends on the
outcome. Please remember to include your UCAS reference number. This is a review of
the original marking. If you want a copy of the re-marked script you must apply for it at the
same time. You must also sign a consent form (attached) to show that you understand your
grade could go down as well as up. Deadline: (awaiting dates for 21/22 series)
Post-results review of marking
This is a review of the original marking. If you want a copy of the script as well as your script
re-marked, you must apply for it at the same time. You must also sign a consent form
(attached) to show that you understand your grade could go down as well as up. Deadline:
(not currently available 21/22 series)
Clerical Re-check
This is a re-check of all clerical procedures leading to the result – checks that all parts of the
script have been marked plus totaling and recording of marks. If you want a copy of the
script you must apply for it at the same time. You must also sign a consent form (attached)
to show that you understand your grade could go down as well as up. Deadline: (awaiting
dates for 21/22 series)
Photocopies of scripts
It is possible to see a photocopy of your script before requesting a re-mark, please note that
the deadline for this is very tight.
Deadline: (awaiting dates for 21/22 series)
Original script
If you are not applying for a re-mark you can request to see your original script for general
information or to help prepare for future exams. Deadline: (awaiting dates for 21/22
series)
Post-results Services – GCE Fees applicable (no current costings for 21/22 series)
Enquiries about results
(EARS)

AQA

Edexcel

OCR

WJEC

Priority Service Post-results review of
marking
Fee per Unit
£

£

£

£

Post-results review of
marking
Fee per Unit

£

£

£

£

Clerical Re-check
Fee per Unit

£

£

£

£

Photocopied Script
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Fee per Unit

£

£

Original Script
Fee per Unit

£

£

£

£

£

To apply for any of these services, fill in the relevant form and return with a cheque (payable
to Cleeve Park School) for the attention of the Exams Office, please email to address below
in the first instance. We cannot process any forms:
●
●
●

After the deadline set, the Exam Boards are very strict about this
Without a consent form
Without a cheque for the correct amount

Examinations Officer

denise.prior@cleevepark-tkat.org
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Annex A – Example consent form
Candidate Consent Form
Enquiries about Results – Information for Candidates
If your examination Centre makes an enquiry about the result of one of your examinations
after your subject grade has been issued, there are three possible outcomes:
⮚ Your original mark is confirmed as correct and there is no change to your grade.
⮚ Your original mark is raised so that your final grade may be higher than the original
grade you received.
⮚ Your original mark is lowered so that your final grade may be lower than the original
grade you received.

In order to proceed with the enquiry, you must sign the form below. This tells your
Examinations Officer that you have understood what the outcome might be and that you give
your consent to the enquiry being made.

Centre Number: 14133

Centre Name: Cleeve Park School

Candidate Number: ________

Enquiry type

eg. Priority Service
review of marking
+ photocopy script

Awarding
Body
AQA

Candidate Name:_________________

Qualificatio Subject Title
n
Level
AS Level
Psychology

Unit

Fee

PSY1A

£46.20
£12.85

I give my consent to the Examinations Officer at my Centre to make an enquiry about the
result of the examination(s) listed above. In giving consent I understand that the final subject
grade awarded to me may be lower than, higher than, or the same as the grade which was
originally awarded for this subject.

Signed: _______________________________________ Date:____________________
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