
 
PUBLIC EXAMINATIONS & APPEALS 2017-18 
 
Goffs School is committed to ensuring that whenever the staffs assess students’ work for external qualification, 
this is done fairly, consistently and in accordance with the exam specification and JCQ guidelines.  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 candidates is produced and 
authenticated according to the requirements of the subject specification.   For GCE, GCSE and Project 
qualifications that have coursework, controlled assessment or internally assessed work the school will ensure that 
an appropriate standardisation and moderation process is adopted in accordance with guidance set out by each 
respective awarding body and in respect of each subject and topic requirements. 
 
All students have the right to request a review of the school’s marking prior to their marks being submitted to the 
awarding body. This policy sets out the procedure for requesting a review of internally assessed marks, please 
note this process is to give students a chance to review marks awarded not to appeal the school’s internal 
moderation processes. This policy also sets out the procedure for students to appeal results after they have taken 
their qualifications and received their results from the awarding body as well as outline the process for gaining 
access to examination scripts.  
 
 
 
Appeals procedure for Internal Assessment Decisions and Reviews of Centre Assessed Marks 
 
1) The Examinations Officer shall be responsible for: 

a) managing appeals about the process used for Internal Assessment (including coursework, non-examined 
assessments and controlled assessment) 

b) ensuring candidates and parents are aware of the procedures 
c) contacting appropriate third parties if a review of marking is requested 
d) informing the Head of Centre about appeals and their outcomes 

 
 
2) As part of the appeals process the centre will do the following: 

 
• inform each candidate with an entry for centre assessed work of the mark(s) awarded and advise them 

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. This will be completed by Friday 20th April 2018, except  in the case of 
Art and Design courses. Art and Design students will be informed of their internally awarded marks on 14th 
May 2018. 

 

 If candidates request copies of relevant materials, the classroom teacher will take responsibility (in their 
absence the Head of Department) to promptly make such materials available to the candidate. Materials 



will include a copy of the student’s work, mark scheme and/or other assessment criteria used. Where the 
assessed work is an object or artefact, candidates will be allowed supervised access to the work with a 
copy of the mark scheme. 

 
3) Candidates will be given five working days to review copies of materials and reach a decision if they wish to 

appeal the mark they have been awarded; any such request for an appeal must be made in writing to the 
Exams Officer (email is acceptable). Any formal request to appeal an internally awarded mark must explain on 
what grounds they wish to appeal the mark/s awarded, for example if they believe the assessment criteria has 
been incorrectly applied. The school reserves the right to rule out an appeal if the request for an appeal if the 
request does not sufficiently explain the basis for requesting an appeal or if the reason is not valid in line with 
JCQ guidance. For the 2017-2018 academic year the deadline for such requests is Friday 27th April 2018, for 
students studying Art and Design Courses the deadline to request an appeal is 21st May 2018. It is important 
to note that an internal review may also result in lower marks being awarded. 

 
 
4) All reviews of marking will be carried out by a third party assessor who has appropriate competence, has had 

no previous involvement in the assessment of that candidate and has no personal interest in the outcome of 
the review. The assessor must decide is there is any error in the internal marks awarded and clearly indicate in 
written form, on a copy of the assessment criteria where he/she believes the error has occurred and why 
different marks should be awarded. 

 
5) Reviews will be completed by Friday 4th May 2018, for Art and Design reviews will be completed by 28th May 

2018. The Head of Centre (Principal) will have the final decision on the mark submitted to the awarding body, 
all candidates requesting an appeal will be told in writing about any changes to marks or about the fact that 
there are no changes, by the Exams Officer no later than the 11th May 2018, for Art and Design this will be by 
31st May 2018. 

 
6) The school will charge a £10 administration fee for conducting the appeal process, if the appeal is upheld the 

£10 will be reimbursed within one week of receipt of the letter confirming the outcome of the appeal process. 
 

 
 
Appeals procedure for Enquiries about Results / Access to Scripts 
 
1) The Examinations Officer shall be responsible for: 

a) managing appeals 
b) ensuring candidates are aware of the procedures 
c) informing the head of centre about appeals and their outcomes 

 
2) Appeals should be made in writing using the EAR/ATS form provided to the Examinations Officer before the 

external deadline and the relevant fee paid at this time 
 
3) Before / during an application for an EAR, students are advised to order a copy of the relevant script as the 

school will not support any decision to appeal without evidence to support the appeal 
 



4) Centre staff may request copies of scripts for teaching or investigation purposes but must first request the 
permission from the candidate 

 
5) Once an original script has been returned to the candidate, it is not possible to apply for any other EARs 
 

 
 


