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Internal Appeals (Examinations) Policy

OVERVIEW 

Purpose 

This policy governs the process of appeals against marks awarded during internally
assessed coursework or Non-Examination Assessments; ‘NEAs’. It also applies to
appeals against the centre’s decision not to support a clerical re-check, a review of
marking, a review of moderation or an appeal.

This policy is written from JCQ guidance on NEA, endorsements and project
qualifications and complies with the JCQs General Regulations for Approved Centres
(section 5.13).

A reference copy of this document is kept on the shared drive and it will be brought to
the attention of all members of staff. 

Review Process 

This document will be reviewed in accordance with our policy review process on an
annual basis or on the introduction of new or amended relevant legislation.
 

 

 
 
 
 
 

Tony Walker  
CHAIR OF TRUSTEES

Matt Fletcher 
HEADTEACHER 

 

 
 

https://www.jcq.org.uk/wp-content/uploads/2021/06/Instructions_NEA_21-22.pdf
https://www.jcq.org.uk/wp-content/uploads/2021/06/Instructions_NEA_21-22.pdf
https://www.jcq.org.uk/exams-office/general-regulations/
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1.  Assessment

1.1. Certain GCSE, GCE and other qualifications contain components of
non-examination assessment (or units of coursework) which are
internally assessed (marked) by staff at Rickmansworth School and
internally standardised. The marks awarded (the internal assessment
decisions) which contribute to the final grade of the qualification are then
submitted by the deadline set by the awarding body for external
moderation.

1.2. This procedure confirms Rickmansworth School’s compliance with JCQ’s
General Regulations for Approved Centres (section 5.7) that the centre
will:

1.2.1. 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

1.2.2. 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

1.2.3. Rickmansworth School is committed to ensuring that whenever its
staff mark candidates’ work this is done fairly, consistently and in
accordance with the awarding body’s specification and
subject-specific associated documents.

1.2.4. Rickmansworth School ensures that all centre staff follow a robust
Non-examination Assessment Policy (for the management of GCE
and GCSE non-examination assessments). This policy details all
procedures relating to non-examination assessments including,
the marking and quality assurance/internal standardisation
processes which relevant teaching staff are required to follow for
GCE, GCSE, Project qualifications and any other qualifications
delivered in the centre to which these procedures apply .1

1.2.5. Candidates’ work will be marked by staff who have appropriate
knowledge, understanding and skill, and who have been trained in
this activity. Rickmansworth School 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 Note that the JCQ publication General Regulations for Approved Centres states that centres must have a
written internal appeals procedure relating to internal assessment decisions in all qualifications. Details of
this procedure must be communicated, made widely available and accessible to all candidates
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1.2.6. On being informed of their centre assessed marks, if a candidate
believes that the above procedures were not followed in relation to
the marking of their work, or that the assessor has not properly
applied the marking standards to their marking, then they may
make use of the appeals procedure (detailed in the next section) to
consider whether to request a review of the centre’s marking.

1.3. Rickmansworth School 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

● Inform candidates that they will need to explain on what grounds
they wish to request a review of an internally assessed mark as a
review will only focus on the quality of their work in meeting the
published assessment criteria

● Inform candidates that they may request copies of materials
(generally as a minimum, a copy their marked assessment material
(work) and the mark scheme or assessment criteria plus additional
materials which may vary from subject to subject) to assist them in
considering whether to request a review of the centre’s marking of
the assessment

● Ensure candidates have the opportunity to appeal against the mark
awarded by the centre – known as requesting a ‘Review of Marking’

1.4. Should the candidate still be dissatisfied after this ‘Review of Marking’,
they must submit a formal complaint, in which case, The School’s
Complaints Policy takes effect. The purpose of the investigation will be to
decide whether the process used for the NEA Review of Marking
conformed to JCQ regulations and whether the internal marking of that
candidates’ work is secure.

1.5. A record of the outcome of the complaint will be kept and made available
to the awarding body upon request. Should the complaint suggest any
malpractice or error beyond tolerance, the awarding body will be
informed.
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2. Internal Review of Marking (Non-Examined Assessment)

2.1. Candidates can request a ‘Review of Marking’ of NEA work before
submission to the examination board. Guidance for Candidates and a
Review of Marking Request Form, are all shown as Appendices and review
dates will be published to students and parents in advance.

Candidates should  consider the following before submitting any such request:

● marks can be adjusted up, down or remain the same at any point in the review
request process.

● there are costs associated with the process; both administrative as well as for
professional services required to undertake the review

● relevant subjects which contain NEA components, and key deadlines of the
process are published on the website

Stage 1
This involves the candidate having access to their work, to determine whether to
proceed with a review of marking.
Stage 2
Is where the candidate decides to submit a Review of Marking request, stating precisely
where the mark scheme has not been applied correctly to their work.
Both stages may incur charges to reflect administrative and professional service costs.

The candidate has 2 working days from the release of the NEA marks to decide whether
to request the materials (stage 1) .
The candidate has 4 working days to submit a request for Review of Marking from the
release of NEA materials under stage 1.
The term “working days” means days that the school is normally open and does not include weekends,
bank holidays or other days that the school is not open to students

Please refer to Appendix A flowchart for a summary of the process detailed below.

The process is as follows:

Stage 1� Deciding whether to request a Review of Marking
● Candidates complete ‘Stage 1’ of the Review Request Form (See Appendix B),

deliver a signed copy to the Examinations Officer and provide £15 (cash only). A
receipt will be issued.

● Either a photocopy or e-copy of their coursework, or access to the original
coursework will then be provided in due course (if this is the original work this
will be supervised at all times) – this depends upon the subject concerned and
the type of NEA material involved.
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● Using the relevant subject mark scheme, candidates determine whether to
submit a Review of Marking. Please remember that candidates deciding to
proceed to stage 2 need to explain the grounds they wish to request a review of
an internally assessed mark as a review will only focus on the quality of their
work in meeting the published assessment criteria

Stage 2� Submitting a Review Request ( 4 working days from the release of material in
stage 1)

● Candidates complete ‘Stage 2’ of the Review Request Form in Appendix C, deliver
a signed copy to the Examinations Officer, and provide £45 (cash only) for which
a receipt will be issued. This must occur within 4 working days of release of the
material in stage 1.

● Review requests must state precisely where candidates believe the mark scheme
has been incorrectly applied by the marker. Vague unqualified requests will be
deemed invalid and rejected; no refund will be provided.

● Late submission of either the NEA material or a Remark request will forfeit the
opportunity for a Review.

Determining the outcome of a Stage 2� Review Request
● The Review will be conducted by a reviewer who has appropriate competence,

has had no previous involvement in the assessment of that candidate and has no
personal interest in the review; this may necessitate outsourcing the work to
another school.

● Rickmansworth School will instruct the reviewer to ensure that the candidate’s
mark is consistent with the standard set by the centre. The reviewer will firstly
determine if the Review Request is valid and then whether the mark scheme has
been applied correctly.

● The outcome of the review of the centre’s marking will be made known to the
head of centre who will have the final decision if there is any disagreement on
the mark to be submitted to the awarding body. A written record of the review
will be kept and made available to the awarding body upon request.

● If the original marking is within reasonable tolerance of criteria, the original NEA
mark will be upheld, if not, the new mark will supersede the first one and a full
refund, less £15 administrative costs, will be supplied. The awarding body will be
informed if the centre does not accept the outcome of a review.

● The candidate upon completion of the process, and within 15 working days of
the ‘stage 2’ request having been received the candidate will find out if the
Review request was upheld or not upheld. Please note that marks can be adjusted
up, down or remain the same at any point in the Review Request process. A copy
of Appendix D will be issued.

● The moderation process carried out by the awarding bodies may result in a mark
change, either upwards or downwards, even after an internal review. The
internal review process is in place to ensure consistency of marking within the
centre, whereas moderation by the awarding body ensures that centre marking is
in line with national standards. The mark submitted to the awarding body is
subject to change and should therefore be considered provisional.
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2.2. If the original mark is upheld, no refund is given. If the mark is amended, a
refund is given. Marks can be adjusted both up & down.

2.3. ‘Disadvantaged’ (CLA, Pupil Premium etc.) candidates are not charged any
fees.

2.4. All communication regarding a candidate Review Request will be
undertaken via Candidate Request form and will be responded to via email
by the Examinations Officer only.

3. Post-results Services

Following the issue of results, awarding bodies make post-results services available.

Please refer to the Internal Post-Result Services Guidance located on the School
Website which is updated in line with the awarding bodies guidance. Candidates will be
made aware of this guidance before they sit any examinations. This includes services
available, internal deadlines for requesting a service, fees charged and the availability of
senior members of centre staff immediately after the publication of results.

4. Appeals against the centre’s decision not to support a clerical
re-check, a review of marking, a review of moderation or an
appeal

This procedure confirms Rickmansworth School’s compliance with JCQ’s General
Regulations for Approved Centres (section 5.13) that the centre will:

· have available for inspection purposes and draw to the attention of candidates
and their parents/carers, a written internal appeals procedure to manage
disputes when a candidate disagrees with a centre decision not to support a
clerical re-check, a review of marking, a review of moderation or an appeal

If the centre or a candidate (or their parent/carer) has a concern and believes a result
may not be accurate, post-results services may be considered.

The JCQ post-results services currently available are detailed below.

Reviews of Results (RoRs):
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· Service 1 (Clerical re-check)

This is the only service that can be requested for objective tests (multiple choice tests)

· Service 2 (Review of marking)

· Priority Service 2 (Review of marking)

This service is only available for externally assessed components of GCE A-level
specifications (an individual awarding body may also offer this priority service for other
qualifications)

· Service 3 (Review of moderation)

This service is not available to an individual candidate

Access to Scripts (ATS):

· Copies of scripts to support reviews of marking

· Copies of scripts to support teaching and learning

Where a concern is expressed that a particular result may not be accurate, the centre
will look at the marks awarded for each component part of the qualification alongside
any mark schemes, relevant result reports, grade boundary information etc. when made
available by the awarding body to determine if the centre supports any concerns.

For written components that contributed to the final result, the centre will:

1. Where a place a university or college is at risk, consider supporting a request for a
Priority Service 2 review of marking

2. In all other instances, consider accessing the script by:

a) (where the service is made available by the awarding body) requesting
a priority copy of the candidate’s script to support a review of marking
by the awarding body deadline or

b) (where the option is made available by the awarding body) viewing the
candidate’s marked script online to consider if requesting a review of
marking is appropriate

3. Collect informed written consent/permission from the candidate to access his/her
script

4. On access to the script, consider if it is felt that the agreed mark scheme has been
applied correctly in the original marking and if the centre considers there are any
errors in the marking
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5. Support a request for the appropriate RoR service (clerical re-check or review of
marking) if any error is identified]

6. Collect informed written consent from the candidate to request the RoR service
before the request is submitted

7. Where relevant, advise an affected candidate to inform any third party (such as a
university or college) that a review of marking has been submitted to an awarding
body

Written candidate consent (informed consent via candidate (validated) email is
acceptable) is required in all cases before a request for a RoR service 1 or 2 (including
priority service 2) is submitted to the awarding body. Consent is required to confirm the
candidate understands that the final subject grade and/or mark awarded following a
clerical re-check or a review of marking, and any subsequent appeal, may be lower than,
higher than, or the same as the result which was originally awarded.

Candidate consent must only be collected after the publication of results.

For any moderated components that contributed to the final result, the centre will:

· Confirm that a review of moderation cannot be undertaken on the work of an
individual candidate or the work of candidates not in the original sample submitted
for moderation

· Consult the moderator’s report/feedback to identify any issues raised

· Determine if the centre’s internally assessed marks have been accepted without
change by the awarding body – if this is the case, a RoR service 3 (Review of
moderation) will not be available

· Determine if there are any grounds to submit a request for a review of moderation
for the work of all candidates in the original sample]

Where a candidate disagrees with a centre decision not to support a clerical re-check, a
review of marking or a review of moderation, the centre will:

· For a review of marking (RoR priority service 2), advise the candidate he/she may
request the review by providing informed written consent (and the required fee) for
this service to the centre by the deadline set by the centre

· For a review of marking (RoR service 1 or 2), first advise the candidate to access a
copy of his/her script to support a review of marking by providing written
permission for the centre to access the script (and any required fee for this service)
for the centre to submit this request

· After accessing the script to consider the marking, inform the candidate that if a
request for a review of marking (RoR service 1 or 2) is required, this must be
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submitted by the deadline set by the centre by providing informed written consent
(and the required fee for this service) for the centre to submit this request

· Inform the candidate that a review of moderation (RoR service 3) cannot be
requested for the work of an individual candidate or the work of a candidate not in
the original sample]

External Review of Marking (Enquiry About Results and Appeals)
(For Information only and not covered by Internal Appeals Policy)

Enquiry About Results

3.1 Following the publication of results, a candidate has the right to request a review
of marking, known as an ‘Enquiry About Results’; ‘EARs’). EAR requests must be
completed using the appropriate school proforma (see Appendix E and F), and received
by the Examinations Officer within three weeks of notification of the results from the
examining board, although priority access to script requests have more immediate
deadlines. EAR requests must be accompanied by the appropriate fee, in order to be
processed.

3.2 EAR outcomes can result in marks being amended either up or down. Only a
grade change will incur a refund, which, less an administrative charge, will be passed on
to the candidate.

3.3 The school may wish to initiate EARs for specific candidates. In which case, the
school will pay all costs involved but must seek and receive candidates’ agreement
beforehand.

Appeals

3.4 Candidates who are still dissatisfied following an EAR outcome, may submit a
further request in writing to the Headteacher for an Appeal. An appeal may only be
made to the examining board by the School and must usually be undertaken within 10
working days following notification of the result of the EAR.

3.5 The school must be satisfied that there are grounds for appeal. The candidate
must have discussed his or her reasons for appeal with the Head of Department in the
first instance. The Headteacher shall be the final arbiter of the decision to appeal and
shall determine who is to bear the cost.

3.6 In the event that the school determines not to support a candidate’s appeal, the
candidate is referred to The School’s complaints procedure.
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Appendix A - Non-Examination Assessment (NEA) Overview
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APPENDIX B  - Non Examination Assessment Review Request Form (Part 1)

NEA - REVIEW REQUEST FORM

Stage 1� Access to Candidate’s marked NEA work
(Fee: £15 cash)

Candidate Name

Candidate Form Group Candidate Number

Subject GCSE / A Level

Candidate Signature Date

Admin Use Only: Date received by EO Forwarded to HoD
on

Copy of NEA Material
issued on

Please cut along line

This receipt confirms that:

Student name:

Submitted a stage 1 review request form

on:

Along with a £15 administration fee

For the subject of:

Please contact exams@rickmansworth.herts.sch.uk if you have any queries

Signed:

mailto:exams@rickmansworth.herts.sch.uk
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APPENDIX C - Non Examination Assessment Review Request Form (Part 2)

NEA - REVIEW REQUEST FORM

Stage 2� NEA Mark Review Request
(Fee: £45 cash)

I wish to appeal my mark on the following grounds:

This section should clearly state where in your work (page numbers and/or section) you
do not think the mark scheme has been correctly applied. (No more than 5000
characters)

Candidate signature: Date of signature:

For Admin Use only

Date Received by EO Request Deadline Date (4 working days from
the date material released in stage 1)
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APPENDIX D - Non Examination Assessment Review Request Form (Part 3)

NEA - REVIEW OUTCOME

Stage 2� REVIEW OUTCOME

Reviewer: Review Valid (Yes/No).
If No, give reason below.

Reviewer brief Commentary:

Original NEA Mark

Original
NEA Mark

Reviewer
NEA Mark

Original
Mark
Upheld

For Admin Use only:

Date NEA Mark
released:

DATE STUDENT
NOTIFIED: (within 15
working days of
receipt of Stage 2 by
XO)

Refund due: Yes/No

Refund Processed:
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APPENDIX E - A-Level Post Results Request (example)

Name: Candidate
Number:

Email: Telephone:

Exam Board Component/
Paper Code

Exam Title Service No. Fee

£

£

£

£

£

RoR Candidate consent statement and
signature

ATS Candidate consent statement and
signature

I give my consent to the head of my
examination 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 following an
enquiry about the result and any subsequent
appeal may be lower than, higher than, or the
same as the grade which was originally
awarded for this subject.

I consent to my scripts accessed by my centre.
Tick ONE of the permission statements:
⃞ If any of my scripts are used in the classroom, I
do not wish anyone to know it’s mine. My name
and candidate number must be removed.
⃞ If any of my scripts are used in the classroom I
have no objection to people knowing they are
mine.

By signing here I confirm my consent / permission above.

Signed Date:

I have paid the correct fee of £ ……...………. (Please check this carefully as any errors will delay
processing of the application).

If the overall grade changes, the service fee, less the admin charge will be refunded.

You need to enclose the correct money (cash) with this form, and hand this to the
examinations officer
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APPENDIX F - GCSE Post Results Request (example)

Name: Candidate
Number:

Email: Telephone:

Exam Board Component/
Paper Code

Exam Title Service No. Fee

£

£

£

£

£

RoR Candidate consent statement and
signature

ATS Candidate consent statement and
signature

I give my consent to the head of my
examination 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 following an
enquiry about the result and any subsequent
appeal may be lower than, higher than, or the
same as the grade which was originally
awarded for this subject.

I consent to my scripts accessed by my centre.
Tick ONE of the permission statements:
⃞ If any of my scripts are used in the classroom I
do not wish anyone to know it’s mine. My name
and candidate number must be removed.
⃞ If any of my scripts are used in the classroom I
have no objection to people knowing they are
mine.

By signing here I confirm my consent / permission above.

Signed Date:

I have paid the correct fee of £ ……...………. (Please check this carefully as any errors will delay
processing of the application).

If the overall grade changes, the service fee, less the admin charge will be refunded.
You need to enclose the correct money (cash) with this form, and hand this to the
examinations officer


