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Circumstances for Appeals 
 
1) The student does not agree with an assessment decision.

2) The student was ill or had a valid absence at the time of the assessment.
 

Procedure: Refer to staff handbook for documentation 
 
Stage 1 	Student requests that an assessment decision be reconsidered, highlighting evidence to support their claim. 
 
                	The teacher has 7 days to reconsider and adjust the grade if appropriate, explaining to the student why the decision has been made.
	 
	

	Stage 2 
 
	If no progress is made the matter will be passed to the Subject Leader who will work with the teacher and student to resolve the issue. This will take place within 5 days. 

	Stage 3 
 
	If no progress is made the matter will be passed to a panel including the Quality Nominee, the Internal Verifier and a member of SLT. 

Parents will be informed at this stage. 



	Stage 4 
	If the student is still not happy with the outcome then the External Verifier will also become involved. The student will be informed in writing that the decision of the External Verifier is final. 


 
 
 Outcome 
 
1)  The outcome of any appeal will be notified in writing and should any grades need amending then records will be updated. 

2) The Academy’s appeals procedure should be followed, and the appeal documentation should be filed.

Internal Appeals Policy - Internally Assessed assignments 

 
Statement of commitment 
Hamstead Hall Academy will, in line with the GCSE, BTEC and GCE Code of Practice produced by the Joint Council for the General Qualifications and agreed by the awarding bodies follow the Internal Appeals Policy stated below. 
 
a. At the same time as, subject leaders are introducing coursework all candidates will be informed that there is an appeals procedure relating to internal assessment and that copies of the procedures are available from all Subject Leaders, the Examinations Officer and student Handbook on the Google drive.. 
 
b. The Examinations Officer will manage internal appeals. 
 
c. Students that wish to appeal against the mark of their internally assessed module should initially raise any concerns with their subject teacher. If there is no resolution then the matter should be passed to the subject leader. Where this does not satisfactorily address the concern, the matter should be drawn to the attention of the Quality Nominee and the Examinations Officer who will consult with the Head of School. If the concern is still not resolved to the satisfaction of the candidate then a request should detail the reason for the appeal and be forwarded to the external Standards Verifier. 
 
d. Students that wish to appeal against a mark for any externally assessed work either examination result or coursework should raise any concerns with the Examinations Officer or the Subject Leader. If the Subject Leader agrees that an appeal should be lodged the Examinations Officer will complete the necessary paperwork and the school will fund the appeal. If the Subject Leader thinks that the correct mark has been awarded and there is no reason to support an appeal then any candidate still wishing to lodge an appeal would do so with the assistance of the Examinations Officer but it would be at their own expense. 
 
e. The appeal panel will consist of two members of staff who have not been involved in the internal assessment decision. The member of staff who has assessed the work will be present at the appeal panel. The panel will be convened by the Examinations Officer and Quality Nominee. 
 
f. Should the student be required to put their case to the panel they can be supported during the presentation by a parent/guardian/responsible adult. 
 
g. There will be a written record of the appeal, including the decision reached and the reasons for this decision. A copy of this will be sent to the student. 
 
h. Students will be able to gain access to the following information regarding internal assessment by approaching either their subject teacher or the relevant Subject Leader: 
 
· The marks awarded for the internal assessment 
· All comments recorded by the centre that relate to their internally assessed work 
· Any correspondence between the centre and the awarding body relating to their internally assessed work 
· Information available at the time of the appeal, as to whether their work was sampled by the internal verifier or awarding body 
· The moderation mark given by the awarding body if known 
· The relevant awarding body procedures for the conduct of internal assessments 
 
i. Any formal appeal should include a review of the internal procedures used by the centre to award the marks for internal assessments and should consider whether those procedures conformed to the awarding body’s Code of Practice. 
 
j. All internal appeals should have been considered and resolved by the date of the last externally assessed paper of the series or the end of the assessment period.  If there are difficulties meeting this deadline then the Examinations Officer should raise concerns with the awarding body. 
 
k. The centre must inform the awarding body of the outcomes of any appeals if their outcome will affect the issuing of results at the centre. 
 
l. The student may be asked to contribute towards administrative costs of an appeal. 
 
m. Full details of an appeal must be made available to the awarding body on request. 
 
 



Linked Policies

· BTEC Internal Verification Policy
· Assessment Malpractice Policy
· Assessment Internal Verification Policy
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