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1.

AIMS

1.1

To be a Catholic school where all members of the community live according to Gospel values
and the principles and teachings of Mary Ward, promoting the virtues of freedom, sincerity,
justice, truth and joy, to allow all members of the community to feel secure and able to work
and live in an atmosphere of courtesy and respect.

1.2

To create a caring and stable environment, in which each person is respected as an individual
with unique gifts, talents and ambitions, and is given the freedom and confidence to develop
these.

2.

GUIDING PRINCIPLES

2.1

The Governors and School appreciate the responsibility of running an exam centre and to this
end adopt the policies suggested by JCQ.

2.2

This policy confirms Loreto College’s compliance with JCQ’s General Regulations for
Approved Centres 2018-2019, section 5.13 that the centre has in place “a written internal
appeals procedure to manage disputes when a candidate disagrees with a centre decision not
to support a clerical check, a review of marking, a review of moderation or an appeal...”

2.3

The Governors and School recognise their obligations under the General Data Protection
Regulations (GDPR). To this end there is an additional GDPR document specifically related to
the examinations process.

3.

POST RESULTS SERVICES

3.1

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

3.2

If the centre or a candidate (or his/her parent/carer) has a concern and believes a result may
not be accurate, a review of the result may be requested.
Review of Results (RoRs) offers four services.
 ATS – Access to Scripts
 Service 1– clerical re-check
 Service 2 – review of marking
 Service 3 – review of moderation (this service is not available to an individual candidate)

3.3

Written candidate consent (informed consent via candidate email is acceptable) is required in
all cases before a request for an RoR service 1 or 2 is submitted to the awarding body as with
these services candidates’ marks and subject grades may be lowered. Candidate consent can
only be collected after the publication of results.
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3.4

If a concern is raised about a particular examination result, the exams officer, teaching staff
and head of centre will investigate the feasibility of requesting a review supported by the
centre.

3.5

Where the centre does not uphold a request from a candidate the candidate may pay the
appropriate RoR fee to the centre, and a request will be made to the awarding body on the
candidate’s behalf.

3.6

If the candidate (or his/her parent/carer) believes there are grounds to appeal against the
centre’s decision not to support a review, an internal appeal can be submitted to the centre by
completing the internal appeals form at least 14 calendar days prior to the internal deadline
for submitting an RoR.

3.7

The appellant will be informed of the outcome of his/her appeal, before the internal deadline
for submitting an RoR.

3.8

Following the RoR outcome, 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 processes) will be consulted to determine the acceptable grounds for a preliminary
appeal.

3.9

Where the head of centre is satisfied after receiving the RoR outcome, but the candidate (or
his/her parent/carer) 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. Candidates or parents/carers
are not permitted to make direct representations to an awarding body.

3.10

The internal appeals form should be completed and submitted to the centre within 5 calendar
days of the notification of the outcome of the RoR. Subject to the head of centre’s decision,
this will allow the centre to process the preliminary appeal and submit to the awarding body
within the required 30 calendar days of receiving the outcome of the review of results
process. Awarding body fees which may be charged for the preliminary appeal must be paid
to the centre by the appellant before the preliminary appeal is submitted to the awarding body
(fees are available from the exams officer). If the appeal is upheld by the awarding body, this
fee will be refunded by the awarding body and repaid to the appellant by the centre.

4.

APPEALS PROCEDURE FOLLOWING THE OUTCOME OF AN ENQUIRY ABOUT
RESULTS

4.1

Where the head of centre remains dissatisfied after receiving the outcome of an RoR, an
appeal will be made to the awarding body, following the guidance in the JCQ publications
Post-results services http://www.jcq.org.uk/exams-office/post-results-services and A guide to
the awarding bodies’ appeals processes http://www.jcq.org.uk/exams-office/appeals

4.2

Where the head of centre is satisfied after receiving the outcome of an RoR, but the internal
candidate and/or their parent/carer is not satisfied, they may make a further representation to
the head of centre. Following this, the head of centre’s decision as to whether to proceed with
an appeal will be based upon the centre’s internal appeals arrangements. Candidates or
parents/carers are not permitted to make direct representations to an awarding body.

4.3

The internal appeals form should be completed and submitted to the centre within 10
calendar days of the notification of the outcome of the enquiry. Subject to the head of
centre’s decision, this will allow the centre to process the appeal and submit to the awarding
body within the required 14 calendar days. Awarding body fees which may be charged for the
appeal must be paid by the appellant on submission of the internal appeals form. If the appeal
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is upheld by the awarding body, this fee will be refunded by the awarding body and repaid to
the appellant by the centre.
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Internal appeals form
This form should be completed in all cases to lodge an appeal.
Please tick to indicate what the appeal is against:




the centre decision not to support a review of results
the outcome of a review of results
Candidate name
Name of
if different to
appellant
appellant
Awarding body

Exam paper code

Subject

Exam paper title

Please state the grounds for your appeal below:

Continue overleaf if necessary
Appeal against the centre decision not to support a review of results
Appellant declaration
By signing here, I am confirming I feel there are grounds to appeal against the centre’s decision.
Signature:

Date of signature:

Appeal against the outcome of a review of results
Appellant declaration
By signing here, I am confirming I understand that the grounds for my appeal must relate to the
awarding body’s procedures or the application of the post-result service procedures. I also
understand that appeals do not generally involve further reviews of marking candidates’ work. I also
confirm that I will pay in advance any fees which may be charged by the awarding body for the appeal.
I understand this fee will be refunded if the appeal is upheld.
Signature:

Date of signature:

The appellant declaration against the relevant appeal must be signed, dated and returned to
the EO, on behalf of the head of centre, to the timescale indicated in the internal appeals
procedure.
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The internal appeals procedures for this centre have been produced to demonstrate
compliance with the publications below.
JCQ General Regulations for approved centres http://www.jcq.org.uk/exams-office/generalregulations
Non-Examination Assessments, Coursework and Portfolios of Evidence
5.8 The centre will draw to the attention of candidates and their parents/carers their written
complaints and appeals procedure which will cover general complaints regarding the centre’s delivery
or administration of a qualification.
Post-Results Services and Appeals
5.13 The centre agrees to:
have in place written procedures for how it will deal with candidates‘ requests for access to scripts,
clerical 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 and the accessibility of senior members of centre staff immediately after the publication
of results.
JCQ Post-results services http://www.jcq.org.uk/exams-office/post-results-services
6.4 Submission of requests
Centres must have in place a published formal appeals procedure for use in cases where centres
and candidates, or their parents/carers, cannot agree as to whether a review of results should be
submitted. The formal appeals procedure must be made widely available. Centres must therefore
draw the appeals procedure to the attention of candidates and their parents/carers. In deciding
whether to support a review of results, centres should take account of all relevant factors and afford
candidates or their parents/carers a reasonable opportunity to express their views. Awarding bodies
can only enter into discussions over enquiries about results with centres and private
candidates.
1. Appeals
Centres must have in place a published formal appeals procedure for use in cases where centres
and candidates, or their parents/carers, cannot agree as to whether an appeal should be submitted to
the relevant awarding body. The formal appeals procedure must be made widely available. Centres
must therefore draw the appeals procedure to the attention of candidates and their parents/carers. In
deciding whether to support an appeal, centres should take account of all relevant factors and afford
candidates or their parents/carers a reasonable opportunity to express their views. Awarding bodies
can only enter into discussions over appeals with centres and private candidates.
Centres should also refer to awarding bodies’ websites for further information as awarding bodies
may offer additional post-results services.
JCQ A guide to the awarding bodies’ appeals processes http://www.jcq.org.uk/examsoffice/appeals
12. Appeals for internal candidates must be submitted by the head of centre. A private candidate
may submit an application for an appeal to an awarding body
Appellants should consult the full information in the above publications to be fully informed
when stating their grounds for appeal.
Further information can be obtained from:
Appeal an exam result https://www.gov.uk/appeal-exam-result
The Appeals Process http://www.jcq.org.uk/examination-system/the-appeals-process
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