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POLICY NAME EXAMS, ASSESSMENT, RECORDING AND APPEALS
POLICY REF: QEHSP12
EFFECTIVE DATE: JUNE 2025

Assessment and Reporting

Intent

Marking and formal assessment allow teachers to assess student attainment which in turn may be used to plot
student progress. Student attainment is reported to students and parents. Assessment data is used to implement
appropriate intervention and support strategies for students and allows teachers to modify the curriculum to meet
the needs of all learners including disadvantaged students including those with SEND. Feedback allows teachers to
articulate strengths and weaknesses in learning and to guide students towards developing secure, deep and fluent

knowledge-in order to maximize their student progress and to pave the way for future learning.

Implementation

We use the QEHS Learner Standards (on the following page), as a method of communicating our assessment of a

broad range of academic skills and qualities to students and parents.
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@=2zC=® QEHS LEARNER STANDARDS
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Learner Standard/Grade Card Symbol

*

Exceeding expectations

+
Meeting expectations

#
Below expectation

Behaviour for Learning - Attitudes

Whot do we mean?

The student understonds that legrning is o skill that can be
develaped. They consistently complete classwark and
homework to the best of their ability. The student also
understands that how they behave affects their progress and
thot of others. The student meets our high expectations and
behaver in o way thaot ollows themselves and athers to learn.

Exceptional attitude to learning,
behaviour is exceptionally mature
and appropriate

Attitude to learning and classroom
behaviour are meeting expectations

Attitude to learning, homework
and/or classroom behaviour are

below expectation

Learning to Learn - Progress

What do we mean?

The student understands how to learn and they learn
successfully. They achieve ocademic progress as o result.

Welcomes challenge and is making
exceptional academic progress

Academic progress is as expected

Academic progress is below
expectation

Leadership for Learning - Participation

Whot do we mean?

Our curricwivm offers @ huge variety of cpportunities for
students to develop leadership ond to develop the cultural
copital ond skills for life that they will need to allow them 1o
participate fully in ond contribute positively to their
communities.

Takes a highly active role in
house and school events and is a
strong contributor to the school

community

Is @ good participant in house and
school events and is a positive and
productive member of the school
community

Is reluctant to participate in house
and school events and is reluctant to
make a positive contribution to the

school community

Strategies for improvement
What con parents and students do?
(Student actions are in light type, parental support is in boid

type).

NE: The strotegies are not completely mutually exclusive re

# 3Seek out more challenging

options far your work,
{including homewark).

# Push yourself out of your

comfort zone! Take some risks
with your learning.

# FRead and research topics even

# Work positively and engage
fully in all tazks and activities,
{including homewark].

# Take pride in your work and
learning and embrace your
strengths.

# Reflect on your skills and the

# Contribute orzlly in class and
always complete work to the
best of your ability.

* Askfor help and clarificaticn
when you need it, including
support in ‘'subject drop in' and
through mentoring.

eoch grode spymbal but they do progressively build positive before theay are taught. zubject content 2nd sat ¥ Record homework carefully and
behaviour, attitudes and resilience from —to 2., # Take an active role in a subject targets for improvement. complete it to the best of your
club or help other students * Try different learning and ability.
develop their learning. revision strategies. # Use subject textbooks, the
# Investigste subject arsas on the # Look for opportunities to schaol library and online
W drive/Gocgle Drive and use develop [ extend your subject learning platforms to help you
the extra resgurces there to zkills and kmowledge with your work.

help you.

# Learn the command words
EXEMINErs Use.

# Fully engage in lessons by
wvalunteering to 25k and answer
questions.

¥ Ask your child about their work
and chat to them about the

independently (gg join &

subject cluk, read more

widely, help other students).
 Askwhen you are unsure.

# Revise using active
techmiques such as spider
dizgrams, flash cards and
past papers.

# Reinforce your learning,
particularly of things that you

¥ Organise your school bocks and
ensure that you have all of the
correct equipment.

# Seek advice from your teachers,
subject ambassadors or friends
about things that you are
struggling with.

# Practize things that you find
difficult using subject textbooks
and online learning platforms.
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material. Challenge them with
interesting guestions and
debates.
Support your child's interest by
helping them explore subject
material independently OR
encourage them to join (or
start] a subject club, write an
article for the school
newsletter.

get wrong or find difficult,
using online learning
platforms, revision guides or
by asking your teacher.

Ask your child about their
waork and chat to them about
the material.

Help your child with revision
and homework and ask them
how they are hoping to
improve their work. Make
sure you notice things that
are going well too!

Support your child's interest
by helping them explore
subject material
independently OR encourage
them to join a subject club

Ask your parents or friends to
help you with your learming or
to test you on things that you
are revising.

Attend subject catch up sessions
ar ask your teacher for guidance
an how to improve.

Ask your child about their work
and chat to them about the
material.

Help your child with revision
and homework and help them
to spend sufficient time
studying at home.

Help to build resilience by
focusing on things that are
going well.
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Alongside the Learner Standards, we calculate Current Performance (CP) grades, informed by common assessments
which are standardised cross-year assessment tasks, for each student. These assessments are used as a diagnostic
tool to appraise the performance of all students within the year group relative to one another and to allow students,
parents and teachers to review progress against the QEHS flightpath.

Details of common assessment tasks and mark schemes can be found in the relevant schemes of work.

Assessment data is recorded in the appropriate SIMs marksheets and reported to parents via grade cards. We
augment grade cards with an annual written report for each student. In Years 7 — 9 these are drafted by tutors, in
Years 10 — 13 the subject teacher will draft a report for each student.

Projected grades are set nationally using the baseline of Key Stage 2 Scholastic Assessement Test data. We use the
more refined and more aspirational projected grades based on baseline data acquired from the Middle Years
Information System (MidYIS). This is an adaptive baseline assessment designed for students of ages 11-14 and which
assesses four key cognitive areas: vocabulary; Mathematics; non-verbal ability and skills. All students sit this test on
arrival at QEHS and the data provides a benchmark of each student’s abilities, from which projected GCSE grades are
derived. Projected grades are reported to parents via the termly grade card.

All work is assessed using the GCSE 1 - scale of marks, 9 being the highest grade that is achievable. In years 7 —9
student scores are ranked and grades are allocated according to the percentage scale shown on the QEHS flight path.
In years 10 and 11 assessed student work is criteria marked against GCSE grading criteria, which does result in a
slight drop in performance grades at the initial stages of Key Stage 4 learning:
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We use assessment data both to track student progress through school in order to target effective intervention and
support and to identify strengths and weaknesses of students to inform teaching and learning

Our response to analysis of assessment data aims to maximise progress of all groups including vulnerable groups
and SEND students and includes:

e Support work with spelling, reading comprehension, maths or other skills.

e Enrichment work with the gifted and talented or differentiated homework tasks.

e Learning support.

e Adapting teaching styles.

e Individual mentoring.

e Setting of individual targets.

e Implementation of individual learning plans.

e Monitoring of students via the card system.

e Providing students and parents with assessments of current performance and engagement with
learning.

e Providing synopses which heads of house, academic leaders and senior staff can use to identify students
who are making better or less than expected progress and to respond accordingly.

e Informing future planning and monitoring by subject teachers.

e Provide statutory information to other schools, when students are transferring.

The table below is a guide to our intervention system which is applied to ensure students make maximum progress
and work towards attaining aspirational target grades

Whole school system for responding to termly data collection

| Initial action Escalation

5 or more * grades in any one learner standard column
List generated by office.
Automatic praise card sent home

Behaviour for learning
# grades
HoY and tutor
Interventions,
HoY to lead.

Behaviour for learning
Minus grade subject
Teacher interventions.
Suggested strategies

are here
here

Behaviour for learning
3 or more minus grades
Identified by school office.

School pink card
Standard letter home
Phone call home
Run by HoY and tutor.
Feedback every lesson;

Behaviour for learning
Repeated 3 or more minus grades
HoY meeting with parents
School yellow card.

Run by HoY and tutor.
Feedback every lesson;
daily review with student.
Escalation of sanctions

daily review with student.

for Learning
# grades

Learning to Learn/Leadership

Tutor intervention.
Encourage student to address
learning needs. Use strategies

list in student planner.

Learning to learn grades
Minus grade subject
Identified by class teacher
Classroom strategies implemented
HoD coordinate allocation to dept
lunchtime and after school
sessions.

Dept letter home.

Leadership for Learning
Minus grade
Identified by tutor
Classroom strategies implemented.

QEHSP12 Exams Assessment, Recording and Appeals

Behavior for learning
Serious concerns over
behaviour
LT and HoY meeting
with parents
School red card.
Run by LT and HoY.
Feedback every lesson;

daily review with student.

Instant sanctions
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Assessment and Reporting Calendar

The annual programme of assessment and reporting is published on the QEHS website.
Marking and Feedback

Intent

Marking and feedback allows teachers to:

e Assess student attainment which in turn may be used to plot progress

e Assess a student’s performance against the Learner Standards

e Engage in a dialogue with students

e Modify and adapt teaching to meet the needs of all learners

e Implement appropriate intervention and support strategies both in the classroom and in extra-curricular
sessions

e Articulate strengths and weaknesses in learning in order to guide students towards developing superb
disciplinary knowledge, understanding and skills in order to maximize their progress

Implementation

The Queen Elizabeth’s High School principles of effective marking and feedback are:

o Assessment must inform teaching and planning

e All marking and feedback must have a purpose

e Tasks which are graded must have a marking criteria which is understood by both teacher and learners
e The frequency and level of marking must be effective and sustainable

e Students are expected to act on advice and feedback that they receive

In addition to marking homework’s and deep marking of assessment tasks for both formative and summative
assessment, student work will be checked or marked on a regular basis. Praise will be given for good work, alongside
constructive written comments to emphasise why the work is good. Work will be corrected as is appropriate and
constructive comments should be made to guide students towards improvement.

Each teacher is expected to use a department green sheet, at least once per shert term, in order to afford students
the opportunity to reflect upon and evaluate their learning. The green sheet is then used as the basis for a dialogue
between the teacher and student in order to identify strengths and weaknesses, provide guidance on learning and
behaviour for learning strategies and to allow teachers to modify teaching and support in order to meet the needs
of all learners, including vulnerable groups and SEND.

Heads of Department and leaders of learning will audit samples of assessed work to ensure quality and regularity of
marking. They may discuss marking and feedback with students to ensure that it is understood and being used
effectively. Results of this work scrutiny, along with lesson observations and drop ins are recorded centrally for
analysis at whole school and department level.

Impact

Students, staff and parents understand the relative level of performance and the likely final outcome for a student
in a subject and have guidance on how to improve and progress.
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External Examinations

General

Entries

The Examinations Officer (EO) is responsible for the organisation and conduct of all external exams

Exams will normally be held in the Activities Hall, Upper School Hall and Lower School Hall unless the use of
specialist resources dictates otherwise

The setting out of the exam halls is the responsibility of the EO, the EQ’s delegated assistant and the
invigilators

Morning exams start at 9.00 and afternoon exams will normally start at 13.30

Students arriving late will be allowed in up to 30 minutes from the start time as recorded using the clock in
the exam hall. They will be made aware by the Exams Officer or Senior Invigilator that the exam board may
choose not to assess the work

Candidates are not allowed to leave the exam hall unaccompanied until the exam is finished

Staff are NOT ALLOWED to come into the exam hall unless requested to do so by the EO. It is distracting to
the candidates and against JCQ regulations. This is to protect teaching staff from potential accusations of
malpractice

Exam papers must NOT be removed from the exam room. They will be locked away after the end of the
exam by the EO and then distributed to HoDs

Candidates will be supplied with individual copies of JCQ's, “Notice to Candidates”. Students taking exams
will also receive a briefing from the EO

Copies of the JCQ’s “Conduct of Examinations” are available in each exam hall together with a handbook for
invigilators

It is the policy of Queen Elizabeth’s High School to:
a) Enter all students for examinations in all exam board courses taken as part of the school curriculum
b) Ensure through subject leaders and subject staff that students are entered for the appropriate
courses, levels and tiers of entry
c) Fund all costs of exam entry taken as part of the school curriculum except where the entry is made
to improve the mark/grade. In this case the fees will be paid by either the student or the relevant
department. This will include students retaking exams because they are repeating a year.

If a student has good reason for not taking a particular module or exam, for example because of
illness or other extenuating circumstances, then the EO may, at their discretion, pay for the
resit/retake from the exams budget.

In some circumstances the LT may sanction the payment of exam fees from the exams budget if the
exam result is part of a broader school strategy.

d) Atthe discretion of LT, the school may consider requests from students who want to be entered for
exams in subjects that are not part of the school curriculum. If the request is accepted then the
student will be expected to pay the full economic cost of the exam(s). This may, for example, include
the payment of invigilators, moderation or, coursework marking.

It is the responsibility of HoDs or teachers in charge to provide a correct list of entries, syllabus codes and
tiers in their subjects to the EO by the date specified by the EO

Any change of specification or awarding body needs to be notified to the EO at the start of each academic
year

Any amendments to entries made after 21 October (January series) 21 February (GCSE) or 21 March (GCE)
will incur a penalty fee which will be charged to the department or parent/guardian if instigated at their
request. Any changes after 21 March (GCSE) or 21 April (GCE) will incur a further penalty fee
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e Withdrawal of candidates from an exam will be refunded if completed within one month of the entry
deadline
e The school reserves the right to charge the candidate the full entry cost when:
a) students fail to attend the exam or hand in coursework
b) students are retaking exams
c) students insist on taking exams contrary to department recommendation.
e Individual statements of entry from the exam boards will be issued to students. It is their responsibility to
check them and notify the EO in writing of any errors by the deadline provided when they are issued
e Students wishing to re-sit an exam must collect the appropriate form and return it with the correct fee to
the EO by the date specified on the form. Failure to meet the specified date will incur a penalty fee
e Candidates studying AS and A2 subjects will be certified at the end of each of the two courses
e School does not normally accept external or private candidates. The exception to this is ex-students who
are hoping to improve grades on subjects they studied at school and GCSE students planning to join the Sixth
Form
e Applications from current students to take exams that are not taught as part of their normal studies will be
dealt with on a case by case basis. The school does not normally take responsibility for the preparation for
the exams and will not take responsibility for the assessment of associated NEA's

Special Consideration/Access Arrangements

This policy statement together with the policy on supporting students with medical conditions (QEHSP19) meets the
requirement that the school must show how we support disabled students in respect of exams. The centre will assess
each potential learner and make justifiable and professional judgements about the learner’s potential to complete
the examinations/assessments successfully and achieve the qualification(s). The centre’s assessment will identify,
where appropriate, the support that will be made available to the learner to facilitate access to
examinations/assessments.

Further to the whole school approach outlined in the two policies referred to above, to support SEND, students with
disabilities and those who need special consideration or access arrangements for any other reasons:

e At the start of each academic year the EO will liaise with the SENDCO and House Leads/Head of Sixth Form
to identify any students for whom early application for ‘access arrangements’ has to be made

e The EO will liaise with the SENDCO to identify and organise the access arrangements for a student. The
SENDCO will store details of all access arrangements

e The EO needs to be made aware of any issues that emerge during the course of study that might affect a
student’s performance

e All students being considered for access arrangements or special consideration need to provide written
medical evidence from an appropriate professional to support the request. A Form 8 and Data Protection
Notice should be completed with any application

The use of laptops in exams and controlled assessments

e The exam regulations state that students may use a laptop in an exam or controlled assessment if it is part
of their normal working practice but that under no circumstances may a candidate use their own laptop,
iPad or tablet in a written examination. The centre must always provide the candidate with a computer,
laptop, iPad or tablet which is used as per the regulations

e At QEHS, when we provide a laptop computer for students to use. We will ensure that:

o the only software available will be a simple word processor

o any spellcheck/grammar check utility is disabled

o the storage system on the computer does not contain any files that may help the student, including work
from previous students

o the device does not have access either to the Internet or the school intranet
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e Students using a laptop will be seated so that the laptop can be connected to the mains supply and so that
they do not distract others taking the exam or allow others to see their work

e Students will need to ensure that both their own details and those of the exam are recorded on each sheet
that will be printed

e The exam regulations recommend that the work is printed in Times New Roman and font size 12
e After the exam, the student’s work will be saved to an ‘empty’ memory stick provided by the school. The
files will then be printed via the school network

e A word processor cover script may be added to the students work

Results

e Results days are published annually and are on the school website.

Enquiries about Results

e Requests for a priority remark (only available to students whose university place is dependent on a certain
grade) need to be made within 7 days of receiving results

e Requests arising out of exams need to be made within four weeks of receiving results or within seven days
for photocopied scripts

e Details of internal deadlines and fees will be made available by the EO at the appropriate times

Identity Checks

When necessary a member of school staff who has not taught the subject being examined will be present at the start
of the examination to assist with the identification of candidates. A folder with candidate photographs will also be
available in the examination hall to assist external invigilators.

GDPR

This policy statement meets the criteria required to inform candidates that their personal data will be stored by
exams awarding bodies for the purpose of maintaining an accurate record of their examination entries and
achievements. The school will also store this information for the same reasons for 7 years after a student has left
the school (9 Years for those who leave at the end of Year 11).

Managing Non-Examination Assessment (NEA’s)

Staff should follow the procedures for the planning and managing of NEA’s found on the Google drive — Exams —
Admin — Policy & Instructions. They should also follow the guidance in the JCQ document for conducting non-
examination assessments. This is updated each academic year and can be found at https://www.jcq.org.uk/exams-
office/non-examination-assessments. This covers most subject specific guidelines. However, Heads of Department
are responsible for checking and implementing any additional subject or board specific guidelines and rules.

Exam and NEA contingency plans and risk assessments

The school has an exam contingency plan which can be found on the Google Drive — Exams — Admin — Policy &
Instructions. This outlines how the school will manage different causes of disruption to the exam process. The same
location also contains a NEA risk management document.

INTERNAL EXAMINATIONS

e Internal exams are used at Queen Elizabeth’s High School as:
a) part of our ongoing assessment of students
b) practice for students for public exams
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e The EOis responsible for the organisation of most internal exams

e The EO is responsible for the conduct of all internal exams held in exam halls

e Departments are responsible for setting and marking their own internal and mock exams

e Exam papers, with instructions including number of students etc., should be placed in the staff room area in
good time before the exam

e Any special equipment, other than writing paper, must be provided by the department e.g. graph paper

e Where necessary an internal exam timetable will be drawn up by the EO based on submissions from
departments of their requirements

e The dates for internal exams can be seen on the school calendar. More detailed timetables will be provided
to students closer to their exam dates

Invigilation

Under the National Agreement on Teachers’ Workload, invigilation of large public examinations is not deemed to
constitute an activity which needs the knowledge and skills of a teacher. Teaching staff may be required to
administer or invigilate the following types of examinations:

e Any practical or oral examinations in their own subject area

e Any internal examinations which take place during normal timetabled lessons

Teaching staff will not be required to invigilate:
e Public examinations (e.g. GCSEs, A levels)
e Mock examinations which take place under a timetable reorganised to imitate public examinations

Invigilation will be organised by the EO.

Invigilation not done by teachers will be done by invigilators specially engaged, with payment by the hour available.

Approved by: Governing Board (Curriculum & Standards Committee)
Date: July 2025

Responsible Person: JMK

Review frequency: Every 3 years
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APPENDIX 1 - APPEALS AGAINST INTERNAL ASSESSMENT DECISIONS (CENTRE ASSESSED MARKS)

This procedure confirms The School’s compliance with JCQ's General Regulations for Approved Centres 2020-2021,
section 5.7f that the centre has in place “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”.

Certain components of GCSE and GCE qualifications (GCSE controlled assessments, GCE coursework, GCE and GCSE
non-examination assessments) that contribute to the final grade of the qualification are internally assessed (marked)
by the subject teacher. The marks awarded (the internal assessment decisions) are then submitted by the deadline
set by the awarding body for external moderation.

Deadlines for the submission of NEAs for the current exam year can be found in the exams section on the school
website.

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

Candidates’ work will be marked by staff who have appropriate knowledge, understanding and skill, and where
training is available through the examination boards this will be accessed. The 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.

In order to allow sufficient time for this marking and moderation to occur as well as time for any appeal the student
deadline for submission will always be a minimum of four weeks before the board’s deadline for submission. If a
student fails to meet the school deadlines, the school may not be able to fulfil any request for a marking review and
in extreme cases, may not be able to mark and moderate the students work in time for submission to the board. The
school deadlines for the current examination year will be posted on the examinations section of the school website.
Assuming that the student meets the deadlines set, and 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 mark scheme to their marking, then they may make use of this appeals
procedure to consider whether to request a review of the centre’s marking. Candidates need to be aware that
should their appeal be upheld their marks could go down as well as up.

1. The 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.

2. The School will inform candidates that they may request copies of materials (for example, a copy of their
marked work, the relevant specification, the mark scheme and any other associated subject-specific
documents) to assist them in considering whether to request a review of the centre’s marking of the
assessment. This request must come within 5 days of reviewing their moderated marks.

3. The School will, having received a request for copies of materials, promptly make them available to the
candidate within 5 working days. (The timescales identified in this policy are only effective during term
time, there will be no provision for the internal appeal process during school holidays.)

4. The School will provide candidates with sufficient time in order to allow them to review copies of materials
and reach a decision.

5. Requests for reviews of marking must be made in writing within 5 working days of receiving copies of the
requested materials — by completing the internal appeals form and payment of a fee for marking,
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administration and where necessary secure delivery. Fees will be refunded if the review shows marks to
have been outside of tolerance (Fees are available from the exams officer).

6. The School will allow 10 working days for the review to be carried out, to make any necessary changes to
marks and to inform the candidate of the outcome, all before the awarding body’s deadline.

7. The School will ensure that the review of marking is carried out by an assessor who has appropriate
competence, has had no previous involvement in the assessment of that candidate and has no personal
interest in the review.

8. The School will instruct the reviewer to ensure that the candidate’s mark is consistent with the standard set
by the centre.

9. The candidate will be informed in writing of the outcome of the review of the centre’s marking.

10. The outcome of the review of the centre’s marking will be made known to the head of centre and will be
logged as a complaint. A written record will be kept and made available to the awarding body upon request.
Should the review of the centre’s marking bring any irregularity in procedures to light, the awarding body
will be informed immediately.

After candidates’ work has been internally assessed, it is moderated by the awarding body to ensure consistency in
marking between centres. The moderation process may lead to mark changes. This process is outside the control
of the School and is not covered by this procedure.

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

This procedure confirms the School’s compliance with JCQ's General Regulations for Approved Centres 2020-2021,
section 5.13a and 5.13h 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...”

Following the issue of results, awarding bodies make post-results services available. Full details of these services,
internal deadlines for requesting a service and fees charged are provided by the exams officer.

Candidates are also informed of the arrangements for post-results services before they sit any exams and senior
members of centre staff are available on results days and the day after the publication of results.

If the centre or a candidate (or their parent/guardian) has a concern and believes a result may not be accurate, an
enquiry about the result may be requested. Enquiries about results (EARs) offers three services.

e Service 1 — clerical re-check
e Service 2 —review of marking
e Service 3 —review of moderation (this service is not available to an individual candidate)

Written candidate consent is required in all cases before a request for an EAR service 1 or 2 is submitted to the
awarding body as with these services a candidate’s marks and subject grades may be lowered. Candidate consent

can only be collected after the publication of results.

If a concern is raised about a particular examination result the head of centre will investigate the feasibility of
requesting an enquiry supported by the centre.
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Where the centre does not uphold a request from a candidate, the candidate may pay the appropriate EAR fee to
the centre, and a request will be made to the awarding body on the candidate’s behalf.

If the candidate (or their parent/guardian) believes there are grounds to appeal against the centre’s decision not to
support an enquiry, an internal appeal can be submitted to the centre by completing the internal appeals form at
least 7 calendar days prior to the internal deadline for submitting an EAR.

The appellant will be informed of the outcome of their appeal before the internal deadline for submitting an EAR.
Following the EAR 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.

Where the head of centre is satisfied after receiving the EAR outcome, but the candidate (or their parent/guardian)
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/guardians
are not permitted to make direct representations to an awarding body.

The internal appeals form on the following page should be completed and submitted to the centre within 10
calendar days of the notification of the outcome of the EAR. 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 enquiry about results process. Awarding body fees which will 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.
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QUEEN ELIZABETH’S HIGH SCHOOL

Internal Appeals Form

Please tick box to indicate the nature of your appeal and
complete all white boxes on the form below

FOR CENTRE USE ONLY
Date received:
Reference No:

[] Appeal against an internal assessment decision and/or request for a review of marking
[] Appeal against the centre’s decision not to support a clerical check, a review of marking, a review of moderation

or an appeal

Name of
appellant

Candidate name if different to appellant

Awarding body

Exam paper code

Subject

Exam paper title

Please state the grounds for your appeal below

(If applicable, tick below)

O] Where my appeal is against an internal assessment decision | wish to request a review of the centre’s marking

If necessary, continue on an additional page if this form is being completed electronically or overleaf if hard copy is being completed

Appellant signature:

Date of signature:

This form must be signed, dated and returned to the exams officer on behalf of the head of centre within 10 calendar
days of the notification of the outcome of the EAR.
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QUEEN ELIZABETH’S HIGH SCHOOL %

Appeals Log (for internal use only)
Onreceipt, all appeals are assigned a reference number and logged. Outcome and outcome date is also recorded.

The outcome of any review of the centre’s marking will be made known to the head of centre. A written record

of the review will be kept and logged as an appeal, so information can be easily made available to an awarding
body upon request.

Ref No |Date received Appeal Outcome Outcome date
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