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In accordance with the Code of Practice for the conduct of external qualifications producedby
QCA, St Augustine of Canterbury Catholic Academy is committed to ensuring that:

e 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.

e Candidates’ work will be marked by staff who have appropriate knowledge,
understanding and skill, and who have been trained in this activity. St. Augustine of
Canterbury Catholic Academy is committed to ensuring that work produced by
candidates is authenticated in line with the requirements of the awarding body. Where
a numberof subject teachers are involved in marking candidates’ work, internal
moderation and standardisation will ensure consistency of marking.

e Staff responsible for internal standardisation attend any compulsory trainingsessions.

St. Augustine of Canterbury Catholic Academy 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 aresubmitted to the awarding body.

Each awarding body publishes its arrangements for appeals against its decisions. Inaddition, an
appeal can be made to the school concerning internal assessment:

e the appeal applies only to the procedures used in arriving at internal assessment
decisions and does not apply to the mark or grade itself;

e The parent/carer must make the appeal in writing to the School’s Examinations Officer:
appeals should normally be made before the end of the first week in May for
examinations in the summer series. This deadline may be extended in exceptional
circumstances in situations where the controlled assessment/coursework marking and
moderation schedule extends beyond this time.

The Head Teacher will nominate a senior member of staff, to lead the enquiry provided that
they have played no part in the original assessment process. An experienced Subject Leaderor
School Governor to act as an independent member will also be on the panel;

e the teacher making the assessment will be able to respond to the appeal in writing,and
a copy will be sent to the complainant;

e the enquiry will consider whether the procedures used for the internal assessment
were in conformity with the published requirements of the Awarding Body and the
‘Code of Practice’.

e St. Augustine of Canterbury Catholic Academy will inform candidates that they may
request copiesof materials to assist them in considering whether to request a review of
the centre’smarking of the assessment.

e St. Augustine of Canterbury Catholic Academy will, having received a request for copies
ofmaterials, promptly make them available to the candidate.

e St. Augustine of Canterbury Catholic Academy will provide candidates with sufficient
time in orderto allow them to review copies of materials and reach a decision.
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e St. Augustine of Canterbury Catholic Academy will provide a clear deadline for candidates to
submit a request for a review of the centre’s marking. Requests will not be acceptedafter this
deadline. Requests must be made in writing.

e St. Augustine of Canterbury Catholic Academy will allow sufficient time for the review to be
carriedout, to make any necessary changes to marks and to inform the candidate of the

e outcome, all before the awarding body’s deadline.

e St. Augustine of Canterbury Catholic Academy will ensure that the review of marking is carried
outby 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.

e St. Augustine of Canterbury Catholic Academy will instruct the reviewer to ensure that the
candidate’s mark is consistent with the standard set by the centre.

The complainant will be informed in writing of the outcome of the appeal, including:
e relevant communications with the Awarding Body;
e Any steps taken to further protect the interest of the candidates.
e The outcome of the review of the centre’s marking will be made known to the headof centre. A
written record of the review will be kept and made available to the awarding body upon
request.

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 isin place to ensure
consistency of marking within the centre, whereas moderation by the awarding body ensures that
centre marking is line with national standards. The mark submitted to the awarding body is subject to
change and should therefore be considered provisional.

If the complainant is unhappy about the response in writing, s/he can ask for a personal hearing, where
the panel will consist of two persons not previously involved, normally theHead Teacher and a member
of the Governing body.

Enquiries About Results (Re-marks)

In cases of Enquiries About Results, where the school does not uphold a request for such anenquiry,
the student may normally pay to have an enquiry carried out. Where the student wishes to challenge
the decision not to hold an enquiry or consequent appeal, a similar procedure to that mentioned
above will be carried out.

Note:

Each awarding body specifies detailed criteria for the internal assessment of work. In addition, the
awarding body must moderate the assessment and the final judgement on marks awarded is that of
the awarding body. Appeals against matters outside the school’scontrol will not be considered in the
school’s appeals procedure.
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