Glenlola Collegiate School

Policy and Procedures for

Internal Appeals about Internal Assessment Decisions 

and Enquiries about Results
This policy complies with the current regulatory Code of Practice regarding examinations and the latest guidance issued by CCEA.
It puts in place the following procedures: -

1. A procedure for candidates or their carers to request access to the enquiry and appeals system.

2. A procedure for lodging enquiries about results in cases where the centre supports an enquiry lodged by a candidate or carer.

3. A formal, codified procedure for handling disputes when a candidate or carer disagrees with a decision by the centre not to support an enquiry.

These procedures are published and sent out to candidates/parents annually at the start of each year in which an examination involving coursework is to be taken.

Initial Contact

1.1 A candidate who is concerned about an internal assessment mark should, in the first instance contact the school to speak to the teacher in charge of external examinations as soon as possible after notification of coursework results in April and in any case within one week.

1.2 If the school supports this enquiry lodged by a candidate/carer, the teacher in charge will contact the Awarding Body accordingly.
1.3 If the school can not support the enquiry, and the candidate/carer disagrees with the centre’s decision, they may make a written appeal as outlined in the Appeals Mechanism below.

Appeals Mechanism
The aim of this procedure is to make the school accountable and allow disputes to be resolved openly and effectively.  These arrangements have been introduced in the interests of natural justice and the procedure will normally only be required when all other mechanisms within the centre (for example discussion between candidates/carer/s and the Head of the centre) have failed to resolve the matter. It will be the final stage in the normal process of considering and resolving disputes.  It is expected that it will be used only in exceptional circumstances.

2.1 Mr. I Abernethy is the nominated member of staff responsible for disseminating information to all candidates and their carer(s) about the appeals procedures, for managing appeals, and for informing the Headmaster about the existence and outcome of all such appeals. 
2.2 If discussion has failed to resolve a matter, an appeal may be made in writing by the candidate/carer, stating the details of the complaint and the reasons for the appeal and should be lodged with the nominated member of staff within ten days of notification of coursework results.
2.3 The teacher(s) concerned in making the assessment, which is the subject of the appeal will be given a copy of the appeal and will respond to this in writing, with a copy sent to the candidate.
2.4 If a candidate/carer is not happy with the written response they have received, they must indicate this in writing and they will have an opportunity to have a personal hearing with the appeals panel.
2.5 The appeals panel will comprise two people who have not previously dealt with the particular case, chosen by the Headmaster from the Senior Management Team / Teacher Governor.

2.6 Candidates will be given reasonable notice of the hearing date and should have sight of all relevant documents in advance of the hearing (e.g. the marks given and the assessments made).  The candidate is allowed to be accompanied by a (single) carer/friend.

2.7 The teacher(s) and candidate should have the opportunity to hear each other’s submission to the panel at the hearing.
2.8 The centre will maintain a written record of all appeals.  This will include the outcome of the appeal and the reasons for that outcome.  The centre will send a copy to the candidate / carer within one week of the hearing.

2.9 The centre will inform the Awarding Body if an appeal is upheld.

Glenlola Collegiate School

Policy for Internally Assessed Coursework

Departmental Handbooks should demonstrate that Heads of Department are ensuring that:
· They meet the administrative requirements of the awarding body.

· They comply with regulations concerning the security and confidentiality of external assessments.

· They conduct external assessments in accordance with the standards and procedures specified by the awarding body for the qualification.
· Internal assessments are conducted by staff that have appropriate knowledge, understanding and skills in the area being assessed.

· Assessment evidence provided by candidates has been produced and authenticated according to the requirements of the specification.

· They secure the consistency of internal assessment through internal standardisation where more than one assessor is involved.

· They avail themselves of the training and guidance offered by the awarding body that is needed to ensure understanding of the expectations of the specification, including attendance at any compulsory training sessions for internal assessors.

· They retain candidates’ assessment evidence under secure conditions to allow for the possibility of enquiries about results or appeals.  If the nature of the work makes retention of portfolios or artefacts a problem, internal assessors must keep sufficient evidence (documentary, photographic, audio-visual or video-taped, as appropriate) to support their judgements.

· They meet requests from the awarding body for information for the purpose of moderation and monitoring.

· They comply with the procedures of the awarding body for dealing with and, as appropriate, reporting malpractice.

· Internal assessors record full details of the nature of all assistance given to individual candidates that is beyond that of the teaching group as a whole, but within the parameters laid down by the specification.

· Internal assessors take any assistance into account, according to the awarding body’s instructions, when assessing candidates’ work.
