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1. Coursework / Controlled Assessment Marking 

 
As part of their examination courses it is likely that candidates will have some of their 
complete course grade assessed through a coursework or controlled assessment mark 
and not just external examinations.  These coursework/controlled assessment units are 
either assessed: 
 
Internally by the subject teacher and department (Centre Assessed Work).  Even after 
the subject teacher has marked the work internally, the work will be sent to an external 
exam board moderator who will check the quality of the department’s marking 
procedures.  At this point the exam board can still override the departmental marking and 
adjust marks up or down. 
 
or 
 
Externally by an exam board appointed moderator.  In this case your subject teacher will 
play no part in assessing the work. 
 
 
2. Internal Policy for Moderation of Centre Assessed Work 
 
Subject teachers will advise students of internally set dates that they must have 
completed and handed in their coursework or controlled assessment for marking by.  
Students should be aware that failure to comply with this date may mean that their work 
will not be marked and they will lose all marks for this component.  Extensions to this 
deadline are at the sole discretion of the subject teacher and their decision is final. 
 
All subject teachers will ensure that centre assessed work is subject to internal 
moderation.  This means that the subject teacher will discuss the work with a colleague 
who may also re-mark a sample of the work to ensure consistent standards of marking 
are applied. 
 
At this point the exam board will ask the centre to send all or a sample of the marked 
work for further moderation.  In this way a student’s work may actually be marked three 
times to ensure all the marking is accurate, fair and consistent. 
 
Marks will be released to students once moderation has taken place.  
 
3. Written Appeals Procedure 
 
Appeals may be made to the school regarding the procedures used in internal 
assessment but not the actual marks or grades submitted by the school for moderation 
by the Awarding Body.   
 

 A student wishing to appeal against the procedures used in internal assessments 
should contact the Examinations Officer as soon as possible to discuss the 
appeal, and a written appeal must be received by the School by 30th April for 
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examinations in the summer series.  This deadline may be extended in 
exceptional circumstances in situations where the coursework/controlled 
assessment marking and moderation schedule extends beyond this time.  

 

 On receipt of a written appeal, an enquiry into the internal assessment will be 
conducted by the Assistant Headteacher in charge of Curriculum and Assessment.  
This enquiry will consider whether the procedures used in the internal assessment 
conformed to the published requirements of the Awarding Body. 

 

 The appellant will be informed in writing of the outcome of the appeal, including 
details of any relevant communication with the Awarding Body and of any steps 
taken to further protect the interests of the candidates. 

 
4. Externally Assessed Units 
 
Actual final marks will be known on results day.  If the student is concerned about their 
mark at this point the concern will be treated as an Enquiry About Results (please see 
Appendix 1). 
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Appendix 1 :  ENQUIRIES ABOUT RESULTS 
 
 
The appeals process relating to enquiries about results 
 
After the release of examination results, a candidate has the right to apply to the 
awarding body, through the centre, for a review of their result if they consider the grade 
to be too low.  This can take the form of a clerical check or a full re-mark of an 
examination paper or papers.  This review is termed an Enquiry about Results (EAR) and 
is applied for by the centre on behalf of the candidate. 
 
Candidates should be aware that this process may result in a lowering of the grade 
awarded.  Any candidate who applies for an EAR has to complete a consent form to 
confirm that they understand the possible consequences of an enquiry.  There is also a 
cost involved – the Examinations Officer will advise the candidate of this.  Payment must 
be received before an EAR can be made.  If the enquiry is successful, the fee will be 
refunded to the candidate.  This procedure has a short deadline (September 20th for the 
main results day) and therefore any requests must be carried out quickly within the strict 
deadlines outlined below.   
 
Holbrook Academy advises any candidate who has concerns about a grade awarded for 
a subject to come and talk their concern through with the Examinations Officer within two 
calendar weeks of the issue of results.  Following this discussion the centre will 
immediately apply for a review if this is considered appropriate and we would expect to 
support you in most cases.  If, however, the centre does not consider a review 
appropriate, the candidate will be informed of this decision within three working days.  If 
the candidate still wishes to proceed with a request for a review, the following procedure 
will apply: 
 

 The candidate should appeal against the decision within two days; 

 The centre will then arrange a meeting within three days with the candidate and their 
parent/guardian, the subject teacher concerned, the Examinations Officer and the 
Head of Centre or his/her representative from the senior staff; 

 The candidate and their parent/carer will be able to present their reasons for asking 
for the review at this meeting; 

 The Head of Centre or his/her representative will make a final decision on whether the 
appeal should go ahead, and will inform the candidate and their parent/carer verbally, 
then in writing, of the decision; 

 If the final decision is to proceed with the request for a review, the Examinations 
Officer will carry this out to meet the appropriate deadline. 

 
 
 
Examinations Officer 
20 June 2017 
 
 


