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Internal Appeals/Review of Marking Procedure
This policy is complementary to other policies relating to examinations including

National Qualifications and External Exams

Reviews of Marking

Enquiries about Results

Non-examination assessments policy

Appeals regarding internal assessment decisions

Post-results services & appeals

Centre decisions relating to access arrangements and special consideration

It is also complimentary to other College-wide policies, including:
e Complaints and Appeals policy
Purpose

Certain components of GCSE, GCE and Vocational qualifications including BTECs that
contribute to the final grade of the qualification are internally assessed by the Centre. The
marks awarded (the internal assessment decisions) are then submitted by the deadline set
by the awarding body for external moderation. This policy is to ensure that candidates have
the right to request a review of marking and that the College has the time to administer a
review and that a clear protocol is followed.

Landau Forte College is committed to ensuring that students’ work is assessed fairly,
accurately and in accordance with the awarding body’s specification for each subject.

The College ensures that all staff follow a robust Non-Examination Assessment (NEA)
policy (for the management of GCSE, GCE and Vocational non-examination assessments
as well as other qualifications with an internally assessed component such as NCFE). This
policy details all procedures relating to NEAs including the marking and quality assurance
processes which relevant learning tutors are required to follow.

Candidates work will be marked by tutors who have appropriate knowledge, understanding
and skill and who have been trained in this activity. Internal moderation and
standardisation will take place within the team to ensure consistency of marking.

BTEC Appeals policy

Aims

1. To enable the learner to enquire, question or appeal against an assessment decision
2. To attempt to reach agreement between the learner and the assessor at the earliest
opportunity

3. To standardise and record any appeal to ensure openness and fairness

4 To protect the interests of all learners and the integrity of the qualification.

To do this, the College will:
e Inform the learner at induction, of the Appeals Policy and procedure
e Accurately record, track, and validate any appeal submitted
e Forward the appeal to Pearson when a learner considers that an assessment
decision continues to disadvantage them after the internal appeals process has
been exhausted



Keep appeals records for inspection by the Pearson for a minimum of 18 months

e Take appropriate action to protect the interests of other learners and the integrity of
the qualification, when the outcome of an appeal questions the validity of other
results

¢ Monitor appeals to inform quality improvement

Reviews of Marking

Reviews of marking for Centre-assessed marks

The centre will issue the NEA, BTEC or Coursework marks to students at least 14 days
Erior to the internal deadline for submitting marks, please see dates in the table in

This is to allow time for any review of marking to be processed. This will be the
responsibility of the Subject Leader to manage the time scales accordingly.

Timeline

The Examination Officer is responsible for ensuring that the Appeal is completed in time to
inform the awarding body of any change in a student’s mark.



Internal Appeals

Access arrangements and reasonable adjustments
In accordance with the regulations of the College,

e recognises its duty to explore and provide access to suitable courses, through the
access arrangements process submit applications for reasonable adjustments and
make reasonable adjustments to the service the centre provides to disabled
candidates.

e complies with its responsibilities in identifying, determining and implementing
appropriate access arrangements and reasonable adjustments

The College understands that failure to comply with the regulations have the potential to
constitute malpractice which may impact on a candidate’s result(s).

Examples of failure to comply include:

e putting in place access arrangements/adjustments that are not approved

» failing to consider putting in place access arrangements (which may be a failure to
comply with the duty to make reasonable adjustments)

e permitting access arrangements/adjustments within the centre which are not
supported by appropriate evidence

Special consideration

Where the College has appropriate evidence verified by the Vice Principal or Principal to
support an application, it will apply for special consideration at the time of the assessment
for a candidate who has temporarily experienced iliness, injury or some other event outside
of their control when the issue or event has had, or is reasonably likely to have had, a
material effect on the candidate’s ability to take an assessment or demonstrate his or her
normal level of attainment in an assessment.

Appeals on Centre decisions relating to access arrangements, reasonable
adjustments and special consideration

This may include the College’s decision not to make/apply for a specific reasonable
adjustment or to apply for special consideration, in circumstances where a candidate does
not meet the criteria for, or there is no evidence/insufficient evidence to support the
implementation of an access arrangement/reasonable adjustment or the application of
special consideration.

o |If a candidate who is the subject of the relevant decision (or the candidate’s
parent/carer) disagrees with the decision made and reasonably believes that the
centre has not complied with its responsibilities or followed due procedures, a
written request setting out the grounds for appeal should be submitted

To determine the outcome of the appeal, the head of centre will consult the respective JCQ
publication to confirm the centre has complied with the principles and regulations
governing access arrangements and/or special consideration and followed due
procedures.

The appellant will be informed of the outcome of the appeal within 14 days: of the appeal
being received and logged by the centre.

If the appeal is upheld, the College will proceed to implement the necessary
arrangements/submit the necessary application.



Appendix 1 — Template for reporting NEA results to students

Today | will be informing you of your NEA/Internally Assessed component mark. You will not be
given any indication of grade as this assessment is only one part of the entire qualification which is
graded in the summer and is subject to different mark boundaries set each year.

o The College is committed to ensuring that 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 Your work will have been marked by staff who have appropriate knowledge, understanding
and skill, who have been trained in this activity and do not have any potential conflicts of
interest. Staff will not have used any Al tools to assess your work.

e In arriving at this mark the work has been internally moderated and standardised, which
means that the marks have been crossed checked by other specialists to ensure
consistency and accuracy of marking.

On being informed of your centre assessed marks, you have the opportunity to ask for a review of
marking. The following protocol will need to be followed:

¢ You can request assessment materials and the mark scheme or assessment criteria which
was used to arrive at your final mark. You can get this from your class tutor although this
may have to be seen under supervised conditions.

¢ You will not be allowed access to your original assessment material unless supervised.
You have 5 College days to inform the examinations officer in writing that you request a
review of marking, stating the reasons for requesting a review. The deadline for this will
therefore be <date and time>.

e The examinations officer will contact you within 24 hours to confirm receipt of your request
and explain the process, ensuring parents/carers are informed.

¢ The College will ensure that the review of marking is conducted by an assessor who has
appropriate competence, has had no previous involvement in the assessment of that
candidate for the component in question and has no personal interest in the outcome of the
review.

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

e The examinations officer will inform you in writing of the outcome of the review of marking.

Please be aware that your tutors do want the best for you and the cohort has been ranked and as
previously mentioned, internally moderated to ensure that our marks are a) in line with the national
standard and b) awarded fairly and accurately. The review of marking policy is on the website or
you can request a copy of this from the examinations officer.

It is important to be aware that all internal marks even those changed after a review of marking
should be considered provisional as the external 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 is in place to ensure consistency of marking within the centre,
whereas moderation by the awarding body ensures that the centre’s marking is in line with national
standards. The mark submitted to the awarding body is subject to change and should, therefore, be
considered provisional.



Appendix 2 — Internal Submission dates for GCSE & GCSE qualifications

Skeleton Timetable - Internally Assessed Components — LFC Deadline and Exam Board Due Dates

Season : Summer 2026

Student Deadline Return of marks to | Submission of Submission of Award Code Component Title Level
students marks - internal marks — Aw Bdy | Body

? Tues 14 April Tues 28 April Tues 05 May EDEXL 1PEO 03 Phys Ed : Practical Performance GCSE/9FC

Fri 13 February Tues 14 April Tues 28 April Tues 05 May WJEC 5569U20-1 | Hospitality & Catering Unit 2 L1L2/8B

Fri 13 March Thurs 16 April Thurs 30 April Thurs 07 May AQA 8552/CE Design and Technology NEA GCSE/9FC

? Thurs16 April Thurs 30 April Thurs 07 May AQA 8700/C English Language : Spoken Language GCSE/9FC

? Fri 24 April Fri 8 May Fri 15 May Pearson | ? BTEC Music — Component 1 ?

? Mon 24 Nov Mon 8 Dec Mon 15 Dec Pearson | ? BTEC Music — Component 2

Mon 27 April N/A Fri 8 May Fri 15 May Pearson BTEC Music — Component 3

? Fri 24 April Fri 8 May Fri 15 May AQA 5930 ELC Portfolio EL/B

? Fri 24 April Fri 8 May Fri 15 May EDEXL | 1PE0 04 Phys Ed : Personal Exercise Programme (PEP) | GCSE/9FC

Fri 12 December Fri 24 April Fri 8 May Fri 15 May OCR J171/01 Art & Design: Fine Art: Portfolio GCSE/9FC

Wed 1 April Fri 24 April Fri 8 May Fri 15 May OCR J171/02 Art & Design: Fine Art: Ext Tsk Vmod GCSE/9FC

? Fri 24 April Fri 8 May Fri 15 May OCR R0O94/A Creative Imedia: In the media industry CNAT/1&2

? Fri 24 April Fri 8 May Fri 15 May OCR R097/A Creative Imedia: Visual identity & digital graphics CNAT/1&2

? Fri 24 April Fri 8 May Fri 15 May AQA 7993 Extended Project EXPJ/B

Fri 27 March Fri 24 April Fri 8 May Fri 15 May AQA 7707/C English Lang & Lit : Adv NEA GCE/A

? Fri 24 April Fri 8 May Fri 15 May AQA 7037/C Geography : Adv Nea GCE/A

? Fri 24 April Fri 8 May Fri 15 May AQA 7042/C History : Adv NEA GCE/A

? Fri 24 April Fri 8 May Fri 15 May OCR H446/03 Comp Sci : Adv Paper 3 Programming Project GCE/A

? Fri 24 April Fri 8 May Fri 15 May OCR H420/04 Biology : Adv Practical Endorsement GCE/A

? Fri 24 April Fri 8 May Fri 15 May OCR H432/04 Chemistry : Adv Practical Endorsement GCE/A

? Fri 24 April Fri 8 May Fri 15 May OCR H556/04 Physics : Adv Practical Endorsement GCE/A

? Fri 8 May Fri 22 May Sun 31 May OCR H601/01/02 | A & D: Fine Art: Personal Investigation GCE/A

? Fri 8 May Fri 22 May Sun 31 May OCR H605/01/02 | A & D: 3D Design : Personal Investigation GCE/A

? Fri 8 May Fri 22 May Sun 31 May OCR H606/01/02 | A & D: Crit Cont Std: Personal Investigation GCE/A

Thurs 30 April Fri 8 May Fri 22 May Sun 31 May OCR H601/01/02 | A & D: Fine Art: Set Task GCE/A

Thurs 30 April Fri 8 May Fri 22 May Sun 31 May OCR H605/01/02 | A & D: 3D Design : Set Task GCE/A

Thurs 30 April Fri 8 May Fri 22 May Sun 31 May OCR H606/01/02 | A & D: Crit Cont Std: Set Task GCE/A
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