
Reviews of Marking – Centre Assessed Marks for External Qualifications
JFS 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. 
Candidates’ work will be marked by staff who have appropriate knowledge, understanding and skill and who have been trained in this activity.  JFS is committed to ensuring that work produced by candidates is authenticated in line with the requirements of the awarding body.  Where more than one subject teacher/tutor is involved in marking candidates’ work, internal moderation and standardisation will ensure consistency of marking.
This information applies to GCE, GCSE and Project qualifications, including the Spoken Language endorsement of GCSE English Language and the Practical Skills endorsements of GCE Science courses.
Centre Assessed Marks for Art, Criminology, Photography and Sport sometimes have a later date for submission to the awarding body, therefore if a student is taking these subjects, the marks may be sent out separately, with separate deadlines.
A student who feels that requirements, policies and/or procedures may not have been followed in relation to the assessment of their work may use the review procedure outlined below.  Reviews may be made of the process which led to the award of the mark, or of the mark awarded, or both. 
Review Process

Step 1: Receiving Marks
· Candidates receive their marks in internally assessed components after authentication statements are signed and internal moderation procedures are completed.
· Marks are normally provided by the end of April (excluding Art/Photography/Sport).
· Copies of Materials to assist students in reviewing their marks will be available on request (except where data protection and safeguarding issues apply).

Step 2: Requesting Copies of Materials
	Action
	Requesting a Copy of the NEA

	Request Submission
	Must be made using the Copies of Materials Form (available from the Examinations Officer or please click here.

	Deadline
	Sent out with marks, usually within 2-5 days of receiving marks.

	Late Requests
	Not accepted after the deadline.



Step 3: Requesting a Review of the Centre’s Marking
	Action
	Requesting a Review of the Centre’s marking

	Request Submission
	Must be made in writing using the Internal Appeals Form (available from the Examinations Officer or please click here.  

	Details Required
	Candidates must specify whether the appeal concerns the mark awarded, the process, or both.

	Deadline
	Sent out with marks, usually within 2 weeks of receiving marks.

	Staged Appeal
	Not permitted – candidates cannot appeal one aspect first and another later.
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Step 4: Payment for Appeals
· A flat rate charge of £25 applies to cover administrative and time costs.
· Payment must be made to the JFS Bank Account:
· Account Name: JFS
· Bank: NatWest
· Account Number: 94542236
· Sort Code: 60-04-24
· Reference: APPEAL(SURNAME)
· Fee refunded if the appeal is successful.

Step 5: Possible Outcomes of the Review
	Outcome
	Description

	Mark Change
	The mark may go up, down, or stay the same.

	Further Moderation
	Please note: Even after an internal review, marks are subject to external moderation by awarding bodies, which may adjust marks up or down. 

	Historical Accuracy

	Please note: marks submitted by JFS have historically not been questioned by awarding bodies.



Step 6: Conducting the Review
	Aspect
	 Responsible Party
	Process

	Appeal
	Examinations Officer             Head of Department
	Review by an unbiased staff member with relevant expertise. If no internal reviewer is available, an external reviewer from another centre will be sought.

	Process Appeal
	 Deputy Head
	If required, the Deputy Headteacher will carry out an investigation into department procedures to check compliance with JCQ, awarding body, and school policies.

	Marking Error Identified
	 Reviewer
	Determines whether the mark aligns with the centre’s standard and whether adjustments fall within acceptable tolerances.

	Final Decision
	Head Teacher
	Makes the final determination on the mark submitted to the awarding body.



Step 7: Communicating the Outcome
	Action
	Timeline

	Outcome Notification
	Candidates are informed of the review outcome within 5 working days of lodging the appeal.

	Mark Change Appeals
	New mark submitted to the awarding body if applicable.

	Record Keeping
	Appeal outcomes are reported to the Head Teacher and kept on record for review by awarding bodies.



Step 8: Final Steps
	Scenario
	Action

	No Further Right to Appeal
	If dissatisfied, there is no further right of appeal through this process, but candidates can refer to the JFS Complaints Procedure via the Head Teacher.
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