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Reviews of Marking Policy  
Senior School 

 
 
Kent 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. 
 
Candidates’ work will be marked by staff who have appropriate knowledge, understanding and skill, 
and who have been trained in this activity.  Kent College is committed to ensuring that work produced 
by candidates is authenticated in line with the requirements of the awarding body.  Where a number 
of subject teachers are involved in marking candidates’ work, internal moderation and standardisation 
will ensure consistency of marking. 
 
If a student feels that requirements, policies and procedures may not have been followed in relation 
to the assessment of their work, they may use the review procedure outlined below. Reviews may be 
made relating to the process which led to the award of the mark, or to the mark awarded, or both. 
 
After final examination results are published, if candidates (normally with the School’s agreement) 
believe that the incorrect grade has been awarded, the School will manage an Exam Board Review of 
Results. Should the identified issue not be addressed, the School will also action the exam boards 
appeal process and Exam Procedures Review Services.  
 

1. Process before review of non examined assessments 
 

1.1 The Head of Department 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 are 
submitted to the awarding body. This will be once authentication statements have signed 
and all marking and internal moderation procedures have been completed. This will 
normally not be later than the beginning of the summer term. The school will provide 
candidates with sufficient time in order to allow them to review copies of materials and 
reach a decision.  

 
1.2 The School will inform candidates that they may access copies of materials to assist them 

in considering whether to request a review of the marking of the assessment.   
 

1.3 The Head of Department will promptly make any relevant materials available if requested. 
This will be done with sufficient time, in order to allow the student and parents to look 
over the materials and reach a decision as to whether to proceed with a review of the 
marking. Key assessment materials such as mark schemes should be saved in the 
Resources area on Sharepoint.  
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2. Request for review process  
 

2.1 Requests for reviews should be made within 5 working days of the marks being given to 
the girls and no later than the end of April. Sufficient time is required for the review to be 
carried out, to make any necessary changes to marks and to inform the candidate of the 
outcome, before the awarding body’s deadline. This will be a tight deadline. 

 
2.2 Any request should be made in writing using the Marking Review Request form, giving full 

details of the grounds for the review (see Appendix B), and clearly indicating whether the 
review is in relation to the mark awarded or the process which led to that mark being 
awarded, or both. It is not possible to operate a staged process of first reviewing one 
aspect and then in the event that review does not lead to a change in marks, reviewing the 
other. 
 

2.3 The School will make a charge at an equivalent rate to an awarding body enquiry on results 
at the same examination level (GCSE or A level). This will be added to the fees invoice. 
Requesting a review denotes the acceptance of this charge. No charge will be made in the 
event that the review is found to have been warranted.  

 
2.4 Candidates are advised that a result of a review of the mark for a non-examined 

assessment : 
 
(i) The mark may be lowered as well as raised, and 
 
(ii) if the original mark is considered reasonable in the view of the reviewer it must stand 

 

 
3. Review process  

 
3.1 Where the review relates to the mark awarded, the School will ensure that the review of 

marking is carried out by 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. If there is no suitable member of staff, another centre may be approached for 
a suitable reviewer. 
 

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

3.3 The Head will have the final decision if there is any disagreement on the mark to be 
submitted to the awarding body.  
 

3.4 Where the review relates to the process, the Deputy Head (Academic) will conduct the 
investigation, reviewing the process used in the department for internal assessment and 
deciding whether it conformed to the requirements of JCQ, the awarding body and the 
School’s policies regarding internal assessment of components for external qualifications.  

 
 

3.5 Candidates must also be aware that internally assessed work for external qualifications is 
moderated by the awarding body to ensure consistency between centres. Such 
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moderation may change the marks awarded for internally assessed work. This is outside 
the control of Kent College and is not covered by this review process. 

 
3.6 The candidate will be informed in writing of the outcome of the review of the centre’s 

marking as soon as practicable, but certainly within 15 working days.  
 

3.7 The outcome of the review of the centre’s marking will be made known to the Head, and 
if the parent wishes may be logged as a complaint.  A written record will be kept and made 
available to the awarding body upon request.  Should the review of the centre’s marking 
bring any irregularity in procedures to light, the awarding body will be informed 
immediately. 

 
3.8 There is no further stage of marking review, but if a candidate has concerns about the 

conduct of the process, these should be raised with the Head who will investigate as 
appropriate in line with the School’s Complaints Policy. 

 
 

4. Post results services  
 
4.1 After exam results are published, candidates may query their awarded final grade. 

Students should talk over their result with their teacher, who will examine the result in 
more detail, and also review the paper if requested by the candidate. Students may then 
ask that the School initiates an exam board Review of Results.  
 

4.2 This may include: 
 
i) Review of marking: in which the board will ensure that work has been marked 

accurately in line with the mark scheme. 
ii) Review of moderation:  in which the board will check that any moderation has 

been done fairly, reliably and consistently. 
iii) Clerical re-check: in which the board will confirm that all marks have been included 

and calculated correctly.  
 

4.3 For the School to proceed with a Review of Marking, it must have written consent from 
the candidate. This is not required for reviews of moderation. 

4.4 Students must be made aware that their grade can go down, up or stay the same.  
4.5 If a university place is dependent on the review, the school will utilise the board’s priority 

review of marking process. 
4.6 If after the review is complete and the student still feels that an error has been made and 

the School agrees, the School can ask for an exam board appeal. This can take up to 42 
days. 

4.7 If the issue remains unresolved, the School may submit an application for an exam board 
appeal hearing.  This can take up to 70 days. 

4.8 If the School remains unhappy with this outcome, it may ask the Exam Procedures Review 
Service to examine whether the board has followed the correct regulatory rules and own 
procedures.  

4.9 If the School, against the student’s wishes, is unwilling to support the process outlined in 
4.5 - 4.7, or if parents feels the disappointing outcome was as a result of poor delivery of 
course content, this should be raised in writing to the Head who will investigate in line 
with the School’s Complaints Policy. 
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Agreed by Exec:  March 2018 
Approved: Education Committee June 2021 
Reviewed by Exec: May 2024 
Approved by Education Committee: June 2027  
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Appendix A 
 
Example timeframe for NEA appeals process 
 

7 May deadline for marks submission  15 May deadline for marks submission 

17 April – students told 
marks                                                                           
                 

17 April – students told 
marks                                                                           
                 

Fri 20 April – last day to submit review of 
marking request                                            

Mon 23 – last day to submit review of marking 
request 

Mon 23 to Fri 4 May – complete review (10 
working days)    

Tues 24 – Fri 11 May (12 working days) 
 

Friday 4 May pm – advise outcome & submit 
marks to exam board                                            

Friday 11 May pm – advise outcome 
 

 14 May – submit marks to exam board 

 
 
 
  



Policy  Reviews of Internal Marking 
Deputy Head (Academic)  Page 6 of 6 
Last review date: May 2024  Next review date: May 2027 

 

 

Appendix B  
 
Review of Centre Assessed Marking Appeal 
 
(GCSE controlled assessments, GCE coursework,  
GCE and GCSE non-examination assessments) 
 
 
Kent 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. 
 
If a student feels that requirements, policies and procedures may not have been followed in relation 
to the assessment of their work, a review may be requested regarding the process which led to the 
award of the mark, or to the mark awarded, or both. It is not possible to operate a staged process of 
first reviewing one aspect of the marking and then another. 
 
 
Appeals should be made by filling out the information requested below and handed to the Deputy 
Head (Academic) within 5 working days of the marks being given and certainly no later than the end 
of April.  
 
…………………………………………………………………………………………………………………………………… 
 
Name:  
 
Date:  
 
Subject: 
 
Module: 
 
Teacher responsible for marking:  
 
Grounds for review (please give a detailed account):    
 
 
 


