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Appeals Procedure against internally assessed marks 
 

Brownlow Integrated College is committed to ensuring that whenever the College staff mark 

candidates’ work this is done fairly, consistently and in accordance with the regulations and 

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. Brownlow Integrated 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 candidate believes that this may not have happened in relation to their work, they may 

make use of this appeals procedure. 

N.B. An appeal may only be made against the assessment process and not against the 

mark to be submitted to the awarding body 

 

1.Statement of intent 

 Purpose of this policy is: 

 to provide an overview of the process for Appeals for summer 2021 in the context of 

guidance issued by CCEA and JCQ; 

 to ensure that all staff involved in the process know, understand and can carry out 

their roles effectively. 

 To ensure leaners understand the appeals process, the centres role and the role of 

AO; and 

 To provide relevant timelines to ensure the successful completion of internal 

processes so as not to hinder the progress of any student to the next phase of their 

education. 

It is the responsibility of everyone involved in the Centre Appeals Process to understand and 

implement this policy. The Centre Appeals Policy is in line with the JCQ guidance. A Guide to 

Appeals Processes, Summer 2021, and any further guidance provided by CCEA in relation to 

its Postal Result Service Staff will familiarise themselves with all relevant guidance provided 

by JCQ and CCEA. 
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2.Process Overview 
 

Stage 1 – A Centre Review completed by Brownlow Integrated College. 

Stage 2 – An appeal to CCEA awarding organisation submitted by Brownlow Integrated 

College on behalf of a candidate and completed by CCEA. 

Stage 1 

(a)  Who can request a review and when? 
 

 Any Candidate may submit a request for a Centre Review. 

 To decide whether to request a Centre Review, candidates will require access to: 

o The centre CDG policy 

o The sources of evidence used to determine the Centre Determined Grade, 

including any marks and grades 

o Details of any variations in evidence used 

o Details of any special circumstances that have been considered in 

determining grade. 

 All requests for a Centre Review must be made directly to the Vice-Principal, Mr. A 

Downard, using the form provided by CCEA. 

 

(b)  Administering review requests 
 

 A review may be submitted if the candidate considers that either: 

1). The centre did not follow its procedure properly or consistently in arriving 

at the Centre Determined Grade. 

2). The centre made an administrative error in relation to the result. 

 Requests for appeals on the grounds of academic judgement (unreasonableness) will 

only be considered by CCEA at Stage 2. However, a Centre Review must be 

completed first to ensure that the centre has not made any procedural or 

administrative errors. 

 The Centre must keep an electronic record of all review applications received, and 

the outcomes of those reviews. This will be required should an appeal be submitted 

to CCEA (stage 2). 
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(c) Determining a Review outcome 
 The person completing the Centre Review will need access to all the following 

records and will need to consider: 

o The reason presented by the candidate for the review should be specified. 

o Any evidence provided by the candidate about issues that were not known 

about at the time the grade was determined 

o The centre’s approved policy and whether it was followed properly and 

consistently  

o The evidence which was used to determine the grade (although the reviewer 

will not be assessing or remarking the evidence) 

o Any relevant assessment records detailing any amendments to the range of 

evidence used and, where applicable, steps taken to address any known 

mitigating circumstances / special consideration or approved access 

arrangements / reasonable adjustments 

o The records of the internal quality assurance processes and any feedback 

received from the external quality assurance process and 

o Any relevant centre administration records and any other documentation the 

decision-maker feels necessary to process the review. 

 In cases where the reviewer believes there has been a procedural failure or 

administrative error, you need to decide whether this affected the reported grade. 

 You may seek input from a subject expert at this point. 

 It is important to include the following: The outcome of any Centre Review may be 

that the grade is raised, stays the same or is lowered. 

(d)  Reporting an outcome 
 

If a grade change is required, the College will submit an error correction request to CCEA as 

soon as possible. 

A record of the outcome of all Centre Reviews will be retained to be submitted to CCEA, 

should a candidate decide to request a Stage 2 Appeal to CCEA Awarding Organisation.  
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Stage 2 

Appeal to CCEA  
 

The Centre will include whether or not a procedural or administrative failure was found, and 

whether or not a grade changed as a result. All Candidates have the right to submit an 

appeal to CECA as the next stage in the process. Any Appeal to CCEA must be submitted by 

the Centre on the Candidate’s behalf. 

Where requested by the candidate, Brownlow Integrated College will submit such appeals 

on the student’s behalf and include the following as required: 

 CCEA form completed by the student. 

 Evidence used to determine the Centre Determined Grade; and 

 Completed Candidate Assessment Record for the student. 

Brownlow Integrated College will have a process in place to communicate the outcome of 

the appeal to CCEA Awarding Organisation to the candidate upon completion. 

The “Form for Centre Review” should be completed and submitted to the centre as soon as 

possible but by 24th August – 3rd September 2021. Any CCEA appeals should be with the 

College no later than 15th September 2021 at midday. 

 

 

How to make an appeal 
 

An appeal should be submitted in writing by completing a Centre Review, Appeal to CCEA 

and consent form. Forms are available from the College office. Completed forms should be 

returned to the College office. Forms received will be logged by the centre and 

acknowledged within 5 school days. 

 

Following the outcome, if the candidate remains dissatisfied and believes there are clear 

grounds, an appeal can be submitted to CCEA through the College. The candidate should 

complete a “Request for Appeal to CCEA” form. 

 

The deadline for submission of all Stage 2 Appeals to CCEA Awarding Organisation is 17th 

September 2021.  
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1. (a) Roles and Responsibilities 
Brownlow Integrated College will: 

 Have appropriate arrangements in place to conduct a Centre Review in line with 

CCEA guidance. 

 Ensure that a transparent process is in place so that candidates and parents 

understand steps in a Centre Review 

 Complete a Centre Review if requested by a candidate, checking for any errors 

and/or procedural issues 

 Decide if a grade change is necessary having completed the Centre Review 

 Inform CCEA of any required changes to grades 

 Submit an application for appeal to CCEA on behalf of a candidate if instructed to do 

so by the candidate 

 Provide all required evident electronically, through the appeals portal, on behalf of 

the candidate to CCEA in support of the Appeal to CCEA 

 Communicate the outcome of a Centre Review and/or CCEA Appeal to the candidate 

 Retain records of all completed Centre Reviews electronically, to be submitted to 

CCEA should a student decide to request a Stage 2 CCEA Awarding Organisation 

Appeal; and 

 continue to provide pastoral support to candidates at each stage of the process, as 

required 

Brownlow Integrated College will also carefully consider the requirements of their centre’s 

policies, particularly in relation to the separation of duties and personnel to ensure fairness 

in reviews and appeals. 

Within Brownlow College: 

 The Board of Governors is responsible for approving the Centre appeals policy. 

 The Principal has overall responsibility for the centre as an examinations centre and 

will ensure the roles and responsibilities of all staff are defined. The Vice-Principal 

will complete Centre Reviews. The Vice-Principal will sign off the outcome of any 

Centre Review. The Vice-Principal will communicate the outcome of any Centre 

Review or appeal to CCEA and the candidate. 

 The Head of Pastoral Care and Safeguarding will support the Vice-Principal in 

completing Centre Reviews.  He may perform support functions to candidates in the 

completion of any required paperwork or provide advice on the submission of 

review requests. 

 The Examinations Officer will submit any appeals to CCEA at Stage 2, or delegate 

this responsibility to another member of centre staff. The Examinations Officer will 

submit an error correction request to CCEA should a grade change be required. 

 Heads of Department and Subject Teachers may be required to provide expert 

opinion on whether or not a change is required should an administrative or 

procedural error be identified through a Centre Review. 
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Timelines and Dates 
 

The below dates are set to ensure all requests can be processed. 

23rd August – 27th August 2021 Window for Candidates to request a Centre 
Review 

30th August – 6th September 2021 Centres conduct Centre Reviews 

17 September 2021 Deadline for submission of all CCEA 
Appeals 

 

Should you wish to appeal to Stage 2 (CCEA Appeal), all CCEA appeals must be lodged with 

the College by 12 noon on the 10th of September 2021. 

 

Conflicts of Interest 
 

Brownlow Integrated College will declare and record potential conflicts of interest of any 

person involved in the Centre Review process or Appeal to CCEA. An example of a conflict 

could include conducting a Centre Review for a family member or close friend. The Vice-

Principal will take appropriate actions to manage any potential conflicts of interest arising 

with centre staff. 

 


