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Christopher Whitehead Language College & Sixth Form (CWLC) is committed to ensuring that 
whenever staff mark candidates’ work this is done fairly, consistently and in accordance with the 
awarding body’s specification and subject-specific associated documents. Internal assessment 
refers to all GCSE controlled assessments, GCE coursework, GCE and GCSE non-examination 
assessments. 
 
Candidates’ work will be assessed and marked in accordance with the awarding body’s 
instructions and requirements, including ensuring internal moderation and standardisation 
processes are met. If a candidate believes that this process has not been adhered to in relation to 
his/her work, he/she may make use of this appeal procedure.  
 
1. An appeal can only be made against the assessment process and not against the mark/grade to 

be submitted to the awarding body. 
 

2. Any appeals must be made in writing in the current examination year stating the details of the 
complaint and the reason for the appeal. 

 
3. The Headteacher will nominate a senior member of staff (the Curriculum Deputy) to manage 

any appeals and to inform the Headteacher about the existence and outcomes of any appeals. 
 
4. The purpose of the appeal will be to decide whether the process used for internal assessment 

conformed to the awarding body’s specification and subject-specific associated documents. 
 
5. The appellant will be informed in writing of the outcome of the appeal, including any relevant 

correspondence with the awarding body, and any changes made to internal assessment 
procedures. 

 
6. The outcome of the appeal will be logged as a complaint. A written record will be kept and 

made available to the awarding body upon request. Should the appeal bring any irregularity in 
procedures to light, the awarding body will be informed. 

 
7. CWLC, via the examinations officer, will inform the awarding body of any change to an 

internally assessed mark as a result of such an appeal if the marks have already been 
submitted to the awarding body. 

 
 
After candidates’ work has been internally assessed, it is moderated by the awarding body in the 
normal way. The moderation process may lead to mark changes like under normal circumstances 
(no matter the outcome of a possible appeal). This process is outside the control of CWLC and is 
not covered in this policy. 
 


