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1. Aims 
This policy aims to: 

• Provide clear guidelines for making any enquiries or appeals about examination results.   

• Clearly set out the responsibility and accountability for the tasks associated with the above 

• Ensure colleagues have clear guidelines on how to manage various issues and difficulties 
that may arise in relation to the publication of results of qualifications undertaken by 
students at the school.  

2. Legislation and guidance 
This policy also takes into account the JCQ’s guidance on post-results services and general regulations for 
approved centres. 

3. Rationale 
Brookfield Community School provides its students with the opportunity to take a wide range of 
qualifications, which are administered by a variety of awarding bodies. These include AQA, OCR, 
Pearson’s (formerly known as EDEXCEL), WJEC and NCFE. After results are published by the awarding 
bodies, there are occasions when the school decides that it would be appropriate to make an enquiry to the 
awarding body about the accuracy of the grade which has been awarded. We recognise that there will also 
be other cases when individual students and their parents/carers wish to make such an enquiry, even if the 
school has not decided that this would be appropriate.      
The Joint Council for Qualifications (JCQ) requires all centres to have a policy about the management of 
enquiries about results and appeals to the awarding bodies. Inspectors may check at any time that such a 
policy has been put in place. 
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4. Roles and responsibilities 
4.1 Senior Leaders  
Senior Leaders in the school are responsible for: 

• Determining the criteria to decide whether an enquiry or appeal will be made on behalf of the student, 
and in doing so considering the potential impact a change in result might have for the students’ 
prospects. 

• Ensuring that these criteria are communicated to Learning Leaders and Examinations Officers along 
with the timescale for the submission of requests for enquiries/appeals. 

• Ensuring that students and their parents/carers are aware of the timescale for making any requests for 
enquiries/appeals before the examination series begins. 

4.2 Learning Leaders 
Learning Leaders are responsible for: 

• Submitting requests to the Senior Leadership team for any students in their subjects who they believe 
may benefit from a request for an enquiry/appeal about results. 

• Submitting requests to the Senior Leadership team for any cases where they believe that other post-
results enquiries may be helpful for development and training (e.g. the return of marked scripts). 

4.3 Exams Officers 
Exams Officers are responsible for: 

• Contacting any students and their parents/carers on whose behalf the school would like to make an 
enquiry/appeal about the results of any qualification. Ensuring that the students and parents/carers are 
aware of all possible implications of this (especially where grades might go down as well as up because 
of the enquiry/appeal) and ensuring agreement that the enquiry/appeal should be made. Usually written 
evidence should be obtained, by a signature or email.      

• Ensuring that all enquiries/appeals are submitted to the awarding body by the appropriate date. 

• When results of enquiries/appeals are received, ensuring that this information is communicated as 
quickly as possible to the Deputy Headteacher (Curriculum and Assessment), Learning Leader, student 
and parent/carer. 

 
4.4 Students and their Parents/Carers 
Students and their Parents/Carers are responsible for: 

• Contacting the exams office at least five school days before the awarding body deadline if they wish to 
make an enquiry/appeal.  

• Paying the costs of the enquiry/appeal if the school did not intend to make the enquiry/appeal based on 
their criteria.  This will be reimbursed if the outcome of the enquiry/appeal leads to an improvement in 
the grade awarded. 

5. Internal Appeals Procedure 
• If a student or their parent/carer is dissatisfied with the school’s decision not to make an 

enquiry/appeal on behalf of the student, the student or their parent/carer must notify the Headteacher in 
writing at least three school days before the deadline for such enquiries/appeals to be made to the 
awarding body. 

• The Headteacher will then review the decision and the outcome of the review will be communicated to 
the parent/carer as quickly as possible and at least one school day before the deadline for 
enquiries/appeals to the awarding body.  

• The Headteacher’s decision will be final.    
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6. Appeals relating to access arrangements and special consideration  
• Access arrangements and special consideration decisions are based on an inter-awarding body 

agreement, set out in the JCQ publication Access Arrangements and Reasonable Adjustments and A 
guide to the special consideration process: https://www.jcq.org.uk/exams-office/Access-Arrangements-
and-Special-Consideration  

• After consulting the relevant documents, the Head of Centre may appeal on the behalf of a candidate or 
group of candidates.  

• The appeal should be either a written request or on the JCQ App1 form. This must clearly state the 
grounds for appeal and include any relevant evidence to support the appeal.  

• Before appealing, it may help if the Head of Centre discusses the situation with the awarding body’s 
appeals officer, sometimes this resolves the matter without going to appeal. 

• The preliminary appeal must be made within 14 calendar days of receiving the original decision letter. 
The appeal follows the layout of the preliminary appeal.  

• Once completed a report detailing the awarding body’s decision will be sent to the Head of Centre. If 
the Head of Centre is still dissatisfied an Appeal hearing can be requested. This should be done either 
in writing or on the JCQ App1 form, within 14 calendar days of receipt of the preliminary appeal report.  

• The decision of the Appeal hearing panel regarding access arrangements will be final. 

9. Other policies 
This Examination Result Enquiries and Appeals Policy is linked to: 

• Assessment, Recording and Reporting Policy 

• Learning and Teaching 

• Curriculum 

• Equal Opportunities and Race Equality 

• Examination Contingency Policy 

Controlled Assessment and Non-Examination Asse 
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