St Dominic’s Grammar School 

INTERNAL APPEALS PROCEDURE

1. This procedure covers appeals made by pupils against internal assessment decisions where the assessment is conducted by the school and submitted to an Examination Board to contribute to a GCSE, GCE or other similar equivalent qualification.  The Principal nominates the Vice-Principal or a suitable replacement in the event of absence or conflict of interest to manage the internal appeals process.

2.  The Examinations Officer will inform all candidates that this appeals procedure exists and they can consult a copy of it by asking him or her.

3. All candidates will be informed by the Examinations Officer that they can gain access to

· the marks awarded for internal assessment

· comments recorded relating to their internally assessed work

· correspondence between the school and the Examination Board relating to their internally assessed work

· information as to whether their work was sampled by the Examination Board

· the moderated mark if known

· relevant Exam Board procedures for the conduct of internal assessments.

The Examinations Officer will also inform candidates that, consistent with the appeals procedures that are conducted by Examination Boards for externally assessed components (i.e., the Enquiries About Results service), the school’s Internal Appeals procedure may lead to a candidate’s marks being confirmed, raised or lowered.

4. Appeals will be considered by a panel comprised of the following members of staff: 

1. The Vice-Principal (Pastoral or Curriculum), who will act as Chair of the Panel

2. Head of Sixth Form (if the appeal concerns a GCE subject) or Head of Middle School (if the appeal concerns a GCSE subject).

3. The Head of Department, or his/her representative from the department, for the subject concerned in the appeal.

If any of the above personnel are not available or the VP feels there is a conflict of interest then a replacement will be used.  The appellant will be informed of any changes to personnel prior to the investigation.  In the interests of fairness, the school reserves the right to utilise and/or consult a suitably qualified member of staff from another school or educational organisation in its decision-making process.

5. Any pupil wishing to make an appeal must initiate the procedure by discussing their concerns with the relevant Head of Department in the first instance. Subsequently, if the candidate wishes to proceed with the appeal, the pupil will inform the VP who in turn will convene the Internal Appeals panel

6. The Principal must be informed of the existence of any internal appeal.

7. A candidate making an appeal against an internal assessment decision may be supported in the presentation of their case by a parent, guardian or friend.

8. A written record of all appeals must be maintained and must include not only the outcome of the appeal but also reasons for that outcome. The appeal must also include a review of the procedures used by the teacher and department to award marks for internal assessment and must consider whether these procedures were in conformity with the published requirements of the Exam Board.

9. The appeal must be resolved by the date of the submission of marks to the examination board and if it is not the Exam Board will be informed.

10. A copy of the written record of an appeal will be maintained by the school and sent to 

· the candidate

· the Principal 
· the Exam Board, if requested, and if it has implications for the conduct of the examination or the issue of results
