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Key Dates 

10th August: Year 13 Results day 

12 August: Year 11 Results day 

Priority Appeals 

10th – 16th August: Window for students eligible for priority appeals to request a centre review. 

10th – 20th: Centres conduct priority appeals. 

10th – 23rd: Centres submit appeals to awarding organisations. 

Non-Priority Appeals 

Results day – 3rd September: Window for students to request a centre review 

Results day – 10th September: Centres conduct priority appeals 

Results day – 17th September: Centres submit appeals to awarding organisations 

 

Overview 

The school as a Centre under the examination grading process for summer 2021 is required to have 

a clearly documented process for reviewing awarded grades and for submitting any appeals. This 

policy document sets out our intention to run a fair and transparent process through the process 

that we have adopted. This document is not intended to provide an overview of the JCQ guidance 

for appeals. Rather it outlines the steps that we will take as an academy in order to implement that 

guidance. Where matters arise in the appeals process that are not covered in this document it is the 

JCQ guidance that we will return to.  

 

Before: Reducing the risk of appeals & preparing for results days 
Before the end of term time will be spent trying to reduce the risk of appeals. The JCQ have 

highlighted five key areas for centres to attend to: 

https://www.jcq.org.uk/wp-content/uploads/2021/06/JCQ_Appeals-Guidance_Summer-2021.pdf
https://www.jcq.org.uk/wp-content/uploads/2021/06/JCQ_Appeals-Guidance_Summer-2021.pdf


 

 

Communication with Students and Parents 
 

Students are deemed to be of an age where they can carry out their own appeals process. However, 

where they wish to delegate this role to their parents they can do this as long as they provide 

confirmation that they consent to their parents communicating directly with the school. 

 

Pre -Examination  Access Arrangements (EAA) / Exceptional Circumstances 

Students will be contacted by email to confirm whether EAA or exceptional circumstances have been 

applied to their  grading. However, where the committee decision was that the request didn’t meet 

the high threshold set by the standards from JCQ an Initial phone call may be made to students  first 

before the email is sent. 

Initial Phone calls 

Students  should be informed of the reasons that no adjustment has been made and that their  

grades will be therefore determined on the same evidence as everyone else. 

Where initial calls are made they will    come from committee members who are made up of 

members of the leadership team, SEN, pastoral & safeguarding and the member of staff that decides 

on access arrangements for the trust. Committee members have discussed the request and have 

agreed reasons and have interrogated the standards together.   

Who’s making the phone call? 

• SEN – Where there is an important link to SEN they may be made by the SenCo . 

• Yr12/13 – JHE 

• Yr11 – BHN/MMA/JBR  



During the phone call 

• The rationale for the decision will be given and the student given the opportunity to make 

comments.  

After the phone call 
The fact that the call has been made will be recorded and a confirmatory email will be sent. - Where 

the outcome of the call is that a procedural or administrative error has occurred the awarding 

organization will be informed. Where the outcome is that there is no change to the decision and the 

student is unhappy about the decision they may appeal under the appeals process when the results 

are published. 

Sharing Grades & Data 

The JCQ advise that:  

 

We have published: 

• Year 11 – March Assessment 

• Year 13 – Yr12 Assessment, Yr13 Autumn Assessment, Yr13 March Assessment 

Further details of sources of evidence will be shared as set out below: 

Collating Evidence for Appeals 

Evidence used in the grading process 

All evidence and records on which a student’s grade is based will be retained in accordance with JCQ 

guidance.  

All evidence will be retained for at least 3 years and until the students involved are 21 years old.  

Evidence for appeals 

In the event that a student wishes to make an appeal an evidence pack will be created for each 

student which will be shared with the student. (see below). 



Grades & Data for Results Day 

The JCQ have stated that centres must be prepared to share data with students on or following the 

results day. We wish to avoid lengthy SARs and FOI requests and will therefore be ready to share this 

information with students quickly if required. 

We will use the subject additional assessment lists shared with students in March to collate a 

spreadsheet with all the additional grades on.  

We will set up a report on Bromcom to output centrally stored data and a mailmerge from the excel 

sheets to output subject specific data. These sheets will be printed in advance and available for 

students on results day. 

 Preparation for Priority Appeals & 6th Form Entry 

Priority Appeals: The only appeals that must be actioned with the exam boards over the summer 

break are the “priority appeals”. This is a very narrow category and only includes post 16 students 

who have not achieved the grades needed to access their first choice higher education place. Any 

centre reviews requested relating to these must be processed by 20th August.  

6th Form & College Entry: We know that we will have some students who do not meet 6th form / 

college entry may also wish to appeal. Although the JCQ guidance suggests that these non-priority 

appeals can completed during the Autumn term this will likely be a distressing time for these 

students and we will therefore aim to respond more quickly to appeals that impact on 6th form / 

College entry that are submitted during a short window after the results day. See below for further 

detail.  

Quality Assurance Processes 

The JCQ has stated that in the event of a student requesting a centre procedural check: 

“If a centre has completed checks in advance, it does not need to repeat the checks after results day 

as long as the issue raised by the student has been addressed by the checks carried out previously 

and the records are available and provided to the awarding organisation in the event of an appeal to 

the awarding organisation.” 

Where this quality assurance has already been completed signed copies of the departmental 

checklists, pastoral checks and signed grade submissions will be kept centrally. All other quality 

assurance checks  will be accessible in each subject’s teams areas.  

Complaints Procedure 

Complaints about Centre Assessed Grades as part of the 2021 Summer exam series will not be dealt 
with under the Trust’s Complaints Policy other than complaints that relate to 

1. any decision to withdraw an entry due to insufficient evidence on which to determine a 
Teacher Assessed Grade, or not to make an entry in the first place, 

2. any failure or delay in offering or following the exams appeal process  
 
 
Alternatively, following the conclusion of the awarding organisation's appeal process, a student who 

remains concerned their grade was incorrect may be able to apply for a procedural review to the 

Exam Procedures Review Service (EPRS) from the relevant regulator. There are EPRS processes for 

Ofqual (England) and Qualification Wales. The regulators will provide further details about the EPRS 

processes for summer 2021 before results days this summer. 

 



Staffing & Communication 

Our intention is to complete as much preparation for the appeals process as possible before the end 

of the summer term.  

Where an appeal is upheld staff may need to be contacted so that they can review the grade 

awarded. The School will have a system in place to facilitate this. 

Centre Policy 

The academy will publish the Centre Policy and this Appeals Policy on the website at the same time 

as sending the appeals guidance letter which sets out the student appeals process. 

The Appeals Process 
We will keep a central log of the details of any appeals we receive and the progress of that appeal. 

See tracking document here  

Priority Centre Reviews 

 

In addition to the students identified by the JCQ for priority appeals we will also endeavour to stick 

to the same priority appeals timeline for any Yr11 students who can provide evidence that next 

steps to 6th form or college are adversely affected by the grades they have received. An offer letter 

from the provider will be sufficient as evidence of this. 

 

Non-Priority Centre Reviews 

Appeals raised by students who are able to progress to first choice of university college / 6th form 

will be processed after the priority appeals have been completed. The deadline for completing these 

will be the 10th Sept 

Step 1: Informal Conversations 

Students & parents with concerns about results will initially be directed to speak to a senior member 

of staff. This conversation should be based closely around the student / parent guidance created by 

the JCQ and shared by the academy.  Staff will be instructed to offer students (where appropriate) 

their data for the subject in question that the student’s grades are based on (even if the student 

doesn’t request it) and details of any EAA or extenuating circumstances that have been considered.  

Students will be offered: 

• A Bromcom report of all their reporting data from that subject 

• A mail merge of any subject specific assessment data from that subject 

• A copy of the ‘The student Assessment Record’ with any EAA/ Exceptional Circumstances 

indicated for that subject. 

Where this initial discussion does not resolve the issue parents and students will be directed to 

complete the first section of the JCQ appeals request and send the signed and completed form to 

https://teams.microsoft.com/l/file/2A508EF6-5F2D-4755-974E-B4678A227BC6?tenantId=10664595-1ff2-4d18-94f5-27e5097d93fd&fileType=xlsx&objectUrl=https%3A%2F%2Ftudorgrangeacademiestrust.sharepoint.com%2Fsites%2FREDDITCH-ALLStaff238%2FShared%20Documents%2FGeneral%2FCAGs%202020-21%2FAppeals%20Information%2FAppeals%20Tracker.xlsx&baseUrl=https%3A%2F%2Ftudorgrangeacademiestrust.sharepoint.com%2Fsites%2FREDDITCH-ALLStaff238&serviceName=teams&threadId=19:ac3b51bf7a2e4349a67c0522b619e163@thread.tacv2&groupId=403ccffe-e293-4191-a981-3c3c40ba73fe
https://www.jcq.org.uk/wp-content/uploads/2021/06/JCQ_Appeals-Guidance_Summer-2021_Appendix-B.pdf


school. Either by email (scanned) to exams@redditch.tgacademy.org.uk or by hand to reception or 

by post. 

We will not accept any paperwork that has not been signed by the student. 

 

Step 2: Stage One – Centre Reviews 

We will attempt to complete all priority centre reviews within 4 working days of receiving them. This 

is in order to meet the priority appeals timeline.  

We will use the JCQ appeals request form to track and record all appeals.  

All appeals will be stored in a separate folder for each appeal. 

Centre reviews can be raised on the grounds that the academy has: 

• Failed to follow its procedures properly or consistently in arriving at that result or  

• Made an administrative error in relation to the result. 

In the first instance all centre reviews will be checked to ascertain whether the quality assurance 

checks already completed by the academy cover the concerns raised. Where this is the case this will 

be recorded on the form along with the outcome of the centre review.  

Where academy quality assurance processes already completed have not covered the grounds of 

the appeal then a list of the further checks required will be recorded.   

Before returning the paperwork to the student they will be contacted by phone to be made aware of 

the outcome.  

Step 3: Stage Two Appeals 

Where a student raises a stage two complaint the admin team will use the ‘Part Complete - 

JCQ_Appeals-Guidance_Summer-2021_Appendix-C’ (in teams) to support the collation of the 

evidence pack. 

That evidence pack should contain: 

• Student JCQ appeal paperwork 

• A complete copy of the Part ‘JCQ_Appeals-Guidance_Summer-2021_Appendix-C’ 

• A copy of the ‘Subject Assessment Record’: All other student names will  be removed from 

this document before it is uploaded 

• A fully completed copy of the ‘Student Assessment Record’  

The evidence pack and associated paperwork will be submitted to the exam board. 

All evidence will be retained for each appeal. 

 

Upheld Appeals 
In the event of an appeal being upheld we will take the following steps: 

•  We will review the board decision to ascertain if (particularly in the case of procedural 

errors) there are other students that may have been affected. 

mailto:exams@redditch.tgacademy.org.uk
https://www.jcq.org.uk/wp-content/uploads/2021/06/JCQ_Appeals-Guidance_Summer-2021_Appendix-B.pdf
https://teams.microsoft.com/l/file/4FF4FDB7-5682-4195-8C77-3F4964123070?tenantId=10664595-1ff2-4d18-94f5-27e5097d93fd&fileType=pdf&objectUrl=https%3A%2F%2Ftudorgrangeacademiestrust.sharepoint.com%2Fsites%2FREDDITCH-ALLStaff238%2FShared%20Documents%2FGeneral%2FCAGs%202020-21%2FAppeals%20Information%2FPart%20Complete%20-%20JCQ_Appeals-Guidance_Summer-2021_Appendix-C.pdf&baseUrl=https%3A%2F%2Ftudorgrangeacademiestrust.sharepoint.com%2Fsites%2FREDDITCH-ALLStaff238&serviceName=teams&threadId=19:ac3b51bf7a2e4349a67c0522b619e163@thread.tacv2&groupId=403ccffe-e293-4191-a981-3c3c40ba73fe
https://teams.microsoft.com/l/file/4FF4FDB7-5682-4195-8C77-3F4964123070?tenantId=10664595-1ff2-4d18-94f5-27e5097d93fd&fileType=pdf&objectUrl=https%3A%2F%2Ftudorgrangeacademiestrust.sharepoint.com%2Fsites%2FREDDITCH-ALLStaff238%2FShared%20Documents%2FGeneral%2FCAGs%202020-21%2FAppeals%20Information%2FPart%20Complete%20-%20JCQ_Appeals-Guidance_Summer-2021_Appendix-C.pdf&baseUrl=https%3A%2F%2Ftudorgrangeacademiestrust.sharepoint.com%2Fsites%2FREDDITCH-ALLStaff238&serviceName=teams&threadId=19:ac3b51bf7a2e4349a67c0522b619e163@thread.tacv2&groupId=403ccffe-e293-4191-a981-3c3c40ba73fe


• Where other students have been affected, we will review the situation on it’s individual 

merits in accordance with the JCQ advice: 

 The review may highlight other students who have been impacted by the same issue. In some cases, 

those students may also be found to have a lower grade than they should and the centre should 

rectify this. In other cases, there may be a student or students whose reported grade is too high. For 

example, one student’s marks could have been transposed with another student’s, leading to one 

student having a grade higher than it should be but the student with the higher grade is unlikely to 

have submitted a centre review.  

These students will not have consented to having their grades lowered unless they have separately 

submitted requests for reviews. In these cases, the centre must carefully consider the impact of 

lowering the students’ grades before requesting the awarding organisation to do so. In most 

instances, it will be appropriate to lower the grade, as not to do so could have an adverse impact on 

public confidence. Allowing incorrect grades to stand could also have an adverse impact on 

employers or educational institutions who rely on the grade in future as well as on the student, if for 

example they progress on to a course they were not equipped for. However, there could also be an 

adverse impact on the individual student by correcting the grade at this point. 

• Where the board directs the school to review as a result of: 

 

o  identifying a procedural error OR  

o finding alternative evidence should have been included in the range of evidence 

we will, in the first instance, ask the curriculum leader and subject teacher to evaluate the 

grade again. we will consider the outcome of their deliberations on each cases individual 

merit. 

• We will share the outcome of the awarding organisation appeal, and where 

appropriate the next stage of the process, with the student promptly 
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