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Introduction 

At Winstanley College we aim to deliver the best service possible to our students and to make sure that you 
have all the information you need to prepare for and succeed in your exams.  Winstanley College is committed 
to ensuring that all examinations are administered in accordance with the Joint Council for Qualifications (JCQ) 
rules and regulations.  Internal assessments are marked and administered fairly, consistently and in accordance 
with the awarding body specifications and subject-specific associated documents. 

 
The Examinations at Winstanley College guide has been designed to answer any questions you may with regards 
to any exams or assessments you are due to complete. This booklet is separated into two sections. Section A – 
Examinations, Section B – Assessments.  It will be reviewed on an annual basis. 
 
Please direct any questions you may have to; 
Lauren Mawdsley 
Exams Officer 
lauren.mawdsley@winstanley.ac.uk 
Tel: 01695 633244  
 
May we take this opportunity to wish you the very best for your exams. 
 
Louise Tipping 
Principal 
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Section A – Examinations 

Preparing for your exams 
 

Individual Exam Timetable 

Your Individual Exam Timetable will be made available to you in March. This document will list all of the 
examinations you have been entered for, as well as the date and time they are due to take place.  It is 
essential that you check your exam timetable. It is your responsibility to make sure your personal details and 
your exam entries are correct.  If any of your details or entries are incorrect you must contact the Exams 
Officer. 

 
Exam Clashes 

When checking your timetable, you may have an exam clash where two or more of your examinations are 
scheduled to take place at the same time.  Exam clashes will appear in bold on your timetable.  If you do have 
an exam clash please do not panic, the arrangements for resolving your clash will be listed in the Exam Clash 
Note box.  

 
If you have two exams scheduled to take place in the same session (morning/afternoon) and the total exam 
time is three hours or less, you will be given a supervised break of no more than 20 minutes between the 
papers.  During this supervised break students cannot revise.  This is a JCQ rule. 

 
If you have two or more exams taking place on the same day and the total exam time is more than 3 hours 
but less than 6 hours, you will be given a one hour supervised break between each paper.  Students may 
revise during this time using their own notes. However, the student must be under supervision at all times 
and not in in possession of an electronic communication/storage device or have access to the internet.   

 

Students with exam clashes will be contacted by the Exams Officer to ensure the arrangements for resolving 
the clash are understood. 

 

Overnight supervision 

When students are entered for multiple examinations timetabled for the same day and the total duration for 
those papers is: 

a) more than six hours for GCE examinations (AS, A2, A-level), including approved extra time allowances 
and/or supervised rest breaks; or 

b) more than five and a half hours for GCSE examinations, including approved extra time allowances 
and/or supervised rest breaks;  

Students may, at the college’s discretion, be allowed to take an examination the following morning, including 
Saturdays. Students are not allowed to take examinations on an earlier day than that scheduled on the 
timetable. 

The Exams Officer will contact all students who fall into the above category to discuss the options available. 

 

Overnight supervision arrangements will only be applied as a last resort and once all other options have been 
exhausted. 

 

Exam rooming and seating 

Rooms and seat numbers will be emailed to students every Thursday afternoon for exams taking place in the 
following week.  Seating plans will also be displayed on the boards in the foyer before the start of each exam. 
Make sure you know your room and seat number; failure to sit in your correct seat may result in you receiving 
an incorrect exam paper.  Examinations take place across college, so it is important that you know exactly 
where your exams are due to take place.  
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Important points 

 Make a revision timetable and give yourself plenty of time  

 Remember your candidate number; this is listed on your timetable. In most cases, it is the 4-digit number 

on your college ID i.e. if your ID is E001234 your candidate number is 1234.  

 Check the materials needed for each exam in advance. You are responsible for bringing your own 

materials; pens, pencils, calculators etc.  College is unable to provide materials to students during an 

exam. 

 Exam stress is very common but there are some simple strategies to help you cope.  Speak to your PT if 

you are worried. 

 Look after yourself.  If you are tired, hungry or thirsty it will affect your concentration.  

 

 

The awarding bodies have designated Wednesday 29th June 2022 as a ‘contingency day’ for examinations.  

The designation of this day within the common examination timetable is in the event of national or local 

disruption to examinations.  Students must remain available until this date should an awarding body need 

to invoke its contingency plan. 

 

If you have any questions at all or you are unsure about anything, please email exams@winstanley.ac.uk. 

 

 

 

Access Arrangements 

 

Access Arrangements enable a candidate who would otherwise be disadvantaged to demonstrate their true 
ability in an exam.  This might be because they have a learning difference or medical or other difficulties.  Access 
Arrangements are intended to reflect a student’s normal way of working in college. 
 
Access Arrangements can include extra time for students with particular medical needs, allowing students to 
type rather than write (for students who usually work in this way) or take rest breaks.   
 
If you feel you may be entitled to Access Arrangements, please speak to your personal tutor in the first instance. 
Your PT will then make a referral for you to see the relevant staff members below: 

 Medical conditions or mental health – Angela Gregory in Student Services 

 Learning difficulties or any other issues – Clare Walsh in the Library 
 
Please note medical or other evidence will be required to support the reasons for the arrangement. 
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During your exams 

 
Lateness and absences  
It is your responsibility to know when your exams are due to take place. You must be prompt to all of your 
examinations to avoid delays for other students. If you arrive late (within one hour of the start time) you will still 
be able to take the exam and you will be given the full amount of time to do so. If you arrive very late (more 
than one hour after the start time) you can still complete the exam if you wish, however, the exam board will be 
informed and may not accept your work.  

Any students that are running late must contact the Exams Officer as soon as possible and report to the Exams 
Office (A-Corridor) upon arriving at college.  

If you are sick or unable to attend for any reason, college must be informed in good time and where applicable, 
and a doctor’s note produced.  If a student fails to turn up for their examinations without informing college 
beforehand and without valid reason, parents/guardians will be invoiced for the examination entry fee. 

 
Private bus services 
If you use any of the Private Bus Services to College we usually bring forward the departure time by 10 minutes. 
Any alterations to the departure times of private bus services will always be confirmed by the Transport 
Manager via email.  Please keep an eye on your e-mails for potential changes to services.   

 
Start and finish times 
Morning exams start at 9.00am and afternoon exams start at 1.00pm (unless your timetable states otherwise).  
You MUST arrive 10 minutes before the start time to find and take your seat. For exams that last one hour or 
more, if you complete your exam before the exam finishes you must not leave the exam room until one hour 
after the published start time of the exam.  
 
Student Behaviour 
You must not enter the examination room until the invigilator gives permission.  Silence must be observed at all 
times and you must not attempt to communicate with other students.  If you attempt to do so your paper will 
be cancelled.  If you require any assistance you must raise your hand.  No one may leave the examination room 
until given permission after the collection of all papers.   

 
Photographic ID 
You must bring photographic ID to every exam and display it on your desk. This can be your student ID card, 
driving license or bus pass. In the event that you have no photographic ID, you must purchase a temporary exam 
ID slip from Student Services or main reception at the cost of 50p.  You will not be allowed to sit your exam 
without photographic ID. 
 
Prohibited materials 
Unauthorised materials, including mobile phones, smart watches, iPODS, MP3 players or any potential 
technological/web enabled sources of information MUST NOT BE BROUGHT INTO THE EXAMINATION ROOM.  
Any infringements of this rule could result in DISQUALIFICATION.  
 
Food/drink 
Food is not allowed during examinations unless you have an exam clash and are due have a supervised break 
between your exams.  You may bring a bottled drink into the examination room with you. However, it must be 
free from packaging and all labels removed.   
 
If you require access to food during exams due to a medical condition please notify Clare Walsh, college SENCo.  
 
Watches 
Watches are NOT permitted in the exam room. 
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Equipment 
You must provide yourself with a black pen together with other equipment that may be needed e.g. pencil, 
ruler, calculator.  Pencil cases are not allowed in the examination room (unless they are clear).  All examination 
papers must be written in black pen. 
 
Using calculators 

You must be aware of JCQ awarding body instructions regarding the use of calculators in your exams. 

Candidates may use a calculator in an examination unless prohibited by the awarding body’s specification. 

Where the use of a calculator is allowed, candidates are responsible for making sure that their calculators 

meet the awarding bodies’ regulations.  

 

 

 

 

In the event of a fire alarm 
In the event of a fire alarm sounding during an exam, the invigilator will instruct students to stop writing, put 

their pens down and close their question papers.  The time of the interruption will be noted.  So as not to risk 

the security of the exam, students must remain seated until the invigilator is contacted by the Exams Team.  The 

Exams Team will advise if the alarm is false or if evacuation is required.  If the alarm is false, the invigilator will 

resume the exam and add on the interruption time.  This ensures that students receive the full, allotted time for 

the exam. 

If the alarm is not false and evacuation is required, the invigilator will instruct students to leave all exam 

materials and personal belongings in the examination room. Students must not communicate with each other 

and must stand at arms width apart at all times.  Students will be escorted from the exam room to the nearest 

assembly point.  Exam conditions still apply; silence must be maintained by students at all times. 

Following the resolution of the alarm, students will be escorted back the exam room where they will resume the 

exam.  The invigilator will add on the interruption time to ensure the full allotted time for the exam is given. 
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Special Consideration 

 

Special consideration is a post-examination adjustment that compensates learners who were suffering from a 
temporary illness/condition or who were otherwise disadvantaged at the time of the Examination.  Special 
consideration is an adjustment to the marks or grades of an eligible candidate.  It can only seek to go some way 
to assist the candidate affected by a potentially wide range of difficulties which may influence examination 
performance.  Special Consideration does not take into account predicted grades or student potential. Instead a 
% increase of marks is applied; the size of the allowance depends on the timing, nature and extent of the 
illness/misfortune and is awarded at the exam board’s discretion.   

 

Who is eligible? 
A candidate who has been fully prepared and has covered the whole course but performance in the examination 
or in the production of coursework is affected by adverse circumstances beyond their control.  Including –  

 Temporary illness or accident/injury at the time of the assessment 

 Bereavement at the time of the assessment 

 Domestic crisis arising at the time of the assessment 

 Serious disturbance during an examination 

 If the exam paper is defective and this cannot be rectified by the exams dept. 

 Participation in sporting events at international level at the time of examination 

 Failure by the centre or the awarding body to implement previously agreed access arrangements 

 
Circumstances which are NOT grounds for special consideration 

 Long term illness or other difficulties during the course affecting revision time, unless the illness or 

circumstances manifest themselves during the exam itself, or within hours of beginning the exam. 

 Permanent disability unless illness affects the candidate at the time of the exam 

 Failure without good excuse to request access arrangements on time 

 Bereavement occurring more than six months before the assessment, unless an anniversary has 

been reached or there are ongoing implications such as inquests or court cases 

 Domestic inconvenience, such as moving house, lack of facilities, family holidays, weddings etc. 

 Minor disturbance in the exam caused by other candidates or mobile phones  

 The consequence of committing a crime 

 Failure to attend the exam at the correct time 

 Misreading the question papers and answering the wrong questions 

 General nervousness and stress.   These are completely normal feelings to have when taking 

examinations and will not be considered as grounds for special consideration 

 
If you think you are eligible for Special Consideration, please speak to the Exams Officer, email 
exams@winstanley.ac.uk, or speak to your PT. 

  

mailto:exams@winstanley.ac.uk
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Malpractice  

Malpractice means any act which is a breach of the regulations which compromises the process of assessment, 
the integrity of any qualification or the validity of a result or certificate.  

Instances of malpractice arise for a variety of reasons: 

 some incidents are intentional and aim to give an unfair advantage in an examination or assessment 

 some incidents arise due to ignorance of the regulations, carelessness or forgetfulness in applying the 
regulations 

 some occur as a direct result of the force of circumstances which are beyond the control of those 
involved (e.g. a fire alarm sounds and the exam is disrupted). 
 
 

Social media and online forums can be helpful for revision, exam preparation and connecting with teachers and 
subject experts. Winstanley College encourages you to use these online tools, but remember that all exam 
boards monitor social media sites and online forums for malpractice and possible cheating. 

There are rules and boundaries on what you can share about your exams and non-exam assessments 
online.  Take care when talking about exams and non-exam assessments on social networking sites including 
Facebook and Twitter, as well as group chat apps such as WhatsApp. 

Examples of social media activities that could lead to you being disqualified from a qualification include: 

 posting your written work online before an exam or assessment 

 allowing others to help produce your work, or helping others with theirs 

 sharing information if you’ve sat your exam earlier than other students 

 passing on rumours from others about exam content 

 accepting exam-related information without reporting it to the exam board 

 encouraging or asking others to cheat or share information about exam content 

 

If you're unsure or need help with anything relating to exams/non-exam assessments, please refrain from using 
social media and online platforms. Instead you should speak to your Personal Tutor or subject teachers. 

Irrespective of the underlying cause or the people involved, all allegations of malpractice in relation to 
examinations and assessments need to be investigated. This is to protect the integrity of the qualification and to 
be fair to the centre and all candidates.   
 
 
When there is sufficient evidence to implicate an individual in malpractice, that individual accused of 
malpractice will: 

 be informed of their individual responsibilities and rights; 

 be informed of the allegation made against him or her;  

 be advised that a copy of the JCQ publication Suspected Malpractice in Examinations and Assessments 
can be found on the JCQ website - www.jcq.org.uk/exams-office/malpractice 

 know what evidence there is to support that allegation; 

 know the possible consequences should malpractice be proven; 

 have the opportunity to consider their response to the allegations; 

 have an opportunity to submit a written statement; 

 have an opportunity to seek advice and to provide a supplementary statement; 

 be informed of the applicable appeals procedure, should a decision be made against him/her; 

 be informed of the possibility that information relating to a serious case of malpractice may be shared 
with other awarding bodies, the regulators and other appropriate authorities. 

 
 

Further information can be found on the JCQ website - https://www.jcq.org.uk/exams-office/malpractice/ 
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After your exams 

 

Results  
Results will be released to students on the following days:  
 
Thursday 18th August 
A/AS Level, BTEC, EPQ, OCR Cambridge Technical, Eduqas/WJEC Criminology      
 
Thursday 25th August 
GCSE   
 
Arrangements for results days are to be confirmed. Your Personal Tutor will give out any further information 
about this nearer the time.  
 
What to do if you’re unhappy with your results  
Please read the post result services information which will be issued to you with your results. If you didn’t get 
the results you expected or you are disappointed with your results, please let the Exams Officer know. Grade 
boundaries will be available to view on the awarding body websites to help you decide if you would like to 
pursue an enquiry about results. 

 

Post results services  
Post-Results Services can be broken down into two categories; Access to Scripts and Enquiries and Results.  You 
will receive the deadlines and fee information with your results.  Post-Results Services can be requested by 
making the relevant payment via the Exams Shop via the following link 
https://app.parentpay.com/ParentPayShop/Uniform/Default.aspx?shopid=760.  
 
Enquiries about Results: 

 Clerical re-check 
This is a re-check of clerical procedures which involve checking that all sections of the paper have been 
marked; that marks have been added up correctly; and that the correct marks have been recorded.  
Marks can go down as well as up following the outcome of a clerical re-check. 

 

 Review of marking 
This is a review of the original marking to ensure that the agreed mark scheme has been applied 
correctly.  Although your teacher can make recommendations it is vital that the decision to request a 
review is the students’.  There are three possible outcomes; 

o The original mark is confirmed as correct so there is no change to the grade 
o The original mark is raised, so the final grade may be higher than the original grade awarded 
o The original mark is lowered, so the final grade may be lower than the original grade awarded.  

 
Every year a number of students have papers reviewed which result in their marks and grade going down.  This 
is why we recommend that only students who are very close to a higher grade boundary request a review of a 
paper.  Please check your overall mark and where it sits within the boundary of the grade you have been 
awarded before paying for a review.   
 
Once the outcome of a review has been received it becomes the final grade; there is no opportunity to choose 
your first grade. 
 
 
Post result service refunds 
If a review results in an overall grade change you will be refunded the cost of all the reviews you have paid for in 
that subject.  Refunds will be processed at the end of the Post-Results Services window. 
 
 
 

https://app.parentpay.com/ParentPayShop/Uniform/Default.aspx?shopid=760
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Access to Scripts 
Access to exam scripts is a service available if you would like to have your exam script returned to you.   
 

 Priority access to scripts 
If are not happy with your result and would like to see your exam script before making an enquiry about 
result you should request a priority copy of your exam script.   

 

 Original Scripts 
Once the deadline for priority access to scripts has passed it is only possible to order your original script.  
After a script has been released by the exam board it is no longer considered a secure item and, 
therefore, it cannot be subject to any kind of appeal or review. 

 

Certificates 
We usually receive certificates from the exam boards by late November/early December.  

Certificates for upper sixth students will be posted out to their home address by recorded delivery. However, 
students must pay the £5 certificate postage fee via the Exams Shop using the following link  
 
https://app.parentpay.com/ParentPayShop/Uniform/Default.aspx?shopid=760.  
 
Any certificates received for lower sixth students will be available for collection from Student Services, students 
will be notified via email when they are ready for collection.   

 

Please note –certificates will be destroyed if uncollected after two years. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 
 
 
 
 

https://app.parentpay.com/ParentPayShop/Uniform/Default.aspx?shopid=760


 
12 

 
Aptitude Tests for University Application 
  
Some universities and courses require applicants to sit additional aptitude tests as part of their UCAS 
application. The results of these tests are used to shortlist applicants for competitive, oversubscribed university 
courses such as Medicine and Law and for highly selective universities such as Oxford, Cambridge, Imperial and 
Warwick. 
  
The aptitude tests broadly follow two formats:  

 Sat by all applicants on a particular day/time (in late October/early November) in College. 

 Sat at your local Pearson Professional Centres-UK during a window of availability (usually August-
December) details of which are available on the test websites.    

  
It is a student’s responsibility to ascertain if they are required to sit an aptitude test as part of the application to 
their selected universities/courses and register to take it before they begin applying to university through 
UCAS.  Any associated fees are payable by the student and must be paid before you are registered for the test. 
The current requirements for aptitude tests are all available online, the aptitude tests most commonly taken by 
Winstanley College students are: 
  

 Medicine, Dentistry, Veterinary Science, BioMedical Science: 
o UCAT: University Clinical Aptitude Test www.ucat.ac.uk - Register yourself online.  

Test taken at your local Pearson Professional Centre.  
o BMAT: BioMedical Admissions Test www.admissionstestingservice.org/for-test-takers/bmat/ - 

Register with college Exams Officer. Test sat at Winstanley College. Please note there is a fee 
required for entry onto this test. 
  

 Law National Aptitude Test (LNAT) www.lnat.ac.uk - Register yourself online. Test taken at your 
local Pearson Professional Centres.  

 

 Maths:  
o MAT: Mathematics Aptitude Test www.admissionstestingservice.org/for-test-

takers/mat/about-mat/ - Register with college Exams Officer. Test sat at Winstanley College. 
o STEP: Sixth Term Examination Paper www.admissionstestingservice.org/for-test-

takers/step/about-step/ - Register with college Exams Officer. Test sat at Winstanley College. 
Please note there is a fee required for entry onto this test.  

o TMUA: Test of Mathematics for University Admission. www.admissionstesting.org/for-test-
takers/test-of-mathematics-for-university-admission/about-the-test-of-mathematics-for-
university-admission/ - register with college Exams Officer.  Please note there is a fee required 
for entry onto this test.  

  

 Oxford University: 
Applying to many of the courses at Oxford require applicant to sit aptitude tests, details of all these can 
be found here: www.admissionstestingservice.org - Register with college Exams Officer.  Test sat at 
Winstanley College. 

o CAT: Classics Admission Test 
o ELAT: English Literature Admissions Test 
o HAT: History Aptitude Test 
o MLAT: Modern Languages Admissions Test 
o PAT: Physics Aptitude Test 
o TSA: Thinking Skills Assessment 
 

 Cambridge University:  
Most courses at Cambridge require applicants to sit additional aptitude tests, full details can be found 
here: www.undergraduate.study.cam.ac.uk/applying/admission-assessments. Register with college 
Exams Officer. Test sat at Winstanley  

  

http://www.admissionstestingservice.org/for-test-takers/bmat/
http://www.lnat.ac.uk/
http://www.admissionstestingservice.org/for-test-takers/mat/about-mat/
http://www.admissionstestingservice.org/for-test-takers/mat/about-mat/
http://www.admissionstestingservice.org/for-test-takers/step/about-step/
http://www.admissionstestingservice.org/for-test-takers/step/about-step/
http://www.undergraduate.study.cam.ac.uk/applying/admission-assessments
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Aptitude tests to be sat at College require registration with the Exams Officer according to the following 
procedure before the deadline of 19th September 2022: 
  

 E-mail Aptitude-Test@winstanley.ac.uk with ‘Aptitude Test’ as the subject line. Request to be entered 
for your particular aptitude test with details of the universities and courses requiring you to take the 
test. 

 Your interest for the test will be registered and a copy of the ‘Aptitude Test Application Form’ will be 
emailed to you. 

 Complete the ‘Aptitude Test Application Form’ and return to the aptitude test email address before the 
deadline of Monday 19th September 2022. 

 Further details regarding your registration will be communicated via email. 
 
 
 
 
 
 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

mailto:Aptitude-Test@winstanley.ac.uk
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Section B – Assessments 

 

Winstanley College is committed to ensuring that internal assessments are marked and administered fairly, 
consistently and in accordance with the awarding body specifications and subject-specific associated 
documents. 

 
This is ensured by: 
 

 Subject staff having the necessary and appropriate knowledge, understanding, skills, and training in this 

activity 

 Subject staff authenticating students work according to the requirements of the relevant awarding body 

 A process of internal moderation and standardisation led by nominated staff. 

 
 
What are assessments? 
 
Assessments measure subject-specific knowledge and skills that cannot be tested by timed written papers.  
There are three assessment stages and rules which apply to each stage.  These rules often vary across subjects.   
 
The stages are:  
 

 Task setting - Tasks will be selected from a choice provided by the awarding body OR designs tasks 
where this is permitted by criteria set out within the subject specification.  Students will be made aware 
of the criteria used to assess their work. 

 

 Task taking – Students will take tasks under the required conditions and supervision arrangements.  
Sufficient supervision will be put in place to enable the work of a student to be authenticated.  All 
students must understand and comply with the regulations in relevant JCQ documents Information for 
candidates. See appendices.  All students will be required to sign a declaration confirming the work they 
submit for final assessment is their own unaided work. 

 

 Task marking – All work will be marked in accordance with the marking criteria provided by the 
awarding body. Students will be informed of their marks in a timely manner to enable an internal appeal 
to be submitted by a candidate and the outcome known before final marks are submitted to the 
awarding body.  Marks could be subject to change by the awarding body moderation process.  

 

Assessment marking 

 

Candidates’ work will be marked by staff who have appropriate knowledge, understanding and skill, and who 
have been trained in this activity.  Winstanley 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. 
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Assessment Process 

 

Informing students of their marks: 

1. Winstanley College will ensure that candidates are informed of their centre assessed marks so that they 
may request an internal review of the centre’s marking before marks are submitted to the awarding 
body. 

 
2. There will be a one week window (5 college working days) between the declaration of the marks to the 

candidate and the closing of the review request process. A failure by a student to comply with internal 
deadlines could jeopardise the right to a review of marking. 

 
3. Key dates will be clearly sign-posted in departmental literature and any changes communicated to 

students. 
 

Internal reviews of assessment marking: 
 

1. If a student does not agree with the marking that has been carried out they can request a review of 
marking.  Requests for reviews of marking must be made in writing to the exams officer using the 
internal appeals form and a charge of £45 applied (refundable if the mark changes). 

 
2. Winstanley College will allow sufficient time for the review to be carried out, to make any necessary 

changes to marks and to inform the candidate of the outcome, all before the awarding body’s deadline. 
 

3. Winstanley College will ensure that the review of marking is carried out by an assessor who has 
appropriate competence, has had no previous involvement in the assessment of that candidate and has 
no personal interest in the review.  

 
4. Winstanley College will instruct the reviewer to ensure that the candidate’s mark is consistent with the 

standard set by the centre. 
 

5. The candidate will be informed in writing of the outcome of the review of the centre’s marking. 
 

6. The outcome of the review of the centre’s marking will be made known to the head of centre and will 
be logged as a complaint.  A written record will be kept and made available to the awarding body upon 
request.  Should the review of the centre’s marking bring any irregularity in procedures to light, the 
awarding body will be informed immediately. 

 
7. After candidates’ work has been internally assessed, it is moderated by the awarding body to ensure 

consistency in marking between centres.  The moderation process may lead to mark changes.  This 
process is outside the control of Winstanley College and is not covered by this procedure.  

 
This procedure is compliant with JCQ regulations1 and will be reviewed annually. 
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Important information for students 

The JCQ has published important documents which you must familiarise yourself with. These can be viewed via 
the following link - https://www.jcq.org.uk/exams-office/information-for-candidates-documents/ 

 Information for candidates – coursework – 2021-2022 

 Information for candidates – non examination assessments 2021-2022 

 Information for candidates – on-screen tests 2021-2022 

 Information for candidates – written exams 2021-2022 

 Information for Candidates – Privacy Notice 2021 – 2022 

 Information for Candidates – Social Media  

https://www.jcq.org.uk/exams-office/information-for-candidates-documents/
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Appendix 1 

Internal appeals form 

This form should be completed in all cases to lodge an appeal. 

Please tick to indicate what the appeal is against: 

 an internal assessment decision  

 the centre decision not to support an enquiry about results 

 the outcome of an enquiry about results 

Name of appellant  

Student name  

if different to 

appellant 

 

Awarding body  Unit/module/exam 
paper code 

 

Subject  Unit/module/exam 
paper title 

 

Please state the grounds for your appeal below: 

 

 

 

 

 

 

 

 

 

 

Continue overleaf if necessary 

Appeal against an internal assessment decision 
Appellant declaration 

By signing here, I am confirming I understand the purpose of the appeal will be to decide whether the process used for the internal 
assessment conformed to the published requirements of the awarding body’s specification and subject-specific associated 
documents. I also understand the appeal may only be made against the marking/assessment process not against the mark 
submitted by the centre for moderation by the awarding body. 
 

Signature:                                                                                            Date of signature: 

Appeal against the centre decision not to support an enquiry about results 
Appellant declaration 

By signing here, I am confirming I feel there are grounds to appeal against the centre’s decision. 

 

Signature:                                                                                            Date of signature: 

Appeal against the outcome of an enquiry about results 
Appellant declaration 

By signing here, I am confirming I understand that the grounds for my appeal must relate to the awarding body’s procedures or the 
application of the post-result service procedures. I also understand that appeals do not generally involve further reviews of marking 
candidates’ work. I also confirm that I will pay in advance any fees which may be charged by the awarding body for the appeal. I 
understand this fee will be refunded if the appeal is upheld.  

 

Signature:                                                                                             Date of signature: 

 

The appellant declaration against the relevant appeal must be signed, dated and returned to the EO, on 
behalf of the head of centre, to the timescale indicated in the internal appeals procedure 
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Appendix 2 

 

Flow charts of appeals and reviews process 

 

1. Appeal against the process of marking i.e. do the college’s procedures conform to exam 

board rules and regulations 

 

2.  A request for an internal review of marking – is the mark awarded consistent with the 

exam board marking criteria. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

Appeals 
should be 

made using 
the internal 

appeals form

A senior 
manager 

conducts the 
investigation

The appellant 
will be 

informed in 
writing of the 
outcome of 
the appeal.

Requests for 
internal reviews of 
marking must be 

made in writing to 
the exams officer 
using the internal 

appeals form and a 
charge of £45 

applied (refundable 
if the mark 
changes).

Internal Review of 
marking is carried 

out  by a competent 
person

The candidate will 
be informed in 
writing of the 

outcome of the 
review


